
[Your name]
[Your address]
[Your phone number]
[Your email address]

[Date]

[Recipient Name]
[Recipient Address]

[Subject in bold describes the intention of the letter]

Dear [Name of recipient],
I am writing this letter to inform you that I have accepted a new job at [name of new company]. My last day at [name of current company] will be [last day you will work]. While I am excited about the new opportunity, it is with sadness that I must say goodbye to my friends and colleagues at [name of company]. 
[Name of replacement] will be taking over my responsibilities on [date of start]. [He/she] will become a valued member of the team, bringing years of experience and knowledge to the job, and a solid track record for meeting deadlines. I 
I am thankful for the opportunity to work with knowledgeable and competent co-workers, many I consider friends. I've learned from each of you, and have grown professionally as a result of our time together. I wish you the best of success as you continue in your good work at [name of company]. 
I hope that our paths will cross again. If you have any questions or concerns, you may reach me at the telephone or email address provided above. Best wishes for continued success.

Sincerely, 
[Your name]

