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Introduction 

A goodbye letter to colleagues is written when an employee quits from the present 

position/designation after spending considerable amount of time in the organization due to 

unforeseen yet genuine reasons.  

The employee expresses sadness over discontinuing service and bids goodbye to all colleagues to let 

them know about his/her bonding with them. 

Goodbye Letter to Colleagues-2 Tips 

Here are some useful tips to write a goodbye letter to your colleagues: 

• Start by informing colleagues that you will be leaving this organization shortly and bidding 

them goodbye. Mention reasons for this sudden decision. 

• Mention that you will miss this congenial atmosphere. Thank your colleagues for all their 

help. 

• Thank your seniors for transforming you from a novice into a reliable and successful 

employee. 

• Mention that you will cherish friendships and your stay forever and wish your colleagues 

and the organization the very best. 

• End with a hope to stay in touch.  
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Sample Goodbye Letter to Colleagues-2 

From: 

Samantha Cage 

# 324 Baker’s Street, 

10th Manning Street 

Dakota 

To: 

Synergy Inc, 

Third Avenue Towers, 

Dakota 

12 August 2013 

Dear Colleagues, 

I am writing this letter to bid goodbye and inform you all that I will be leaving this organization shortly 

as Senior Sales Manager. I have taken this tough decision to leave Synergy Inc after seven years of 

association due to sudden plans to shift my family to another place. 

I learnt the nuances of my work from you all and will miss this congenial environment. I thank you all 

for your support, guidance and confidence reposed in me. I thank my seniors who transformed me 

from a novice into a reliable and successful employee.  

I made some of my best friends at work and will cherish their friendship and my stay here forever. I 

wish this organization and you all the best in the years to come.  

I will be glad to be in touch through e-mail or telephone, the details of which are already available 

with you all. 

Yours Sincerely, 

Samantha Cage  
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Goodbye Letter to Colleagues-2 Template 

From: 

__________ (your name) 

__________ (your address) 

__________ 

__________ 

To: 

__________ (name of organization) 

__________ (address of organization) 

__________ 

Date __________ (date of writing letter) 

Dear Colleagues, 

I am writing this letter to bid goodbye and to inform that I will be leaving this organization shortly as 

…. after … years of service. (state reasons for your sudden decision). 

I thank you all for your support, guidance and confidence reposed in me. (thank your seniors as 

well…). 

I will cherish the friendships… and my stay forever and wish this organization and you all the best in 

the years to come.  

I will be glad to be in touch through e-mail or telephone…. 

. 
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Yours Sincerely, 

__________ (your name)  
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Disclaimer 

 
The author and publisher of this Ebook and the accompanying materials have used their best efforts in preparing this Ebook. The author and publisher 

make no representation or warranties with respect to the accuracy, applicability, fitness, or completeness of the contents of this Ebook. The information 

contained in this Ebook is strictly for educational purposes. Therefore, if you wish to apply ideas contained in this Ebook, you are taking full responsibility 

for your actions. 

The author and publisher disclaim any warranties (express or implied), merchantability, or fitness for any particular purpose. The author and publisher 

shall in no event be held liable to any party for any direct, indirect, punitive, special, incidental or other consequential damages arising directly or 

indirectly from any use of this material, which is provided “as is”, and without warranties. 

The author and publisher do not warrant the performance, effectiveness or applicability of any sites listed or linked to in this Ebook. 

All links are for information purposes only and are not warranted for content, accuracy or any other implied or explicit purpose. 

No part of this may be copied, sold, or used in any way other than what is outlined within this Ebook under any circumstances without express 

permission from www.letters.org 


