

{Date}

From: {Your official email address}

To: {The recipient's company email address}

Subject: Moving On

Dear {recipient’s name},

I am writing to inform you that my time at {company name} will be coming to an end on {insert date} because of {mention reason if you are comfortable sharing}. I have enjoyed working with you these last {duration, e.g., 11 months} and will deeply miss you.

In the time I have known you, you have been a {mention reader's positive qualities}, and for this, I am grateful. I hope my leaving {company name} doesn't mark the end of our relationship. If you wish, you can contact me at {your new contact information}.

Thank you once again for your kindness and farewell.

Sincerely,

{Your Name}


