
[Your Name]
[Your Address, City, State, Zip Code, Phone, Email]

Dear [Mr./Mrs./Ms. and your boss's name]
As we've discussed, [your last day at work] is my last day at work for [name of company]. With sadness, I leave the supportive environment of our team, but I look forward to my new assignment at [name of new company or position].
I want to express my sincere thanks and appreciation for [why you're thanking your boss. Provide one specific example of something your boss did you help you in your job]. Thank you for all that you have done to encourage and support me during my time here. 
I wish the best of success and prosperity to you and the team in your endeavors at [name of the company]. It would mean a great deal to stay in contact after I depart. You can call me on my personal cell phone at [phone number], or feel free to email me at [email address]. Thanks again for everything. 

Best wishes
[Your name]


