
Dear (Personal Name)
I take this opportunity to inform you about my departure from (Company Name) and (Date) will be my last day. I have accepted a position at (Company Name), which I’ll start this coming month.
Even as I look forward to advancing my career, I did enjoy working with everyone. Therefore, my time in this company has been enjoyable, and a great learning experience as each one of you has immense talent.
Please feel free to reach me on my cell phone (Number) or email address (email).
Thanks again, and I wish each one of you the best in your future endeavors.
Sincerely,
(Your Name)

