
Farewell Letter to a Cherished Colleague 

Dear [Colleague's Name], 

As you prepare to embark on this wonderful new chapter in your life, I wanted to take a moment 

to express my heartfelt gratitude for the time we've shared together at [Company Name]. Your 

unwavering dedication, positive spirit, and incredible talent have not only inspired me but have 

left a lasting impact on everyone in the team. 

From our many projects together to the countless laughs we shared over coffee breaks, your 

presence has made the workplace a brighter and more enjoyable place. I will truly miss your 

insight, guidance, and the warmth you brought to the office each day. 

While it's difficult to say goodbye, I am excited for you and all the adventures that await you in 

retirement. May this next phase bring you endless joy, relaxation, and the opportunity to pursue 

all the passions you've always dreamed of exploring. 

Please keep in touch, and remember that you will always have a place in our hearts and 

memories at [Company Name]. 

Wishing you all the best in your future endeavors! 

Warm regards, 

[Your Name] 


