
Farewell Letter 

Dear [Employee's Name], 

As you prepare to leave us, I want to take a moment to express my heartfelt gratitude for the 

incredible contributions you've made during your time here at [Company Name]. Your 

dedication and hard work have not only helped us achieve our goals but have also created a 

lasting impact on our team and the organization as a whole. 

Over the years, you have been not just a colleague but also a friend to many of us. Your positive 

spirit, unwavering support, and willingness to go the extra mile made our workplace a better and 

more enjoyable environment. We will truly miss your laughter, wisdom, and remarkable work 

ethic. 

As you embark on this new chapter in your life, we are excited for you and all the possibilities 

that await. Although it's difficult to say goodbye, we are confident that you will excel in your 

future endeavors just as you have here. 

Please keep in touch and let us know how you're doing. You will always be a part of the 

[Company Name] family. 

Wishing you all the best in your future adventures! 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 


