Announce Employee Leaving and Temporary Replacement [Replace with company letterhead]
Dear employees;
  

On _________________ [date], _________________ [name] will be leaving our company. We regret _____ [his/her] decision to leave, but wish _____ [him/her] well in any future endeavours. 

  

Until we have found a permanent placement for _________________'s [name] responsibilities, they will be handled by _________________ [name]. 

  

Sincerely, 

  

  

  

_________________ [name]
_________________ [signature]
