Alexandra Finch

100 Broadway Lane

New Parkland, CA, 91010

example-email@example.com
Dear Mr. Amir,
This letter is my two week notice. In two weeks, I will be resigning my part time position at McDougal’s.
Since graduating high school, I have been looking for full time work to help save up for when I start college next year. But McDougal’s company policy is team members are only given 25 hours a week and overtime is limited to 35 hours. As much as I like working here, that does not help me. When I asked you about this, you suggested I get a second job. But I am not interested in having to run between two jobs.
The good news is I found a good full time job and they are asking me to start immediately. I told them about my position at McDougal’s and that I wanted to give you notice. They understood and said they would wait. This is good because it gives you time to find my replacement.
I want to thank you and McDougal’s for all the support you have shown me over the last year. It was my first job and I learned a lot and met a lot of nice people. I would recommend anyone looking for a part time job to see you.
Thanks for everything.
Best regards,
Alexandra Finch
