Greg D. Simmons
123 Broadway Street
Suite 1
Columbus, OH 43266
Tel: (555)555-5555
To:
Scott G. Wooding
Manager
123 Main Street
Suite B
Columbus, OH 43266
April 1, 2014
Dear Mr. Wooding,
I am sending this letter to inform you that I will be resigning from my position as head coach of the Blackhawks. Although I have very much enjoyed my time coaching these young men to numerous victories on the basketball court, I have just accepted a job offer in another district that I feel is in my best interest to accept. My last day as head coach will be April 15, 2014, so please accept this letter as my official two weeks’ notice of resignation. I appreciate your cooperation in this matter.
I truly hope that no inconvenience is caused to you or the Blackhawks by my resignation. If there is anything I can do to help make this transition easier on all parties, I would be delighted to put forth all effort. Please contact me if you wish to discuss this further. My home phone number is (555)555-5555 and my email address is [email] I look forward to hearing from you.
I will always be grateful to you and the Blackhawks for teaching me so much about basketball and life. I regret leaving this position but look forward to what the future may hold. I wish the Blackhawks every success and hope that our paths may cross again as friends one day. Thank you for your understanding.
Yours sincerely,
Greg Simmons
Greg D. Simmons
Head Coach
