{Date}

{Employee's Name}

{Company Name}

{Company Address}

{City, State, Zip Code}

[bookmark: _GoBack]Re: Farewell as You Leave {Company Name}


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

I understand that you will be leaving your position as {previous job title} at {company name}, effective leave date. While I am excited about your new opportunity at {mention employee's new company name}, I am sad to lose such a valuable employee as you. 

In you {duration} with company name, you have demonstrated {mention positive qualities}. I was especially impressed by {remarkable achievement}. I hope you will continue to display this work ethic and dedication at your new company. 

While this might be the end of your time at {company name}, you can always reach out to us if you need some assistance at {official contact information}.

Thank you for your excellent work and best of wishes.

Sincerely,

{Your Name}

{Job Title}

{Company Name}

