[Your Name]
[Street Address]
[Phone Number]
[Personal Email Address]
[Date]
[Manager’s Name]
[Manager’s Job Title]
[Company Name]
[Company Street Address]
RE: Retirement Notification – [Your Name]
Dear [Manager’s Name],
Please accept this letter as formal notification that I will be retiring from my position as [Your Job Title] at [Company Name]. My final day of employment will be [Day of Week, Month Day, Year].
Writing this letter brings a mix of emotions, as my time at [Company Name] has been such a significant and rewarding part of my life. I have thoroughly enjoyed my [Number] years with the organization and am incredibly grateful for the opportunities I have had to grow professionally and personally.
I want to offer my sincere thanks to you and the entire team for the support, guidance, and camaraderie over the years. I am particularly proud of the work we accomplished on [mention a specific project or achievement, e.g., the launch of the X initiative / the expansion of the Y department], and I will carry the memories of our shared successes with me.
As I prepare for this next chapter, my priority is to ensure a seamless transition for the department. I am fully committed to completing my current projects and assisting in training my successor before my departure. Please let me know how I can best support the team during these final weeks.
I wish you, the team, and [Company Name] nothing but continued success in the future. I hope we can stay in touch, and I look forward to watching the company continue to thrive.
Sincerely,
[Your Typed Name]
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