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January 1, 1999

Mr. Michael Manager, Vice President of Sales

ABC Technology

1234 Main Street

Anytown, California 99999

Dear Michael:

With receipt of this letter, I respectfully resign my position as Director of Marketing with ABC Technology.

I have enjoyed my relationship with you and the company a great deal.  However, I have identified an opportunity that will better fulfill my career goals.

I am very excited about my new position and have already accepted their offer of employment and will commence my new position on January 15, 1999.

My decision on this matter is final.  

I will be happy to work with you during the next two weeks, if you deem it appropriate, to train my replacement.  However, I would prefer to spend this time with my family and to prepare for my responsibilities with my new employer.

Sincerely,

Joseph Candidate

