{your name}
{your address}

{date}

{recipient name}
{recipient address}

Subject: {place your subject here}

Dear {last name}, or Hi {first name}, 
{Place your statement that you are leaving here.} {If you wish to inform your colleague of your future plans, you can do so here.}
{Thank your coworker here. Include an anecdote or shared memory when possible.}
{State that you would like to maintain contact here. Provide your contact information.}
{Wish your colleague well and restate your thanks here.}
[bookmark: _GoBack]{Sincerely,} or {Best regards,}
{your name or signature}


