
							1122 Oak St.
							Santa Barbara, CA 99999

							August 11, 2020


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

Dear Mr. Hammer,
Please allow this letter to serve as my resignation. I’ve recently been offered a fantastic opportunity with responsibilities and challenges I am very excited about assuming. While I enjoy my work here at 123 Building Company and have come to think of my colleagues as friends, my wife and I have decided this new opportunity is too good to pass up. 
I will begin work for them three weeks from today, making September 1 my last day in your employ. I would be happy to assist in locating and training my replacement and I endeavor to make the handover of all open projects as smooth as possible.

							Sincerely yours,

							Joe Nails

