
{Your Name}
{Address}

{Date}

Dear Colleagues,
As you may already know, I will be leaving my position as {Designation} here at {Organisation Name}. My last working day is {Day, 00-00-0000}.
I have enjoyed working with you for the last {period}, and I thank you for the co-operation and support you have extended to me during that time. Working here has been a time of great growth and learning for me, and I am proud of the things we achieved together.
I shall fondly remember working with you guys and even the {regular, informal, or fun activity}.
I hope that we shall remain in touch. You can reach me on my personal email address {email address} or through my mobile phone number {000 000 0000}.
I wish you, the department and {organisation name} the best in your future endeavours.

Best regards,
{Your Name}


