
	From:
	People Manager/CEO/SLT


	To:
	Team/Key Internal Stakeholders/People Managers/SLT/All Employees/External Stakeholders (select those that apply)

	Subject:
	Employee Departure – Employee Name

	
Hi Team,
I wanted to inform you all that ‘employee name’ will be leaving our team with their last day at TEG being ‘date.’ (Optional: insert contributions during employment).
I want to wish ‘employee name’ the very best in their next chapter. Please join me in thanking them for their contributions at TEG.
In the meantime we will begin the process of ‘transitioning responsibilities/recruiting a replacement etc.’ If you have any concerns or questions during this time please don’t hesitate to reach out,
Kind Regards






