[Your Name]
[Your Address]
[City, State ZIP Code]
[Your Email]
[Your Phone Number]
[Date]
[Manager's Name]
[Manager's Title]
[Company Name]
[Company Address]
Dear [Manager's Name],
I am writing to formally notify you of my retirement from [Company Name], effective [Last Working Day, e.g., July 15, 2025].
After [number] years with the company, I have decided to retire and begin the next chapter of my life. This decision comes after careful consideration and planning.
I am grateful for the opportunities I have had at [Company Name]. Working with [mention specific team or department] has been particularly rewarding. The experiences and relationships I have built here will always hold a special place in my career.
During my remaining time, I am committed to ensuring a smooth transition. I will complete all current projects and document my responsibilities thoroughly. I am also available to train my replacement or assist in any way that would be helpful.
Thank you for your support and leadership throughout my time here. I wish you and the entire team continued success.
Sincerely,
[Your Signature]
[Your Typed Name]
[Your Job Title]
[Your Department]
