
**Subject:** Farewell and Best Wishes! 

**Dear [Colleague's Name],** 

As you embark on this new chapter of your journey, I want to take a 

moment to express my heartfelt farewell.  

**1. Personal Anecdote or Memory:** 

Remember that project we tackled together? Your creativity and 

determination truly inspired me. 

**2. Acknowledge Contributions:** 

Your contributions to the team were invaluable, and your positive spirit 

will be greatly missed. 

**3. Wish Them Well:** 

I wish you all the best in your future endeavors, and I am confident that 

you will excel wherever you go. 

**4. Keep in Touch:** 

Please keep in touch! I would love to hear about your new adventures. 

**Best wishes,** 

[Your Name]  

[Your Position]  

[Your Contact Information] 


