Temporary Resignation Letter Sample
Gary O'Brien
100 Main Street
New Parkland, CA, 91010
September 1, 2014
Sean Flahrety
Manager, Orion Corporation
100 Broadway Lane
New Parkland, CA, 91010
Dear Mr. Flahrety,
Please allow this letter to serve as official notice of my temporary resignation as chief dispatcher of Orion Corporation. As you and I have recently discussed, I have had several significant family issues arise in Ireland that I need to go attend to. I will be resigning as of September 15, 2014 and able to return to work on February 1, 2015.
During the next two weeks, I will make certain that all of my job duties are spread out among my staff. I am confident that Brian Holder can act as temporary supervisor in my absence. Brian is well aware of all of my job duties and is more than capable of keeping things running smoothly while I am gone. Brian also has my contact information in case he has any needs.
I do appreciate the option of temporary resignation to solve this problem. I definitely will do my best to keep Brian up to speed and also to make sure that I return to the company as soon as possible. You can reach me at 555-245-4324 or email me at gobrien@email.com if you have any questions.
Sincerely Yours,
Gary T. O'Brien
