November 10, 1999

Juanita Employee 

4 Worker Drive

Bloomington IL 61701

Jo Employer

The Business, Inc.

5555 S. Enterprise Parkway

Bloomington IL 61701

Dear Ms. Employer,

I am writing you this letter to inform you that I am putting in my two weeks notice. My last day will be June 19, 2005 

I would like to thank you for taking time to train me. I would like to use you as a reference for future applications.  I have enjoyed working with you as my employer and have learned a lot from my association with this company and it’s employees.

Thank you for this opportunity.  Should you have any questions or concerns regarding the timing of my leaving don’t hesitate to talk with me about it. 

Sincerely,

Juanita Employee

