
{Date}

{Friend’s Name}
{Friend’s Address}
{City, State, Zip Code}

Dear {Friend’s Name}, 
I can’t believe that it has been {duration} since we met. Throughout this time, you have been a {mention positive qualities} friend, which is why I am sad to inform you that I will be leaving the {state/school/neighbourhood etc.} for {destination} on {date}.
I will be moving to {destination} because {provide reason}. Although I will be far, I want you to know that you will always be in my thoughts. I will particularly remember {insert cherished memory}. That was a moment for the books.
Please feel free to reach out to me on {contact information} or visit at {new address}. I wish you all the best in everything you do.
I will miss you.

With love,
{Your Name}

