Angela Reyes
Employee ID 2041
angela.reyes@example.com | +63 900 000 0000
 
October 1, 2026
 
Mr. Daniel Cruz
Finance Manager
ABC Logistics Inc.
 
Dear Mr. Cruz,
 
Please accept this letter as my formal resignation from my position as Payroll Assistant at ABC Logistics Inc. My last working day will be October 31, 2026.
 
Thank you for the three years I've spent on your team. I'm grateful for the chance to learn payroll from the ground up, and for your patience during my first cut-off.
 
Before I leave, I'll close the October payroll and write down the steps for each cut-off. I'll hand over the payroll files and timekeeping access to Mia, and I'm happy to train whoever takes my place.
 
Please let me know the clearance steps, and when I can get my certificate of employment and final pay.
 
Sincerely,
 
Angela Reyes
