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Contact [Contact details]

Time -

Headline –

Dateline – Date & Place of News Origin

[Company name] always promotes enterprising spirit among its employees, and thus, we are happy to announce that [Employee name] is leaving our organization to establish his venture.

· [Write in brief about the person and his plans] - 


The company will look for a suitable replacement for Mr. [last name of leaving employee].

For further information, you may contact [contact person] at [phone no.].

Regards,

[Name]

[Company name]
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