
{Date}

{Coworker’s Name}
{Company Name}
{Company Address}
{City, State, Zip Code}

Re: As You Leave {Company Name}

Dear {Mr./Mrs./Ms. Last Name},
It recently came to my attention that you will be leaving your position as {job title} at {company name} on {date}. I am writing to thank you for the professional relationship we have built over the {duration} we have worked together as colleagues and to wish you all the best in your {mention new venture}.
Working with you these past {number of years} has been an absolute pleasure. You have been a supportive colleague, and I have enjoyed your {mention positive attributes}. I am especially grateful for {mention favorite memory}.
I hope your departure from the company will not mean the end of our relationship. You can always contact me at {contact information}.

Sincerely,
{Your Name}
{Your Signature}

