
Informal Resignation Announcement Email

Subject: Farewell to [Employee Name]

Hi Team,

We wanted to let you know that [Employee Name] will be leaving us on [Last Working Day]. It's been

fantastic working together, and their contributions to [specific projects] will always be remembered.  

Please take a moment to wish [Employee Name] the very best for the future!

Best,  

[Your Name]

Get more templates here: 

https://www.lettersandtemplates.com/letters/letter-to-staff-announcing-employee-resignation-departu

re-or-leaving


