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Subject: Farewell.

Body:

Unfortunately, due to your trip to Los Angeles and to my vacation, I will not be here to say a proper good-bye 

to you when you leave at the end of the month. So, in this imperfect format, I must try to communicate how 

much of a pleasure it has been to work with you. Your voice has been one of enthusiasm and of reason. Your 

influence will be sorely missed in this office. You have always been available for any question or concern and 

have cheerfully offered a response. Farewell parties will never be the same without your presentations. We 

will get our work done, but it just won't be the same. But we will all move on sometime, and this is the right 

time for you. Good luck in your new job, in your marriage and in everything you do.
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