
Dear [Recipient's Name], 

I hope this message finds you well. I would like to take this opportunity to express my heartfelt 

appreciation for your presence at the farewell ceremony held on [Date].  

Your participation made the event truly special and memorable. It was wonderful to see so many 

familiar faces coming together to honor [Name of the Person Leaving] and to celebrate their time 

with us.  

Thank you once again for joining us in this important occasion. Your support means a lot to us 

and to [Name of the Person Leaving].  

With warm regards, 

[Your Name] 

[Your Position/Title] 

[Your Organization]  


