[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],
After [number, e.g., 25] years of dedicated service to [Company Name], I am writing to formally announce my retirement, effective [Last Working Day, e.g., October 31, 2025].
When I joined [Company Name] in [year], I never imagined the incredible journey that lay ahead. Over more than two decades, I have witnessed remarkable growth and transformation. I started as a [original position] and have had the privilege of advancing to [current position], contributing to [mention significant company milestones or departments you worked in].
The relationships I have built here extend far beyond professional connections. My colleagues have become lifelong friends, and together we have celebrated successes, overcome challenges, and created something truly special. The culture and values of [Company Name] have shaped not just my career but my life.
I am deeply grateful to you and the leadership team for your trust and support throughout my tenure. The opportunities I have been given to learn, lead, and contribute have been invaluable. I am particularly proud of [mention 1-2 significant contributions or legacy projects].
As I prepare for this transition, I am committed to ensuring my decades of institutional knowledge are properly transferred. I will create detailed documentation, train my successor thoroughly, and remain available during my notice period to answer any questions that arise. My goal is to leave behind a strong foundation for continued success.
While I am excited about this next chapter, leaving [Company Name] is bittersweet. This organization has been a significant part of my life, and I will always treasure the memories and friendships formed here. I wish you and the entire team nothing but continued success and growth.
With sincere gratitude and warm regards,
[Your Signature]
[Your Typed Name]
[Your Job Title]
[Your Department]
