JANE WANJIKU MUTHONI
P.O. Box 5678 – 00200, Nairobi, Kenya
0700 123 456  |  jane.muthoni@gmail.com
20th March 2025
The Human Resource Manager
ABC Company Limited
P.O. Box 1000 – 00100, Nairobi, Kenya
RE: RESIGNATION FROM THE POSITION OF SENIOR ACCOUNTANT
Dear Mr./Ms. [Supervisor's Name],
I write to formally notify you of my resignation from my position as Senior Accountant at ABC Company Limited, effective 20th April 2025 — one calendar month from today, as required by my contract of employment and Kenya's Employment Act, 2007.
This has been a difficult decision, as I have greatly valued my time at ABC Company. The 5 years I have spent here have been instrumental in my professional growth, and I am deeply grateful for the opportunities, mentorship and support extended to me by management and my colleagues.
I am committed to ensuring a smooth handover and transition during my remaining period. I will finalise all pending reports, document my key processes and fully brief my successor before my last working day. Please let me know how I can best support this process.
I look forward to maintaining a positive professional relationship and wish the company continued success.
Yours sincerely,
JANE WANJIKU MUTHONI
Senior Accountant  |  Employee ID: EMP-2456




