[Name of Retiree]
[Address of Retiree]
[Community, Zip code]
[Date]
[Name of Employer]
[Job role or position]
[Name of Company]
[Address of Company]
[Community, Zip code]
Dear [Name of Employer],
Please accept this letter as a formal notification of my retirement as [name of position] at [name of company] effective [date of retirement]. I am giving [number] [days/weeks] notice pursuant to the [name of company] employment contract.
I would like to thank you and the company for the many opportunities that I had in the company both for personal and professional growth. I will be missing work and everybody at the company I have had the pleasure of working with as I begin a new phase of my journey.
I am leaving my contact details below in case you need any help regarding the smooth transition or handover of my job tasks and responsibilities. Please do not hesitate to call or email me as I will be more than happy to help.
I wish you all the best in all future dealings and thank you once again.
Sincerely,
[Signature of Retiree]
[Name of Retiree]
[Retiree Content Information]
