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Off-Boarding Thank You Letter Template

Instructions:  You can insert details where indicated or add additional details.  Then simply save, print and mail or email the letter to the recipient.  Make sure you delete the heading and these instructions before you save and print the letter.
[Date]

Dear (Insert recipient’s name here):
On behalf of the AARP Driver Safety Program, I would like to thank you for dedicating your time and sharing your talents as (a/an [insert position title]) with the AARP Driver Safety Program.  Your knowledge, experience and enthusiasm were immensely valued and will be sorely missed.

Because the AARP Driver Safety Program is an entirely volunteer-run, its influence rests wholly on the support of our volunteer family.  Your service has had a direct impact on keeping older drivers safe, confident and independent.  We hope your contributions and experiences provided you with satisfaction and a sense of accomplishment.

Thank you again for the great effort you dedicated to the betterment of the AARP Driver Safety Program and to ensuring the safety of the 50+ driving population.  The entire AARP Driver Safety Program sends you best wishes for success and happiness in the years ahead.

Sincerely,

(Insert your name)

(Insert your title)
Cc: (Insert name and title of the recipient’s immediate supervisor, State Coordinator or the Regional Coordinator)
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