[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 announce my retirement from my full-time position at [Company Name], effective [Last Working Day, e.g., September 30, 2025].
My [number] years with [Company Name] have been incredibly rewarding. I am grateful for the experiences and professional relationships that have defined my career here.
While I am retiring from full-time employment, I would like to offer my services as a consultant on a limited basis during the transition period. Given my extensive knowledge of [specific area or project], I believe I could provide valuable support as the team adjusts to my departure. I am available for [specify frequency, e.g., 'up to 10 hours per month' or 'project-based work'] for the next [time period, e.g., '6 months'].
During my remaining full-time weeks, I will focus on comprehensive knowledge transfer. This includes documenting all current processes, training my successor, and completing outstanding projects. I want to ensure that my departure does not create any gaps in operations.
Thank you for your leadership and the opportunities you have provided throughout my tenure. I look forward to discussing how I can best support the transition, whether through my consulting offer or other means.
Sincerely,
[Your Signature]
[Your Typed Name]
[Your Job Title]
[Your Department]
