
Dear (Mr./Mrs./Dr.)

Warm greetings.

I would wish to let you know that I shall be departing this firm on mm/dd/yyyy. Though sad, I inevitably have to move on.
Many thanks for the kind of warm support and love you showed me in my stint here at your firm. Specifically, I am grateful for the office ethics your firm instilled in me all the while.
Should it happen that you need my intervention at any point in the future, feel free to reach me on XXX-XXX-XXXX. I shall be more than willing to offer the necessary help and support.

Sincerely,
(Your Name)

