
{Date}

{Colleague or Department Name}
{Company Name}
{Company Address}
{City, State, Zip Code}

Re: Farewell

Dear members of {department name} or colleagues,
As you already know by now, I will be leaving my position as {job title} at {company name} on {departure date}. While I am excited about the opportunities the future holds for me, I am also sad to be saying goodbye to all of you. I will miss you.
The {duration} I have worked with you have been some of the best and most fruitful in my life. I am proud of {mention achievements}, which would have never been possible without your cooperation and the encouragement of {mention some colleagues}.
Although this letter marks the end of my time at {company name}, it should not signify the end of our friendship. Please feel free to reach out to me at {contact information} whenever you want to {visit/grab lunch etc.}.
It has been a pleasure working with all of you. Farewell and good luck.

Sincerely,
{Your Name}
{Job Position}

