Retirement Resignation Letter
For Nurses Ending a Long Career


Your Name: [Your Full Name]
Address: [Street Address, City, State, ZIP]
Phone: [Your Phone Number]
Email: [Your Email Address]
Nursing License #: [Optional – License Number]

Date: [Today's Date]

Manager Name: [Nurse Manager / Supervisor Name]
Department: [Department / Unit Name]
Facility: [Facility Name]
Address: [Facility Address]

Dear [Nurse Manager Name],
After [X] fulfilling years of service, I am writing to announce my retirement from my role as [Job Title] at [Facility Name]. My official last day of employment will be [Date].
Nursing has been the defining work of my life. Serving patients at [Facility Name] and working alongside this exceptional team has been an honor I will always carry with me.
I want to ensure the smoothest transition possible. I will work closely with staff on patient handoffs, knowledge transfer, and any documentation needed before my final day. I am also available for occasional consulting if the unit requires support after my departure.
Thank you for the years of trust, leadership, and partnership.
With deep gratitude,

 [Your Full Name]
Nursing License #: [Optional]
Phone: [Phone Number]
Email: [Email Address]

How to Use This Template
• Replace [X] with the total number of years you have served.
• Mention specific milestones or departments if appropriate.
• Give as much notice as possible — four to six weeks is ideal for retirement.
• Offer to assist with transition planning beyond your final day if you are able.
• Keep the tone warm and reflective to honor the significance of the occasion.
