
Farewell Letter 

Dear [Name], 

As you prepare to embark on this new chapter of your life, I find myself reflecting on the many 

wonderful years we've spent together at [Company/Organization Name]. It feels like just 

yesterday when you walked through those doors, full of ambition and a desire to make a 

difference. 

The memories we've created together are priceless. From the laughter-filled coffee breaks to the 

late-night projects that brought our team closer together, each moment has been a treasure I will 

carry with me forever. Your guidance and mentorship have shaped not just my career but the 

careers of so many others. 

As you venture into retirement, I encourage you to embrace this time of freedom. Travel, 

explore, and pursue passions that may have taken a backseat. Remember, you carry a piece of 

[Company/Organization Name] with you, and we will all miss your vibrant energy and wisdom. 

Thank you for everything, [Name]. You will always have a place in our hearts. Wishing you the 

happiest and most fulfilling retirement ahead! 

Warm regards, 

[Your Name] 

[Your Position] 

[Company/Organization Name] 


