{Date}

{Client’s Name}

{Client’s Address}

{City, State, Zip Code}

Re: Farewell 

Dear {Mr./Mrs./Ms. Client’s Name},

I am writing to inform you that I will no longer be working as {job title} at {company name} as from {departure date}. This change will mean that {mention how your departure will affect the client, e.g., I will no longer be able to handle your account}. The company will resolve this by {provide solution}.

I am leaving {company name} because I {mention reason}. I wish to thank you for the support and loyalty you have shown me and the company these last {duration}. Although I will be leaving, I hope this relationship will continue to grow. 

If you have any questions about my departure, or wish to keep in touch, contact me at {contact information}. Best wishes.

Sincerely,

{Your Name}

{Job Position}

{Company Name}

