[Name of Retiree]
[Address of Retiree]
[Community, Zip code]
[Date]
[Name of Employer]
[Name of Company]
[Address of Company]
[Community, Zip code]
Subject: Retirement
Dear [Name of Employer],
I have been working for [Name of company] for [number] years holding [name of position] position. It is with inevitability that I am announcing my retirement effective on [last date of work]. This decision has been somewhat hard but exciting at the same time as I venture towards a new stage of my life.
Working with [Name of company] has definitely been one of the highlights of my life as I have gotten to experience how the company takes care of its employees, and how employees have made each other’s stay in the company even more fulfilling. I always loved how the company values its employees and how it considers each employee as part of a whole family.
I am more than willing to take a lead in the smooth transition of my responsibilities and will be more than happy to help train the new person taking my tasks. I can be contacted at the number provided for below should the company need my help in the hiring process as well.
Once again, it has been a great pleasure working with [name of company] and I am honored to have had such an experience at [name of company]. I wish you the best in taking on future endeavors.
Sincerely,
[Signature of Retiree]
[Name of Retiree]
[Contact information]
