
{Date}

{Recipient's Name}
{Recipient's Address}
{City, State, Zip Code}

Dear {First/Last Name},
I am writing this letter with a heavy heart to say goodbye. Following {mention the circumstances that led to your decision to leave, e.g., a new job offer}, I will be leaving {insert place or situation you are leaving, e.g., Texas} to {optional: briefly mention future plans}.
Even as I go, I will carry the memory of you in my heart at all times. I will especially cherish the {mention specific memories}. You have been an amazing {mention relation to reader}.
{If you wish to maintain communications, say so and provide contact information}.
I wish you nothing but the best in whatever your future holds.

Sincerely, 
{Your Name}


