sample email

Finally, here's a sampk email that you can use as atemplate

Feliow [insert catchy nickname foryour coworkers],

It with & [heavy heart, gente sad face, knowing gknoe] that | must share with vou my decision 1o keave

[inse it name of company]. Thiswas [obviously cleary, apparenth] a very difficult decision to make.

Its hard to believe that [insen how long you worked there] ago, | was the [inser your first positon at the
company]. From that time, until when |was [insert next position], and all the way © my cument role as [nsent
current position], | have grown so much. Thank you for teaching and inspinng me, and allowing me to do the

same for you.

| amheaded of to expbre my next chapter [nser vague but exciting thing vou'l be doing.]

I'm excited about my future there whik | contihue to be excited about all the things you'll continue to

acoomplish here (exceptfor vou [nsen name of person everyone makes fun of]), you never finish anything!

IfI could leave you all with pst one thought, remember [nsen sage advice].

If wou ever want to getin wouch, my contad info is below. This isnt goodbye, our paths will cross again.
Hopefully at farewell happy hour drinks at 5!

[wour name]

[contad info]



