[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 inform you of my retirement from [Company Name], effective [Last Working Day, e.g., June 30, 2025].
Thank you for the opportunities and support during my time here. I have valued my [number] years with the company and the relationships I have built.
I will work to ensure a smooth transition and complete all outstanding responsibilities before my departure.
Best regards,
[Your Signature]
[Your Typed Name]
[Your Job Title]
[Your Department]
