
{Date}

{Client’s Name}
{Client’s Formal Address}
{City, State, Zip Code}

Re: Leaving {Company Name}

Dear {Mr./Mrs./Ms. Last Name},
I am writing to inform you that I will no longer be your point of contact with {company name} as of {date} as I will be resigning from my position as {job title}. This move will not affect our service provision in the least as {replacement’s name} will be taking over your account. {Replacement’s last name} is a {mention qualifications and why they are good for the job}.
Working with you these {duration} has been an absolute pleasure. Thank you for a great business relationship and your cooperation. As I leave {company name}, I sincerely hope {mention hope for the future}. If need be, you can contact me at {contact information}. 
Thank you, once again, and all the best. 

Sincerely,
{Your Name}
{Your Signature}


