Provisional Letter

Dear Team,

| wanted to inform you in advance that | will be leaving [Company Name] in [X weeks/months]. |
wanted to give everyone early notice to ensure a smooth transition.

| am grateful for the support and collaboration during my time here and look forward to completing
my responsibilities over the coming weeks.

Sincerely,

[Your Name]

Get more templates here: https://www.lettersandtemplates.com/letters/business-farewell-letter




