Announce Employee Leaving for further studies [Replace with company letterhead]
Dear employees;
  

_________________ [name of employee] has just informed me that _______ [he/she] will be leaving _________________ [company name] on _________________[date] in order to pursue _________________ education. 

  

We all wish _________________ [name] the best of luck, and we hope to hear fantastic things about ____ [his/her] progress in __________________ [type of study institute]! 

  

Until a replacement for _________________ [name] is found, all questions regarding _____ [his/her] work should be addressed to me. 

  

Sincerely, 

  

  

  

_________________ [name]
_________________ [signature]
