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

  

As of _________________ [date], _________________ [name of employee] will be leaving _________________ [company name]. 

  

We have all thoroughly enjoyed knowing _________________ [name], and we wish _______ [him/her] the best of luck in all _______ [his/her] future endeavours. 

  

Sincerely, 

  

  

  

_________________ [name]
_________________ [signature]
