Amanda L. Reaves
123 Broadway Street
Suite 1
Columbus, OH 43266
Tel: (555)555-5555
To:
Jennifer M. Brant
Manager, HR
ABC Women’s Health Clinics
123 Main Street
Columbus, OH 43266
February 1, 2014
Dear Ms. Brant,
I am writing to let you know of my upcoming resignation from my position as a nurse practitioner at ABC Women’s Health Clinics. I have recently accepted another job offering elsewhere and have decided that it would be in the best interest of all parties for me to do so. My last day at the clinic will be February 15, 2014, so please accept this as my official two weeks’ notice of resignation. I appreciate your patience and cooperation in this matter.
I would like to apologize in advance for any inconvenience that my resignation may cause. I will of course work as hard as always in my last two weeks and put forth all efforts to minimize any stress that my leaving causes. If any clarification is needed in this matter, please feel free to contact me at (555)555-5555 or [email]
I have enjoyed my time working at the ABC Women’s Health Clinics and am very grateful for all the excellent experience I earned on the job, which will serve me well at my next place of employment. I wish the clinic continued success and thank you for your understanding and consideration at this time.
Yours sincerely,
Amanda Reaves
Amanda L. Reaves
Nurse Practitioner
ABC Women’s Health Clinics
