{Date}

{Recipient’s Name}

{Property Name}

{Property Address}

{City, State, Zip Code}

Re: Farewell to the Residents of {Property Name}

Dear residents of {Property Name},

I am writing to inform you that I will be leaving {property name} as a {role, e.g., tenant, property manager, etc.} effective {departure date}. I have been offered a {explain the reason for leaving, e.g., to attend school or new job offer} in {mention state/property to which you will be moving}.

The {duration, e.g., 4 years} I have spent with all of you at {property name}, has been {mention positive qualities}. I will especially miss the {mention specific activity, e.g., tenant meetings}. Although I am leaving, I hope the relationships we have built will remain.

If you are ever in the area or wish to catch up for lunch, don't hesitate to contact me {contact information}. Goodbye and all the best.

Sincerely,

{Your Name}

{Position}

