
Template 1
Administrative Departure Email

Email subject line: Information to prepare for your upcoming 
departure from (company name)



Template 2

Email subject line: Meeting following your decision to leave 
(company name)

Voluntary Departure Email



Template 3

Email subject line: Information regarding your upcoming
departure from (company name)

Dismissed Employee Email



Template 4
Email to Coworkers

Email subject line: Information about an upcoming departure 
in the company



Template 5
Congratulatory & Recognition Email

Email subject line: Thank you for your work at (company name)


