{Date}

{Employer’s Name}

{Company Name}

{Company Address}

{City, State, Zip Code}

[bookmark: _GoBack]Re: Leaving {Company Name}


Dear {Mr./Mrs./Ms. Last Name},

As you know {leaving date} will be my last day as {previous job title} at {company name}. I am writing to bid you farewell and thank you for {mention positive things your boss did for you}. I have been fortunate to {mention how they impacted you professionally}.

I joined {company name} in {year}, and in those {duration}, I have learned {insert specific lessons you learned from your boss}. Your {mention positive qualities} will continue to guide me, even in my {mention new venture or job}. 

I hope we will be able to stay in touch, and if so, you can contact me at {personal email address}. 

Thank you again for everything.

Sincerely,

{Your Name}

{Previous Job Title}

