
{Date}

{Recipient’s Name}
{Recipient’s Address}
{City, State, Zip Code}

Re: Leaving {Situation e.g. Company Name}

Dear {Mr./Mrs./Ms. Last Name},
By now, you may have heard that I will be leaving {mention situation you are leaving such as company, state, or neighborhood}. Knowing you these past {duration} has been a {insert funny joke}. I will miss {mention favorite funny memory}.
I hope my leaving will sour our relationship, and I pray we can maintain contact. Feel free to reach me at {contact information} at any time.
Don’t miss me too much.

Sincerely,
{Your Name}


