Response To Resignation Letter

[Your Name]

[Your Title/Position]

[Company/Organization Name]

[Company Address]

[City, State, ZIP Code]

[Date]

[Employee's Name]

[Employee's Address]

[City, State, ZIP Code]

Dear [Employee's Name],

| received your resignation letter dated [date], and | want to acknowledge that | have accepted your
decision to step down from your position as [Employee's Position] at [Company/Organization Name].
While | am saddened to see you go, | understand and respect your choice.

Your contributions during your time with us have been truly valuable, and your dedication and hard
work have significantly impacted our team and organization positively. Your commitment to
excellence and your willingness to go the extra mile have left a lasting impression on all of us.

We appreciate the professionalism with which you have approached your responsibilities and the
positive attitude you brought to the workplace. Your ability to collaborate with colleagues and take
on challenges head-on has been an inspiration to your peers.

As you embark on the next phase of your career, | have no doubt that you will continue to excel and
achieve great success. Should you need any assistance or a letter of recommendation for your
future endeavors, please do not hesitate to reach out to me. We will be more than happy to provide
any support you may need during this transition period.

The door will always be open for you to return to [Company/Organization Name] if circumstances

change or if you ever wish to rejoin our team. You will be greatly missed, and your absence will



create a void that won't be easy to fill.

We will organize a farewell gathering to celebrate your contributions and to bid you a proper
goodbye. It will be an opportunity for all of us to express our gratitude for your exceptional work and
to wish you well in your future pursuits.

Once again, thank you for your dedication and commitment to [Company/Organization Name]. It has
been a pleasure working with you, and we wish you nothing but the best in all your future
endeavors.

Please do not hesitate to contact me if you have any questions or require any assistance during this
transition period.

Sincerely,

[Your Name]

[Your Title/Position]

[Company/Organization Name]

[Contact Information]



