Matt Jenner
214 Pine Street
New York, NY 20101
(000) 222-3210
Matt @ email. Com
July 1, 2015
Mr. Bruce Pitt
Administrative Director
Westpoint Supplies
357 Maple Street
New York, NY 27364
 
Dear Mr. Pitt:
It was a difficult decision to make but I have finally decided to resign from my position as administrative assistant for the Westpoint Supplies. In keeping with the terms and conditions of my employment agreement, I am providing two weeks’ notice of my intent to leave. July 15, 2015 will be my last working day.
I would like to extend my appreciation to Westpoint Supplies for developing me as an administrative expert. Under your guidance, I have gained extensive skills and expertise over the past 3 years.
In the capacity of an administrative assistant, I realize that I am handling a lot of sensitive data which I assure will not be compromised and will be handed over to you accurately. Please let me know whom you would like me to train in my place so that I can begin the handing/taking procedure immediately.
Thank you one again for your mentorship and kindness over the years.
 
Sincerely,
[Sign Here]
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