Heartfelt Employee Departure Letter

Subject: Saying Goodbye to [Employee Name]

Dear Team,

It is with mixed emotions that we announce [Employee Name]a€™s departure from [Company
Name], effective [Last Working Day]. Their dedication, hard work, and positive attitude have left a
lasting impact on our organization.

We are grateful for their contributions and wish them every success in the next chapter of their
career.

Warm regards,

[Your Name]

[Your Position]

Get more templates here:

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

re-or-leaving



