Susan Keyes
18 Lloyd Street
Manchester
M2 5ND
Tel.: 0161 258 4477
E-mail: SusanKeyes@gmail.com

Mr. Thomas Brandon
TransCorp, Ltd.
3 Hardman Street
Manchester
M3 3AT

5th June 2013

Letter of resignation


Dear Mr. Brandon,

I would like you to accept this letter as formal notification that I am leaving my position of personal assistant with TransCorp company on September 2nd, 2013.

Thank you very much for the opportunities I have been given from you during my time with the company. Please let me know, if there are any exit procedures that I need to be aware of in terms of technical devices or anything else. Of course, I can be of assistance during this transition, if there is any need of it.

Sincerely,



Susan Keyes

Jana Hádková
Gymnázium Praha
Zelený vrch 15
120 00 Praha 2
Czech Republic
Tel.: +420 125 144 255
E-mail: gympraha@gym.cz


Student Tours Duck
55 York Rd.
LONDON
SE1 7NJ
Great Britain


14th June 2013


To Whom It May Concern,

[bookmark: _GoBack]Regarding your advertisement in the Učitelské noviny of June 13, 2013, could you please send us some information about student tours to Great Britain, especially to London and nearby areas, for schools in the Czech Republic.

We are grammar school in Prague and we are interested in tours during autumn (from September to October) and spring (from March to May). We would appreciate if you send us your catalogue with details of tours as well as pricelist. We also wonder, if there is any possibility to get quantity discount or any other sort of price reduction.

Thank you very much and we are looking forward to hearing from you soon.

Yours faithfully,



Jana Hádková
Head Manager
