{Date}

{Employee's Name}

{Company Name}

{Company Address}

{City, State, Zip Code}

Re: Farewell 

Dear {Mr./Mrs./Ms. Employee's Name},

Although the news of your resignation saddened me, I am happy that you will be {mention employee's reason for leaving, e.g., moving to a higher position}. I am writing this letter to thank you for the time spent with {company name} and to wish you the best in your next job.

The {duration e.g. 7 years} you worked as a {employee’s former position} in {department name} were full of {mention positive qualities}. Your dedication and work ethic have been beyond inspiring, and I am sure your colleagues will miss you.

As you venture into this new opportunity, may your hard work and ethic bring you success.

Thank you and farewell.

Sincerely,

{Your Name}

{Job Position}
