
Dear {Employee Name}, 
We at {Name of Company} are sad to learn that you are leaving due to {Reason for Leaving}. You've been an integral part of our business for {Number of Years} and will be sorely missed. We acknowledge your contributions and consider them to be part of our company's success. 
You've worked hard, and we appreciate your {List of Important Contributions, Projects and/or Skills}. Your ability to {Name Specific Traits/Abilities} helped to make us the company we are today. Myself and your fellow colleagues will miss your {List of Positive Personality Traits} along with your smile. 
Again, thank you for your contributions. Please allow us to express our deepest gratitude and wish you well for your future endeavors. Remember that there will always be a place for you here at {Name of Company} if things change for you. If you wish to contact us to keep in touch, please call {Phone Number} whenever you feel the need. 
Sincerely
{Full Name}

