
Resignation Guidance for Mortgage Loan
Officers
This document provides a structured phone resignation script and a resignation letter template for mortgage
loan officers. It aims to help facilitate a professional and smooth transition, ensuring clarity and maintaining
positive relationships with leadership and colleagues.

by Wade Betz



Phone Resignation Script
Use this phone script as a guide to structure your resignation conversation. PRO TIP: The resignation is
ALWAYS about the place you are leaving, not about the place you are going. Your current employer may
want to know where you are going, maybe even why it will be better, but usually only because they're looking
to <poke holes= in another platform. However, you are leaving for specific reasons that cannot be fixed -
otherwise, you would stay.

"Hi _______, I wanted to call you personally and let you know that today is my last day with ______ (INSERT 
company name).
It's been _____ (INSERT #) years here, I've learned a lot, and there are so many great people that I will miss, 
but it's time for a change. This was not an easy decision, but I'm 100% committed to it and hope to leave 
on the best of terms." 

NOTE: Depending on your style, you can also add: "It's me, not you - I just need a change."

RESPECTFUL FINISH: "Thank you for your leadership and support. I look forward to staying in touch and
wish you and the team nothing, but success!"

If Pressed on "Why?": These are some common reasons loan officers make a change:

<I’ve had some major stress getting loans closed here, and not confident that will change any time

soon with our compliance culture."

<An elite marketing team to collaborate with is paramount to my future success - modern graphics,

CRM efficiency, social media trends - and in a timely manner. That is not our model here."

<I need a company that is sincere about _____ (insert your niche: Low to moderate income programs, 

VAREP / NAHREP / AAREA / DREB, Rehab / Construction, etc.) - and I question if that is a true priority

here.=

<I want access to ownership and better leadership. I do not currently feel aligned with the vision here,

and need leadership that will take me to the next level.=

"There were a variety of factors, and after weighing everything carefully, I know this is the best

direction for me. I hope you understand and respect my choice."



Handling a Counteroffer
It is possible that your manager will make a counteroffer to try to retain you. It's important to be prepared
and handle the situation gracefully.

PRO TIP: You don't always have to answer the question they ask. Just bring the conversation back to the 
reality that you're moving on. Some options:

RESPECTFUL FINISH: "Thank you for your leadership and support. I look forward to staying in touch and
wish you and the team nothing, but success!"

I’ve really thought about my future, and I believe this new opportunity aligns more closely with my 
personal and professional goals. I want to be fair to both myself and the new company by fully 
committing to my next step.

I can’t tell you how much I appreciate the team and everything I’ve learned here. This decision wasn’t 
easy, but I am committed to moving forward. I truly hope we can stay in touch and be friendly at 
industry events.

Here are a couple of common questions asked by the departing manager:

"Gosh we love you, what would it take to get you to stay?": “I appreciate the ask, but I am 100% leaving. 
Money is not a factor - the things I need to get to the next level are simply not here."
"Where are you going?: Choose your preferred answer:

"I am talking with a few companies, and should have a final decision made in the next couple of 
days."

"I guess all you need to know is that I'm leaving. You will find out soon enough once my license gets 
moved."

"I am moving to Neighborhood Loans."



Resignation Letter Template
Complement your verbal resignation with a formal written notice. Feel free to use the following template
incorporating any personal touches you feel appropriate.

(Your Name)
(Your Address)
(City, State, ZIP Code)
(Your Email)
(Your Phone Number)

(Date)

(Manager’s Name)
(Company Name)
(Company Address)
(City, State, ZIP Code)

Subject: Letter of Resignation

Dear _______ (INSERT Manager's Name),

After careful consideration, I have made the decision to resign from _____ (INSERT Company Name), 
with my last working day being _____ (INSERT proper date).

This decision was not made lightly. I am incredibly grateful for the opportunities I’ve had to grow 
professionally, the knowledge I’ve gained, and the relationships I’ve built along the way. 

While I am excited about the next chapter in my career, I hope to stay in touch and look forward to 
seeing you at future industry events. Thank you again for your support and guidance throughout my 
time here.

Best regards,

________ (INSERT your name)


