
Tribute to [Employee's Name] 

Date: [Insert Date] 

Dear [Employee's Name], 

As you prepare to leave [Company Name], we want to take a moment to express our heartfelt 

gratitude for your time with us. Your contributions have made a significant impact on our team, 

and you will be greatly missed. 

Your dedication and professionalism have set a standard for all of us, and your positive spirit has 

brightened our workplace. We appreciate your efforts in [mention specific accomplishments or 

projects], which have greatly benefited our team and the company as a whole. 

While it is hard to say goodbye, we are excited for the new opportunities that await you. We 

have no doubt that you will excel and bring the same passion to your future endeavors as you did 

here. 

Thank you once again for everything. Please keep in touch, and remember that you will always 

be a valued member of the [Company Name] family. 

Best wishes for your future! 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 


