1 January 2031

Phyllis Hall

456 Jones Street

Philadelphia, PA 26704

Dear Phyllis, 

By now, I am sure you have heard that I will be leaving XYZ Company on 4 January 2031 due to an inter-branch transfer. I will be posted in New Jersey, which means I will have to move there permanently. I am writing to say goodbye and tell you that I will miss you.

Working with you and being your firmed these past 6 years has been an honour. Within the office, you have been a reliable colleague, always eager to help me with my assignments. However, it is our friendship that I will miss the most. I will especially miss out Sunday movie dinners at your place,

I hope you know that my leaving doesn’t mark the end of our friendship. You are always free to call me at 456 7777 7878 at any time. 

I will miss you. 

Best wishes,

Jane Jenkins

