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(In this case, The Sales Manager)




Dear ...,

And so the time has come ... leaving ABC Company at the end of January, after x happy and productive years.

I have always acknowledged that the Salesmen, and others who support the Sales and Distribution of ABC, have been an integral part of the Company’s success.

Thank you for the fun and the friendship and for making my job easier, through knowing that you were serving our customers in a professional manner.

I wish you well in your business and personal life and hope we meet again someday, in business or socially.

Thank you for the gifts; I’ll think of you every time I check my watch!

Yours sincerely, Greg.
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