Rollan Junior
PO.BOX 12345-001
XXX and SONS
HUMAN RESOURCE MANAGER
ABC COMPANY
9876 MICHIGAN

Dear Sir/Madam,

RE: RESIGNATION LETTER
[bookmark: _GoBack]I am writing this letter to inform you of my plan to quit my job soon. I have enjoyed my time in this place, but change is inevitable. I plan to be leaving officially on 4th Dec 2019. This is due to a dream job that I have been offered. I am a trained accountant, but I have been working here as a sales and marketing person. I feel I will be more satisfied if I joined my accounting career. 
I am planning to do everything possible for the season I will be still around to give the company a smooth transition to my quitting. Kindly feel free to work with me for this transition. I would be glad if the company will be more productive even as I leave.
Do not hesitate to ask me anything regarding the company for the period left and even after I shall have gone. Thank you for trusting me with this job. I am so grateful for the lessons I have learned while here. I wish the company well in my absence. Kindly let me know when I can get my compensation and any employment benefits as I plan for my transition.

