Executive Director Resignation Letter
William G. Jones
123 Broadway Street
Suite 1
Columbus, OH 43266
Tel: (555)555-5555

To:
George G. Caldwell
Board Chairman
Smith Communications
123 Main Street
Suite B
Columbus, OH 43266
July 1, 2014

Dear Mr. Caldwell,

This letter is to inform you of my upcoming resignation from my position as executive director at Smith Communications. I am resigning due to personal reasons, and the effective date of my resignation will be July 15, 2014, so please accept this letter as my official two weeks’ notice. I truly regret any inconvenience this may cause to you or Smith Communications and wish to do all in my power to make this transition go smoothly.
During my final two weeks at Smith Communications, I will be pleased to either transfer responsibility where appropriate, or train a replacement for my position. I will also personally notify the rest of the team of my intentions. If any further discussion is needed in regards to these points, please call me at (555)555-5555 or email me at [email] I look forward to hearing from you.

I am grateful for the valuable experience and opportunities I have gained during my time at Smith Communications and feel confident that they will help me to achieve success in all of my future endeavors. I wish you, the rest of the staff and Smith Communications every success and hope that our paths may cross again some day. Thank you for your understanding in this matter.

Yours sincerely,

William Jones
William G. Jones
Executive Director
Smith Communications
