
{Date}

{Colleague’s Name}
{School Name}
{School Address}
{City, State, Zip Code}

Re: Farewell and Best Wishes

Dear {Mr./Mrs./Ms. Last Name},
By now, you may have heard of my {resignation/retirement} from {mention source of information}. As I leave, I would like to thank you for your {mention your colleague’s positive qualities}. I will miss you greatly.
In the {duration} I have worked with you, you have taught me {mention most valuable lesson}. I am grateful for {mention things for which you are thankful} and will forever remember you for {insert favorite memory}. 
Although I have to leave, we don’t have to be strangers. Contact me at {personal email address}.
All the best in your future endeavors. 

Sincerely,
{Your Name}
{Job Title}

