To:
Anna Smith,
184, Harrison Street,
London.
29th September, ’08.
Dear Ms. Smith,
I hereby tender my resignation from the post of (Assistant Manager). 
As per our mutual contractual agreement, I request you to kindly treat this as a two-week notice and relieve me of all professional responsibilities by (10th October, ‘08).
Thanking You,
Yours Sincerely,
Signature
(James Brown)
