(Your Name)
1234 Any St.
San Francisco, CA 12345

(Today's Date)

(Name of The Client)
(Business Name)
5678 New Town St
New York, NY 67859

Dear (Client Name):
I wanted to express my deep sadness that you will be leaving our company. I have enjoyed working as your account representative for the past (amount of time). Our time together has been a pleasant experience for me!
As a courtesy, I would like to remind you that the last day I will be your representative for ( what you assist the client with) is on ( date). After that date, our company will no longer represent you as their client.
I want to wish you luck in all of your future endeavors.
[bookmark: _GoBack]Sincerely,
(signature)
(your name)
(your title)

