
[Your Name]  

[Your Position]  

[Date]  

Dear [Colleague's Name],  

As you prepare to embark on this new chapter of your life, I wanted to 

take a moment to express my heartfelt sentiments. Working alongside you 

has been a true privilege, and your presence will be deeply missed. 

From your infectious enthusiasm to your unwavering support, you have left 

an indelible mark on our team and in my heart. I have cherished our time 

together-- the late nights, the brainstorming sessions, and the laughter 

we shared. Each memory is a reminder of the wonderful bond we created. 

Though it's hard to say goodbye, I am excited for you and all the new 

opportunities that lie ahead. I have no doubt that you will thrive in 

your next endeavor, just as you have here. Remember, you carry with you 

not only your skills and talents but also all the friendships and fond 

memories we've built. 

Stay in touch, and don't forget to share your adventures with us! Wishing 

you all the success, happiness, and fulfillment in the world.  

Warmest regards,  

[Your Name] 


