Heartfelt Appreciation for Service

Subject: Thank You and Farewell

Dear [Employeea€™s Name],

| want to take this opportunity to express my sincere gratitude for your hard work and dedication
during your time with [Company Name]. Your resignation, effective [Date], has been accepted with
appreciation for the significant contributions youa€™ve made.

Your professionalism, reliability, and team spirit have left a positive mark on our organization. We
will truly miss your presence and the value you brought to our projects.

On behalf of the entire management team, thank you once again. We wish you great success and
happiness in your next role.

Warmest regards,

[Your Name]

[Your Position]
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