
Dear {Employee Name},

On behalf of {Company Name}, allow me to express my sadness at your leaving the company after {Number of Years}. Your service during these years will not be forgotten, and {Mention How You Feel}.
Looking over your file, I've seen that you've {Mention Accomplishments of Note}. Without your participation, many projects and milestones such as {Name Important Highlights} would not have flowed so smoothing. Your diligence and dedication will be sorely missed. 
Again, thank you so much for your contributions to the company. Both myself and your co-workers will miss your input, personality and work ethic. I am including an attachment with contact information so we can keep in touch. We wish you well, peace. 
Sincerely,
{Your Name}

