
Response to Resignation Letter
Michael J. Boxer
Manager
Smith Communications
123 Main Street
Suite B
Columbus, OH 42366
Tel: (555)555-5555
To:
Annah H. Gutierrez
123 Broadway Street
Suite 1
Columbus, OH 43266
September 1, 2014
Dear Ms. Gutierrez,
We have received your resignation letter dated August 28, 2014. I wished to personally inform you that we have accepted your resignation and wish you luck in your future endeavors. Although it is a great loss to Smith Communications to no longer have an employee like you, we hope that you are able to achieve success elsewhere. I will personally ensure that you receive all of your belongings as well as your last paycheck.
If there is anything else that you need from me, I encourage you to contact me at your convenience either by telephone at (555)555-5555 or email at [email] Please do not hesitate to contact either myself or my assistant if you have any questions or concerns. I am willing to provide you with an excellent reference if needed and look forward to hearing from you again.
We hope that your journey with Smith Communities has been productive and satisfying for you as well as providing great work experience in the business world. Our whole team appreciates the work you have done and would be pleased to welcome you back to Smith Communications one day if you ever wish to return. We would also be pleased to remain in professional association with you. Thank you for your correspondence.
Yours sincerely,
Michael Boxer
Michael J. Boxer
Manager
Smith Communications
