[Date]
[Name of Employer]
[Job role or position]
[Name of Company]
[Address of Company]
[Community, Zip code]
Subject: Retirement
Dear [Name of Employer],
I have been thinking long and hard about this and have come to the final decision of retiring as [name of position] from [name of company]. This letter shall serve as formal notice of my retirement. 
My journey with [name of company] has not been always been smooth, but nonetheless enjoyable. I have always felt at home doing my tasks at [name of company] together with some of the most respectable and capable people on the planet. Sadly, after [number] years, I shall no longer be with [name of company]. I am looking forward to this new adventure on the next phase of my life. 
I shall be focusing on the smooth transition of my job responsibilities in the next [number] [days or weeks]. Please do not hesitate to call me if there is anything that I can help with regarding the turnover of my work. I have left my contact details below just in case.
Again, thank you very much for all the opportunities you have given me and I hope you and the company all the best.
Yours sincerely,
[Signature of Retiree]
[Name of Retiree]
[Contact Information]
