Volunteer Retirement Thank You Letter Sample 
Dear [name]
Note of Interest – Change Leaving Date
Thank you for your interest in requesting voluntary redundancy/voluntary early retirement*.
In the light of external budget issues, the Council Management Team (CMT) recently decided only to progress notes of interest requests with leaving dates up to March 2012 at this stage.
The note of interest request received from you indicated a preferred leaving date of [date]. In light of the above, I am writing to ask if you would wish to move your leaving date forward to 31st March 2012 at the latest / [date]*.
If you do not wish to change the leaving date indicated on your note of interest form then your request will not be progressed at this point in time. Your request will be reviewed again late next year.
Please inform [name] at [email address/mail address] no later than [date] of your decision to either change your leaving date to the date indicated above or to keep the leaving date as advised on your note of interest form.
I await your response. Should you have any queries regarding the above, please contact [name] on [tel no].
Yours sincerely
[Name]
[Designation]
* Delete as appropriate
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