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Offboarding Communication Templates
Voluntary Separation – Internal Department Notification
Subject: Farewell to [Employee Name]
Dear Team,
I wanted to share that [Employee Name], [Job Title], will be leaving [Department Name] effective [Last Working Day]. We are truly grateful for the time, effort, and contributions [Employee Name] has made to our team.
Please join me in wishing [Employee Name] all the best as they move on to new opportunities. If you have any questions or need support during this transition, feel free to reach out to me anytime.
Thank you,
[Supervisor Name]
[Title]
[Contact Information]

Involuntary Separation – Internal Department Notification
Subject: Staffing Update for [Department Name]
Dear Team,
I want to let you know that [Employee Name], [Job Title], is no longer with [Department Name] as of [Date]. For any work-related questions or assistance, please contact [Interim Contact Name] at [Contact Information].
Thank you for your understanding and cooperation as we work through this transition together.
Sincerely,
[Supervisor Name]
[Title]
[Contact Information]

External Notification – Interim Contact Information
Subject: Staffing Transition in [Department Name]
Dear Colleagues,
I wanted to let you know that [Employee Name], [Job Title], will be leaving [Department Name] effective [Last Working Day]. During this transition, please direct any inquiries related to [specific responsibilities/projects] to [Interim Contact Name] at [Contact Information].
Thank you for your continued partnership and support.
Best regards,
[Supervisor Name]
[Title]
[Contact Information]

Retirement Announcement – Internal & External
Subject: Celebrating [Employee Name]’s Retirement
Dear Colleagues,
After [number] years of dedicated service, [Employee Name], [Job Title], will be retiring from [Department Name] effective [Date]. We are so grateful for [Employee Name]’s many contributions and the positive impact they’ve had on Missouri S&T.
Please join us in celebrating [Employee Name] and wishing them a happy, fulfilling retirement! For any questions during this transition, please reach out to [Interim Contact Name] at [Contact Information].
Warm regards,
[Supervisor Name]
[Title]
[Contact Information]
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