{your name}
{position title}
{company name}
{company address}

{date}

{recipient name}
{recipient position title}
{company name}
{company address}

Dear {recipient name}, 
As you may know, my last day with {company name} is {date}.
I want you to know how much I have enjoyed working with you during these past {time frame in years}. I have greatly appreciated your business, and it has been a pleasure to get to know you.
Your new contact at {company name} will be {name}. You can contact {him or her} by phone at {number} or via email at {email address.} {Say something positive about the contact here.}
I wish you and {recipient company name} all the best in the coming years.
Sincerely,
{your signature}
{your name}

