
Subject Line: (Subject Line Here)

To All My Fellow (Company) Employees:

It is with a note of sadness that I write to inform you that I will be leaving the company due to layoffs. My last day will be (Date Here).
Though I am disheartened to leave this company and these people that I have come to care for so much, I am excited to look toward the future in my career. I will deeply miss working with all of you and the office with each and every one of you. I am truly grateful to have met each of you.
Any questions regarding how my previous duties will be dispersed can be directed to (Your Direct Supervisor's Name Here). 
Please feel free to keep in touch with me via email at (Personal Email Here) or via my cell at (Phone Number Here).
Again, thank you for your candor and your support within this company. I wish you all the best of luck in the future.
Sincerely,
(Your Name Here)


