
							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,
After much deliberation, I have accepted a position elsewhere. While I will be sorry to say goodbye to the many people here at 123 Building Company who have worked alongside me on the numerous projects I’ve participated in for the last five years, this new opportunity affords me an accelerated career path with enormous professional growth. 
My last day of work will be September 1, three weeks from today. I am happy to participate in locating and/or training my replacement, as well as doing anything I can to assist my colleagues in taking over my projects.
							Sincerely yours,

							Joe Nails

