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Sender’s address

Date

*  You may have more than 2 paragraphs. Depending on who
the recipient is you will have varying levels of informality.

o Itis generally accepted that in informal letters contracted
forms can be used: can 't instead of can not; hAaven 't instead of
have not etc.

*  You may also use a more colloguial language register — chatty
tone that you might use in speech / mild slang words.

* Punctuation can be less formal: exclamation mark! used to
signify shock or a joke; dashes - instead of commas; brackets
used to spearate additional ideas/references...

Degree of intimacy with recipient will determine the
way you sign off:
Best wishes / Kind regards / Yours truly / With love...
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Avery May
123 Kansas Ln
Kansas City, MO 64105

December 17, 2019
Roberts Media Group
334 Sunflower Ln
Kansas Clty, MO 64105

Cameron Jones
Account Manager

Dear Ms. Cameron Jones,

| am writing to inform you of my resignation from Roberts Media Group as the Account Coordinator,
effective two weeks from the current date.

| appreciate all the support, encouragement and motivation |'ve received during my time in this position.
| have decided to pursue a position where | can apply more of my team building and leadership skills.
Over the next two weeks, | will continue to dedicate my time toward finishing the rest of my projects
and will provide any necessary training to ease the transition process.

Thank you again for the support you've given me and thank you for taking the time to read this. If you
would like to schedule a meeting to discuss this further, | would be happy to talk when you are free.

Sincerely,
Avery May
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