
[Your name]
[Your address]
[Phone number]
[email]


[Date]

[Name of recipient]
[Title]
[Company]
[Address]

Dear [Recipient Name]
I am writing to inform you that as of [last day of work], I will be leaving [company name]. 
While I'm excited about my new post at [name of new company], it is with sadness that I leave my friends and colleagues at [company name]. 
[2 to 3 sentences expressing your thankfulness about the time spent at the company. Acknowledge benefits of working with friends and colleagues].
[Closing sentence and wishes for success]
Sincerely,
[Your name]

