
{Date}

From: {Your official email address}

To: {Manager’s official email address} 

Subject: Goodbye from {Your Name}

Dear {Mr./Mrs./Ms. Last Name},
As you know, {insert date} will mark my last working day in {company name}. I am writing to express my gratitude for the last {duration you have been in company}, during which you have guided, advised, corrected, and natured me. I consider myself extremely lucky to have worked under your tutelage.
I am particularly grateful for {mention specific ting you appreciate, e.g., help with a major project}. Because of your help, I {mention how you benefited from the experience}.
While I am leaving the company, I hope my departure does not mark the end of our relationship. Feel free to contact me at {personal email address} at your convenience.
Thank you once again for everything.

Sincerely,
{Your Name}
{Former Job Title}

