[bookmark: _GoBack]Alexandra Fleming
202 Greatway Ave,
Chicago IL, 91723
Fleming-a@joyland.com
October 1, 20XX

Dear Mr. Manuel, 

Please accept this letter as a two-week resignation notice from my current part-time position at Fairway International. My last day at work will be on October 14, 20XX. 

Since I graduated from university in 20XX, I have been searching for a permanent job in Hospitality. Fortunately, I have landed a permanent position at Sarova Stanley Hotels as a Hotel manager, a role that I’m supposed to assume in the next two weeks. In this respect, I submit my official resignation from my current part-time position in your company. 

I want to thank you, my coworkers, and the company at large for the chance to work for you in the past seven months. The support, training, and experience I have gained are incredible. 

My desire and wish are for the company and its employees to succeed in their plans.

Again, thanks for everything.
Best regards,
Alexandra Fleming
