
HOW TO WRITE A FAREWELL MESSAGE TO CLIENTS

Are you moving on? Same industry? But don't want to look like you're poaching clients? Click for a sample farewell letter
that could prove useful!.

Preferably, your coworkers will receive the letter on your last day or second-to-last day , when you are
finished with your duties. An email is an easy way to efficiently tell everyone about your leaving. In some
companies, a senior manager will notify clients that you are leaving â€” you may even be barred from
communicating with clients if the company believes there's a risk the clients will follow you to your new job. I
would like to make the transition as easy as possible for my successor. Being clear on who the letter is
directed to and your relationship with them will help you determine how to write with the appropriate voice
addressing issues at hand. Do not include anything more than you would write as a goodbye letter to your own
boss, and never, ever disparage the business you are leaving. Correct Grammar and Punctuation: grammar and
punctuations must be checked. I can be reached at my personal email address jerry gmail. It is also important
in terms of perception of your integrity to not appear to be poaching clients, if you are going to remain in the
same industry but maybe they want to be poached! Make jokes cautiously â€” what's funny to one person may
not be funny to everyone. Depending on the number of coworkers you have, you might want to individualize
this paragraph for each person, specifying something in particular that you appreciate about each coworker. I
would appreciate your continued advice as I start the next phase of my career. Less Is More Use the letter to
thank your clients and express how much you enjoyed working with them. All you need to achieve with your
letter after a heads-up phone call is to thank them for their support over the years, that you are leaving because
[insert good reason here - e. In the last paragraph, reiterate your thanks. Again, thanks so much for your
support. Wish Good Luck: end the letter wishing them good luck for the future. My last directive is for Jane to
organize and invite the entire group to a surprise going-away party in my honor. Business will continue as
usual, but you will no longer be required to laugh at my jokes. It doesn't have to be that way. I leave with
mixed emotions. I have enjoyed working here and I sincerely appreciate having had the chance to work with
you. You should mention how much you will miss your colleague, and make a request to keep in touch.
Positive Thought: the letter should consist of a positive note.


