

Dear {Team, Department, Colleagues or Name of a Specific Individual}

This letter is in reference to my departure from {Company Name} on {Date of Departure}. I'm leaving {Company Name} in order to {State Reason for Leaving Here}. 
The last {Number of Years Worked} have been kind to me. I've been the recipient of many opportunities as well as established solid working relationships. People such as {Coworker Names} have been extremely supportive of my development. Plus, I've experienced many {List Any Positive Experiences}. Please know that I'll miss working here, and will think of you always.
Again, know that I'm grateful for my experiences here at {Company Name}, and hope to make you all proud of me. For those of you who'd like to keep in touch, I've included my contact information: {Contact Information}. Before I take my leave of you, know that I wish you all the best in your own future endeavors, and if I can assist you in any way, please do not hesitate to contact me. 

Sincerely,
{Your Name}

