
Tribute to [Employee's Name] 

Dear [Team/Department Name], 

As we gather here today, it is with mixed emotions that we bid farewell to our dear friend and 

colleague, [Employee's Name]. Over the years, [he/she/they] has been an integral part of our 

team, contributing significantly to our success and creating countless memories along the way. 

[Employee's Name] joined us [duration] ago, and from day one, [he/she/they] brought 

[his/her/their] unique talents and unwavering dedication to the table. [He/She/They] [describe 

notable achievements and contributions], which have left a lasting impact on our team. 

Beyond [his/her/their] professional accomplishments, [Employee's Name] has been a wonderful 

friend and mentor. [He/She/They] has supported and inspired us all with [his/her/their] positivity, 

teamwork, and leadership. It is these personal qualities that we will miss the most. 

As [he/she/they] embarks on [his/her/their] new journey to [mention new role or opportunities], 

we wish [him/her/them] nothing but success and happiness. We know that [he/she/they] will 

excel and make a difference wherever [he/she/they] goes. 

Thank you, [Employee's Name], for everything you have done for us. You will always be part of 

our team, and we hope you keep in touch. Best of luck in this exciting new chapter! 

Sincerely, 

[Your Name] 

[Your Position] 


