From,
Date: _ (Date on Which Letter is Written)
To,
Dear (Client or Supplier),
It’s with a heavy heart that I’m informing you about my departure from this organization and joining ABC. Ltd. Going forward, I’m no longer in charge of handling your account from (date).
I wish to thank you for being supportive over the many years. This is more so because despite being a difficult job, your cooperation and being understanding made this a satisfying experience. I am leaving the ongoing project to (name), my successor, and I have taken them through every detail.
Please feel free to call me in case of any issue and don’t forget to keep in touch. You have taught me a lot over the years, so it’s been a pleasure doing business with you.
I wish you all the best in your future.
Best wishes to you.
Yours Sincerely,
(Name of the Sender)
(Position of the Sender)
