
							1122 Oak St.
							Santa Barbara, CA 99999

							August 4, 2020


123 Building Company
3344 Pine St.
Santa Barbara, CA 99999
ATTN: Hamish Hammer

Dear Mr. Hammer,
This is to inform you of my intention to leave your employ next month. My family and I have committed to relocation for personal reasons. I will greatly miss working here at 123 Building Company, as well as the many colleagues who have become my friends. Thank you for giving me the opportunity to gain valuable work experience and cherished memories these past ten years.
My last day of work will be September 1, four weeks from today. I am happy to spend time training my replacement should you desire that, and endeavor to make the handover of all open projects as smooth as possible.
							Sincerely yours,

							Joe Nails

