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Last	updated	28th	February	2025	by	the	SunLife	Content	Team6	min	read	Writing	a	retirement	letter	is	a	big	step	for	anyone.	You’ve	looked	at	your	options,	made	plans,	and	saved	money	away.	Now	you’ve	decided	that	the	time	is	right	to	start	enjoying	your	new	life	as	a	retiree.	But	how	do	you	go	about	writing	and	sending	a	retirement	letter?	And
which	formalities	do	you	need	to	think	about?	This	guide	explains	how	to	write	a	retirement	letter	and	the	process	of	handing	it	in.	Below,	you’ll	also	find	a	handy	retirement	letter	template	and	an	example	to	inspire	you	when	you	write	your	own.	What	is	a	retirement	letter?	Your	retirement	letter	is	a	way	to	announce	your	plans	to	retire.	You	might
have	spoken	to	colleagues	and	even	your	manager	about	your	retirement,	but	you	still	need	to	resign	formally.	In	many	ways,	a	retirement	letter	is	just	a	type	of	resignation	letter.	The	key	difference	is	that	you	won’t	just	be	stating	your	plan	to	resign	–	you’ll	also	be	requesting	to	start	receiving	your	retirement	benefits	package.	This	is	a	formal
statement	of	your	plans	to	retire,	so	your	retirement	notice	should	be	written	out	as	an	actual	letter	(not	just	an	email!)	How	do	you	submit	a	retirement	letter?	Before	handing	in	your	letter,	you	may	want	to	let	your	employer	know	of	your	plans.	This	might	mean	having	an	informal	chat	with	them.	Or,	if	there	are	any	details	to	talk	about	like	your
notice	period	or	specific	benefits,	you	could	plan	a	meeting.	Once	you’ve	had	the	go-ahead	from	your	employer	or	HR	team,	you	can	hand	in	your	retirement	notice.	Your	employer	should	then	keep	the	retirement	letter	on	file	with	your	contract	and	other	employee	records.	You	might	want	to	follow	up	with	an	email	to	let	your	employer	know	that
you’ve	sent	your	notice.	This	means	your	manager	will	know	your	retirement	letter	is	on	its	way.	And	they	will	have	a	chance	to	confirm	that	they’ve	received	it.	Tips	for	writing	a	retirement	letter	When	writing	a	retirement	letter,	most	people	want	to	make	sure	that	they	end	their	career	on	a	positive	note.	This	is	a	chance	to	tie	up	loose	ends,	say
thank	you,	and	leave	your	employer	with	a	good	impression	of	you.	Include	the	important	details	Your	retirement	letter	doesn’t	have	to	be	long	–	a	few	short	paragraphs	is	enough.	That	said,	you’ll	want	to	include	the	following	details:	Your	current	job	title	The	name	of	the	company	Your	manager's	name	and	position	in	the	company	Your	notice	period
The	last	day	you	plan	to	work	Address	your	retirement	letter	to	the	right	people	Be	sure	to	address	your	retirement	letter	to	the	right	people.	You	should	send	your	retirement	notice	to	your	most	immediate	manager	or	supervisor.	It’s	also	a	good	idea	to	leave	a	copy	with	HR.	Show	your	appreciation	A	retirement	notice	is	your	chance	to	say	thank	you
for	the	experiences	you’ve	had	at	your	company.	Many	people	use	their	retirement	letters	to	show	thanks	for	the	support	and	opportunities	they’ve	been	given	over	the	years.	Offer	to	help	with	the	transition	No	matter	their	job	role,	an	employee	resigning	will	always	create	some	disruption	in	a	business.	But,	you	can	reduce	this	by	offering	to	help
with	the	transition.	The	help	you	can	provide	will	depend	on	what	your	job	was.	You	could	offer	to	do	things	like	create	clear	handover	documents,	teach	your	next-in-line,	and	give	bits	of	ad-hoc	support	if	they	run	into	any	issues	down	the	line.	Ask	for	clarity	on	your	retirement	benefits	If	you’re	not	sure	about	what	you	get	with	your	retirement
benefits	package,	now	is	the	time	to	ask!	This	could	relate	to	a	company	pension	scheme,	ongoing	access	to	resources,	or	another	type	of	benefit.	Being	clear	about	what	you’re	eligible	for	will	give	you	peace	of	mind.	Leave	contact	details	so	you	can	stay	in	touch	One	of	the	keys	to	a	happy	retirement	is	keeping	up	an	active	social	life.	You	may	want
to	keep	in	touch	with	some	of	the	people	you	used	to	work	with.	Giving	them	contact	details	like	your	personal	phone	number	and	email	address	is	a	great	start.	Let	them	know	if	you	can	provide	ongoing	support	Depending	on	your	job,	you	may	have	a	chance	to	provide	ongoing	support	to	your	former	company	as	a	freelancer	or	consultant	once
you’ve	retired.	This	means	you	could	earn	a	little	extra	money	for	your	retirement.	If	you’re	interested,	say	so	in	your	retirement	letter	to	make	sure	you’re	considered	for	this	type	of	work.	The	time	has	finally	come	to	hang	up	your	hat	and	retire.	You	may	have	worked	most	your	life	in	the	same	business	or	spent	the	last	couple	of	years	in	a	new	role.
Regardless,	you’ll	need	to	compose	a	formal	letter	announcing	your	retirement	to	your	management.	Composing	your	letter	of	retirement	should	be	significantly	simpler	and	less	complex	than	writing	a	letter	of	resignation.	What	you’ll	need	to	know	before	writing	your	letter	is:	1.	Your	contracted	notice	period.	2.	The	exact	end	date	of	your	notice
period	respective	of	your	announcement.	3.	The	targeted	recipients	name.	Much	like	a	resignation	letter,	a	retirement	letter	follows	certain	etiquettes	and	rules.		We’ll	show	you	an	example	of	a	deconstructed	retirement	letter	and	talk	a	bit	about	the	importance	of	each	section.	Example	Dear	[insert	manager’s	name	here],	I	would	like	you	to	accept
this	letter	as	notice	of	my	retirement	from	my	position	as	[insert	your	job	title	here]	with	[insert	company	name	here].	This	top	section	seems	simple	but	is	very	important,	as	this	immediately	tells	the	recipient	the	intent	of	the	letter	and	exactly	which	employee	is	handing	in	their	notice.	Here,	you	address	your	manager	by	name,	state	your	current
role	at	the	specific	company.	This	ensures	there	are	no	misunderstandings	and	all	information	put	forward	is	crystal	clear.	As	stated	in	my	employment	contract,	my	notice	period	is	[insert	notice	period	length	here],	and	my	last	day	of	work	will	be	on	[insert	the	end	date	of	notice	period].	It	is	key	to	state	the	length	of	your	notice	period	here,	as	to
again	avoid	any	misunderstandings,	and	to	put	a	sense	of	urgency	into	your	letter.	Though	I	am	excited	to	enter	this	new	chapter	in	my	life,	I	will	look	back	on	my	employment	fondly.	I	have	very	much	enjoyed	being	part	of	the	team	at	[insert	company	name].	In	this	section,	you	should	consider	offering	your	appreciation	for	the	opportunities	your
employer	has	given	you	and	express	your	admiration	for	your	colleagues	and	management	alike.	This	helps	to	create	a	graceful	and	professional	retirement	letter	and	leaves	your	management	with	a	positive	impression	of	your	retirement.	I	would	like	to	do	what	I	can	to	make	this	transition	easier.	Please	let	me	know	if	there	is	anything	I	can	do	to
help.	This	section	relates	to	subjects	such	as	assisting	in	training	of	your	replacement,	compiling	notes	on	how	you	undertake	daily	tasks	and	what	was	most	effective	for	you,	or	completing	tasks	before	the	end	of	your	notice	period	to	tie	things	up	in	a	neat	bow	before	you	take	your	leave.	Yours	sincerely,	[insert	your	name	here]	Just	like	any	letter,
you	should	sign	off	using	your	name	with	a	polite	valediction.	To	reflect	A	retirement	letter	doesn’t	need	to	be	excessively	long,	but	you’ll	want	to	make	sure	to	include	what	seems	like	basic	information.	Ensure	you	include	your	job	title,	the	length	of	your	notice	period	and	the	date	you	expect	to	finish.	Make	sure	you	know	exactly	who	your	letter	is
supposed	to	be	for	and	don’t	beat	around	the	bush.	Try	keep	things	positive	and	light	no	matter	how	badly	you	might	want	to	speak	your	mind.	You	have	been	a	valuable	asset	to	your	company,	so	let’s	leave	things	on	a	good	note!	Happy	retirement!	Disclaimer:	All	our	articles	and	guides	express	the	views	of	FINTEC	recruit	and	do	not	constitute	legal
advice.	Our	articles	provide	general	information	and	any	third-party	website	links	used	are	for	the	convenience	of	the	reader,	user	or	browser	and	we	do	not	endorse	content	of	third-party	sites.	Looking	for	the	best	retirement	letter	sample	to	notify	your	employer?	The	HR	Digest	has	got	you	covered.	This	article	will	guide	you	through	a	retirement
letter	to	employer	with	step-by-step	instructions	on	how	to	write	it	yourself.	In	this	post,	we	have	also	included	a	retirement	letter	template	and	examples	of	retirement	letters	that	you	can	use	as	inspiration	for	writing	yours.	Retirement	Letter	Sample	to	Employer:	All	You	Need	To	Know	A	simple	retirement	letter	is	a	formal	document	that	informs
your	employer	of	your	resignation	from	their	company.	This	letter	should	be	sent	at	least	two	weeks	before	your	planned	departure	date.	Your	retirement	letter	to	employer	should	include	information	such	as	the	reason	why	you	want	to	resign,	your	expected	date	of	departure,	and	your	contact	details.	Why	should	you	write	a	retirement	letter	to
employer?	The	goal	of	your	retirement	letter	is	to	clearly	inform	your	employer	that	you	are	leaving	their	employment,	what	your	plans	are	after	your	work	in	their	company,	and	give	them	enough	time	to	find	your	replacement	if	needed.	After	sending	your	retirement	letter,	you	may	still	need	to	follow	up	with	your	employer	or	keep	communication
lines	open	for	when	they	do	find	your	replacement.	Even	if	you	inform	your	boss	and	Human	Resources	staff	of	your	retirement	plans	informally	weeks	in	advance,	your	company	will	require	a	formal,	written	announcement.	Retirement	Letter	Template	There	are	several	important	things	to	consider	when	formatting	a	simple	retirement	letter.	The	first
thing	is	to	ensure	that	your	retirement	letter	template	contains	all	the	relevant	information	you	need	to	send.	Let’s	look	at	what	comprises	a	typical	retirement	resignation	letter	to	employer:	Your	identity	–	Your	name,	address,	phone	number,	and	email	address	must	appear	in	your	retirement	letter	to	employer.	These	details	are	vital	to	ensure	that
your	correspondence	is	delivered	to	its	destination.	If	possible,	make	sure	that	these	details	appear	above	your	signature	block.	Your	relationship	–	You	should	always	begin	your	retirement	letter	by	addressing	your	prospective	employer	and	whom	you	are	speaking	to.	For	example,	you	could	say	“To	Whom	It	May	Concern”	followed	by	your	name.
Make	sure	that	your	letter	addresses	the	correct	recipient.	Reason	for	retirement	–	A	good	retirement	letter	has	a	clear	reason	for	your	departure.	If	you	don’t	tell	your	boss	why	you’re	quitting,	there’s	no	telling	whether	he’ll	accept	your	resignation	for	any	reason	he	deems	fit.	Expected	date	of	resignation	–	When	you	want	to	leave	your	job,	make
sure	that	you	mention	your	expected	date	of	departure	so	that	your	employer	knows	when	to	expect	your	last	day.	You	can	choose	to	announce	your	decision	at	that	time	or	wait	until	later.	Contact	details	–	Remember	to	provide	your	telephone	numbers,	address,	and	email	address	if	your	employer	needs	them.	Some	people	like	to	include	their	social
media	contacts,	but	make	sure	that	you	only	list	those	your	employer	actually	wants	to	speak	to.	Signature	block	–	Include	your	signature	at	the	bottom	of	your	retirement	letter	to	employer.	In	the	middle	of	your	letter,	you	can	include	your	contact	information	and	other	important	details.	Be	sure	to	sign	your	name	below	that	information.	Examples	of
Retirement	Letters	for	Your	Employer	If	you	would	like	to	get	more	ideas	on	formatting	your	retirement	letter,	take	a	look	at	some	of	our	favorite	retirement	letter	templates.	All	of	these	retirement	letters	contain	the	same	basic	elements	as	well	as	the	following	sample	retirement	letter	sections:		Retirement	letter	sample	#01	Dear	employer,	As	you
know,	I	have	been	with	the	company	for	a	long	time	and	have	given	my	all	during	my	tenure.	It	has	been	an	honor	to	work	here,	but	I	have	decided	to	retire	from	my	position	and	move	on	to	new	adventures.	I	want	to	say	thank	you	for	allowing	me	to	work	here	and	learn	so	much.	I	will	always	remember	the	good	times	we	shared	and	my	memories
while	employed	by	this	company.	I	wish	you	all	the	best	in	the	future.	Sincerely,	Your	name	Your	signature	The	date	you	retired	from	your	position.	Retirement	letter	sample	#02	Dear	employer,		I	wanted	to	let	you	know	that	I	am	retiring	from	my	position	at	the	end	of	this	month.	Working	here	has	been	a	pleasure,	and	I	will	miss	all	of	my	colleagues.
Thank	you	for	the	opportunities	you	have	given	me	over	the	years.	I	have	learned	a	lot	and	grown	professionally	because	of	my	time	here.	I	wish	the	company	all	the	best	in	the	future.	Sincerely,	Your	name	Your	signature	The	date	you	retired	from	your	position.	Retirement	letter	sample	#03		Dear	employer,	As	you	may	be	aware,	I	have	decided	to
retire	from	my	position	effective	immediately.	Thank	you	for	giving	me	the	opportunity	to	work	here	and	grow	as	a	professional.	I	will	always	remember	the	good	times	we	shared.	I	wish	you	all	the	best	in	the	future.	Sincerely,	Your	name	Your	signature	The	date	you	retired	from	your	position.	There	you	have	it	—retirement	letter	samples	for	your
employer.	The	format	is	simple	and	straightforward.	If	you’re	looking	for	help	writing	a	formal	retirement	letter,	check	out	the	retirement	letter	samples	above.	We’ve	shown	you	the	basics	of	how	to	write	a	retirement	letter	to	an	employer,	and	now	it’s	up	to	you	to	put	what	you’ve	learned	into	action!	Skip	to	content	Retirement	is	an	exciting	and
occasionally	bittersweet	moment	in	many	people’s	careers.	A	retirement	letter	is	not	only	an	HR	requirement	in	most	workplaces,	it’s	also	an	opportunity	to	express	your	appreciation	to	your	employer	and	leave	on	a	note	that	reflects	how	you	would	like	your	colleagues	to	remember	your	time	together.		Even	if	you	let	your	employer	know	verbally	that
you	plan	to	retire,	you’ll	likely	be	asked	to	submit	a	retirement	letter	so	they	have	an	official	record	that	you	initiated	the	end	of	your	employment	with	them.		In	this	post,		we	provide	written	10	different	retirement	letter	samples	to	use,	so	you’re	sure	to	find	one	that	feels	right	for	your	situation.	We’ve	split	them	up	into	formal	and	informal	letters,
but	all	retirement	letters	generally	follow	a	similar	format.		Retirement	letters	are	typically	cordial	and	express	gratitude.	They	also	usually	include	an	offer	to	help	with	the	transition	and	state	your	last	day	of	work.	In	more	familiar	letters,	it’s	also	customary	to	include	a	brief	summary	of	your	time	with	your	employer,	your	plans	for	the	future,	and
well	wishes.	With	your	letter	submitted	and	the	retirement	process	underway,	you’ll	have	plenty	of	extra	time	to	focus	on	the	next	chapter	of	your	life.	If	one	of	your	retirement	adventures	includes	entrepreneurship,	Ownr	can	help	you	incorporate	or	register	your	new	business,	and	provide	access	to	legal	support	that	allows	you	to	focus	on	building	a
thriving	enterprise.	Formal	retirement	letter	samples	While	there’s	generally	some	formality	to	all	retirement	letters,	these	templates	are	useful	if	you	want	to	maintain	a	strictly	professional	tone.	Professional	and	Friendly	This	is	a	formal,	but	warm	letter	to	send	your	manager	or	supervisor.		Dear	[Manager]:	With	this	letter,	I	am	officially	notifying
you	and	[Company]	of	my	intention	to	retire.	My	final	day	of	work	will	be	[Date].			While	I	look	forward	to	the	next	chapter	of	my	life,	I	want	to	offer	my	sincere	gratitude	for	all	of	the	opportunities	you	created	for	me	at	[Company].	I	have	many	great	memories	of	my	time	here	as	a	[Role]	and	will	miss	working	with	you	and	the	rest	of	my	wonderful
colleagues.		I	will	be	fully	engaged	until	my	retirement	and	will	do	all	I	can	to	help	with	the	transition	of	my	work	to	another	employee,	or	with	the	hiring	and	training	of	a	new	hire.	I	look	forward	to	making	the	transition	as	smooth	as	possible.		Once	again,	I	have	greatly	enjoyed	my	time	at	[Company]	and	I	am	certain	I	will	look	back	fondly	on	our
workplace	and	all	of	my	colleagues.	I	wish	you	and	our	team	all	the	best	in	the	future.	Please	don’t	hesitate	to	contact	me	if	I	can	provide	any	additional	information.	I	intend	to	meet	with	HR	this	week	to	complete	any	formal	processes	that	are	required.	Sincerely,	[Signature]	[Name]	For	More	Than	One	Manager	If	you’re	addressing	multiple
managers	in	your	retirement	announcement,	try	this	template.	Dear	[Management	Team,	Multiple	Managers],	For	the	past	[X]	years	it	has	been	my	pleasure	to	be	a	part	of	the	[Company]	team	and	to	learn	from	each	of	you.	It	has	been	a	gratifying,	challenging,	and	enriching	experience,	and	I	am	truly	proud	of	what	we	have	been	able	to	accomplish
together.		I	am	writing	to	inform	you	that	I	will	be	retiring	from	my	position	as	[Role]	on	[Date].	This	has	sincerely	been	one	of	the	best	chapters	of	my	professional	life,	and	it	has	been	a	privilege	to	call	each	of	you	a	colleague.		I	would	like	to	express	my	gratitude	for	all	of	your	support,	kindness,	and	mentorship	over	these	[X]	wonderful	years.	I	am
confident	that	you	will	continue	to	take	[Company]	to	new	heights	and	have	fun	in	the	process.	I	wish	the	absolute	best	for	each	and	every	one	of	you.		Sincerely,	[Name]	Thanking	Your	Team	Address	your	colleagues	with	this	formal,	but	friendly	retirement	letter.		Dear	[Company]	Colleagues,	With	a	great	sense	of	gratitude,	I	am	writing	to	you	all	to
inform	you	that	I	intend	to	retire	on	[Date].	For	the	[X]	years	that	I	have	been	fortunate	enough	to	call	you	my	colleagues,	you’ve	made	the	experience	of	working	at	[Company]	a	great	pleasure.		This	team	made	me	feel	welcome	from	my	first	day	here,	and	I	will	always	be	grateful	for	this	and	for	the	strong	team	we	have	been	able	to	form	together.	I
have	no	doubts	that	[Company]	will	keep	reaching	new	heights	with	such	an	incredible	group	of	people	working	together.		If	I	can	ever	be	of	assistance,	please	don’t	hesitate	to	get	in	touch	with	me.	It	has	been	a	true	honour	to	call	all	of	you	my	colleagues.		Best	Regards,	[Name]	Notify	Human	Resources	This	letter	would	be	appropriate	for	an	HR
manager	who	you	also	have	some	familiarity	with	as	a	colleague	Dear	[HR	Manager],	Please	accept	this	letter	as	my	formal	notice	of	retirement.	My	employment	with	[Company]	will	end	on	[Date].	I	look	forward	to	my	retirement,	but	would	like	to	take	the	opportunity	to	extend	my	gratitude	to	you	and	the	whole	team	for	the	wonderful	workplace
environment	I’ve	enjoyed	here.	If	I	can	be	of	assistance	in	transferring	my	tasks	to	a	new	team	member,	please	let	me	know.	I	want	to	help	make	the	transition	as	smooth	as	possible.		Best	Regards,	[Name]	Express	Your	Gratitude	This	is	a	great	template	to	use	for	a	manager	who	you	really	appreciated	working	with.	Dear	[Manager],	Please	accept
this	formal	notice	of	my	retirement.	My	last	day	will	be	[Date].	I	am	proud	of	and	grateful	for	my	time	at	[Company].	Your	guidance	and	support	have	been	invaluable,	and	the	culture	fostered	here	is	something	all	my	colleagues	should	be	proud	to	be	a	part	of.	Thank	you	for	the	trust	you	placed	in	me	and	for	creating	plentiful	opportunities	for	my
professional	advancement	and	development.		I	hope	my	friendships	here	will	carry	on	into	the	future	and,	as	much	as	I	look	forward	to	my	next	chapter,	I	know	I	will	miss	this	team.		Please	let	me	know	how	I	may	be	of	assistance	during	this	transition.	I	would	be	more	than	happy	to	help	in	the	hiring	and	training	of	my	replacement.	Sincerely,	[Name]
Short	and	To-the-Point	If	you’re	looking	for	a	brief	formal	letter	for	HR,	try	this	template.	Dear	[HR],	As	my	manager	has	been	made	aware,	I	am	retiring	from	my	position	at	[Company]	effective	[Date].		I	am	grateful	for	my	time	here	and	will	remember	all	of	my	colleagues	and	our	achievements	fondly.	Please	let	me	know	how	I	may	be	of	assistance	in
helping	with	the	transition	Best	Regards,	[Name]	Informal	retirement	letter	samples	If	you	want	to	convey	a	more	familiar	tone	in	your	retirement	letter,	try	one	of	these	templates.		For	a	Manager	and	a	Friend	Use	this	letter	for	a	manager	who	you	have	a	more	familiar	working	relationship	with.	Dear	[Manager],	It	is	with	great	pleasure	and	sincere
gratitude	that	I	submit	my	notice	of	retirement.	During	my	time	with	[Company],	I’ve	had	the	honour	of	growing	both	professionally	and	personally,	and	I	will	always	be	grateful	for	the	[X]	years	I	had	the	privilege	to	work	here.		I	extend	my	thanks	to	all	the	colleagues	who	made	me	feel	welcome	as	part	of	the	team	when	I	first	joined,	were	generous
with	their	expertise,	and	made	my	tenure	here	so	special.		As	I	move	on	to	the	new	opportunities	life	has	to	offer	in	retirement,	I	wish	you	and	the	rest	of	our	team	much	continued	success	and	all	the	best	both	professionally	and	personally.		I	am	very	appreciative	of	all	of	your	support	and	guidance	during	our	time	working	together	at	[Company].	If	I
can	ever	be	of	assistance	to	you	in	the	future,	please	know	you	can	always	get	in	touch!	Sincerely,	[Signature]	[Name]	To	Reminisce	With	Your	Team	This	retirement	letter	addresses	your	whole	team	and	gives	you	a	chance	to	walk	down	memory	lane	a	little	bit.	It’s	well	suited	to	someone	who	spent	a	long	time	at	a	company.	To	my	wonderful	team,
After	a	memorable	[X]-year	tenure	at	[Company],	the	time	has	come	for	me	to	retire.	While	I	am	eager	to	embark	on	the	next	chapter,	I	know	I	will	miss	you	all.	Your	hard	work	and	dedication	always	made	my	job	easier,	and	having	such	a	fantastic	team	to	work	with	each	day	has	been	a	true	privilege.	[Company]	has	changed	a	great	deal	since	I	first
started.	Back	then,	we	were	a	tiny	team	trying	to	make	a	name	for	ourselves	in	[Industry].	Over	the	years,	I’m	proud	to	have	been	a	part	of	the	process	of	growing	[Company]	into	the	recognized	brand	it	is	today.	As	you	all	know,	it	wasn’t	always	easy,	but	having	such	a	competent	and	dedicated	team	made	it	possible.		In	my	retirement,	I	plan	to	stay
active	with	[Hobbies],	travel,	and	volunteer	with	[Organization].	It	will	be	a	strange	change	of	pace,	but	one	I	look	forward	to!	My	last	day	as	[Role]	will	be	[Date].	Until	then,	I	will	work	hard	to	make	this	transition	smooth	for	all	of	you	and	for	my	replacement.		I	would	love	to	stay	in	touch	with	you	all	and	can	be	reached	at	[Personal	Email].	
[Management]	is	planning	a	small	farewell	party	on	[Date]	at	[Location],	and	I	hope	to	see	you	all	there!	Sincerely,	[Name]	Short	and	Sweet	This	is	a	short,	but	friendly	template	you	can	adapt.	Hello	[Team],	After	over	two	decades	of	working	at	this	great	company,	the	time	has	come	for	me	to	retire.	My	[X]	years	here	have	been	made	wonderful	and
memorable	thanks	to	this	team.	I	appreciate	all	of	the	opportunities	I’ve	had	at	[Company],	and	working	with	you	all	has	been	a	sincere	pleasure.		I’m	most	excited	to	be	able	to	spend	more	time	with	my	[Spouse/Family/Friends],	take	some	courses	I’ve	always	wanted	to	take,	and	travel.		I	will	do	my	best	to	be	as	helpful	as	possible	in	this	transition.	It
has	been	my	great	honour	to	work	with	all	of	you!	Sincerely,	[Name]	A	Warm	Goodbye	This	is	a	warm,	informal	retirement	letter	that	you	can	send	your	colleagues	or	adapt	and	send	to	a	manager.	Dear	friends	at	[Company],	It	is	with	great	gratitude	that	I	submit	my	notice	of	retirement	today.	Over	the	[X]	years	I	spent	with	[Company]	we	have	had
many	incredible	and	happy	experiences	and	done	work	we	can	all	be	proud	of.	None	of	this	would	have	been	possible	without	such	dedicated	and	talented	people	by	my	side.	You’ve	all	taught	me	something	along	the	way.	My	last	day	as	[Role]	will	be	[Date].	Until	then,	I	would	like	to	help	make	the	transition	as	easy	as	possible.	Please	get	in	touch	if
there	is	any	way	I	can	help	in	preparing	for	the	transfer	of	my	tasks.	Thank	you	all	for	being	such	wonderful	colleagues.	I	know	I	will	miss	[Company]!	Warmly,	[Name]	Things	our	lawyers	want	you	to	know	This	article	offers	general	information	only,	is	current	as	of	the	date	of	publication,	and	is	not	intended	as	legal,	financial	or	other	professional
advice.	A	professional	advisor	should	be	consulted	regarding	your	specific	situation.	While	the	information	presented	is	believed	to	be	factual	and	current,	its	accuracy	is	not	guaranteed	and	it	should	not	be	regarded	as	a	complete	analysis	of	the	subjects	discussed.	All	expressions	of	opinion	reflect	the	judgment	of	the	author(s)	as	of	the	date	of
publication	and	are	subject	to	change.	No	endorsement	of	any	third	parties	or	their	advice,	opinions,	information,	products	or	services	is	expressly	given	or	implied	by	RBC	Ventures	Inc.	or	its	affiliates.	Formal	retirement	letter	samples	Professional	and	Friendly	For	More	Than	One	Manager	Informal	retirement	letter	samples	For	a	Manager	and	a
Friend	To	Reminisce	With	Your	Team	Discoveranothergreat	story	A	retirement	letter	to	your	employer	formally	notifies	them	of	your	decision	to	permanently	end	full-time	employment.	When	you	craft	the	perfect	letter,	you	can	personally	benefit	for	years	to	come.	For	example,	it	can	help	secure	your	former	employer	in	your	professional	network,
which	can	come	in	handy	if	you	(or	a	friend	or	family	member)	ever	need	a	favor	or	recommendation.	It	can	also	open	the	door	for	an	invitation	to	join	the	company	board	or	take	an	advisory	position.	But	here’s	the	tricky	part:	Writing	a	retirement	letter	from	scratch	can	feel	a	bit	overwhelming,	especially	when	you	don’t	know	what	to	say	(or	what	it
should	look	like).	In	this	article,	I’m	walking	you	through	the	entire	process.	I’m	also	sharing	several	retirement	letter	templates	and	examples	to	make	it	easy	for	you	to	take	action.	A	retirement	letter	is	a	formal	notification	to	your	employer	indicating	your	permanent	departure	from	full-time	employment.	Writing	a	retirement	letter	is	recommended
to	ensure	a	smooth	transition,	maintain	a	positive	relationship	with	the	company,	and	potentially	secure	post-retirement	opportunities	or	benefits.	A	well-crafted	retirement	letter	should	include	the	date,	contact	information,	a	formal	introduction,		your	achievements	and	gratitude,	and	a	closing	statement.	How	Does	a	Retirement	Letter	Differ	from	a
Notice	of	Resignation?	Retirement	and	resignation	letters	are	formal	notifications	to	your	employer	that	you	intend	to	leave	the	company.	The	key	difference	is	that	a	retirement	letter	indicates	your	plan	to	permanently	leave	full-time	employment	and	possibly	start	collecting	retirement	benefits.	In	contrast,	a	retirement	resignation	letter	does	not
specify	whether	you	intend	to	work	for	another	company	or	end	your	professional	career	entirely.	The	notice	period	between	the	two	letters	is	also	different.	A	retirement	resignation	letter	may	have	a	necessary	minimum	notice	period	(usually	around	two	weeks),	as	per	the	company’s	policy	and	local	laws.	Meanwhile,	writing	a	retirement	letter	is
typically	optional,	although	it’s	still	highly	recommended	for	various	reasons	(more	about	that	in	the	following	section).	While	they	are	different,	both	letters	share	some	similarities,	including:	Maintaining	a	professional	tone	throughout	the	letter	(no	contractions,	humor,	or	informalities)	Addressing	your	direct	supervisor	or	relevant	department
Documenting	your	departure	date	Explaining	your	role	in	the	transition	and	replacement	process	Showing	your	gratitude	for	the	experience	Avoiding	personal	attacks	on	the	company	and	its	employees	What	Are	the	Advantages	of	a	Retirement	Letter?	While	the	advantages	of	a	retirement	letter	can	vary	for	each	person,	here	are	three	main	benefits
that	most	people	can	expect.	1.)	Provides	a	Smooth	Transition	A	well-written	retirement	letter	ensures	a	graceful	exit	from	the	company	and	helps	maintain	business	continuity.	By	providing	ample	notice,	you	give	your	employer	time	to	find	a	suitable	replacement.	It	also	allows	you	to	participate	in	the	transition	process,	ensuring	a	smooth	handover
of	your	responsibilities.	Your	employer	will	appreciate	your	effort	to	keep	the	transition	as	smooth	as	possible,	especially	if	you	have	been	with	the	company	for	a	long	time.	Additionally,	once	you	express	your	intention	to	retire,	your	employer	will	avoid	assigning	you	long-term	projects	that	you	may	not	be	able	to	complete.	Your	employer	will
appreciate	your	showing	your	desire	to	keep	the	transition	process	as	smooth	as	possible,	especially	if	you’ve	been	a	part	of	the	company	for	a	long	time.	2.)	Secures	a	Positive	Relationship	A	retirement	letter	allows	you	to	express	your	gratitude	for	the	opportunities,	experiences,	and	professional	growth	you’ve	gained	while	working	for	the	company.
This	gesture	allows	you	to	leave	a	positive	final	impression	on	your	employer	and	can	benefit	you	in	several	ways.	For	example,	it	helps	secure	your	former	employer	in	your	professional	network,	which	can	be	helpful	if	a	friend	or	family	member	needs	a	job	recommendation.	Additionally,	a	positive	relationship	with	your	former	employer	can
potentially	be	beneficial	if	you	plan	to	start	or	maintain	a	business	after	retirement.	Lastly,	if	you’re	interested	in	an	advisory	role	after	retirement,	a	warm	letter	can	effectively	announce	your	intentions	and	increase	your	chances	of	being	considered	for	the	position.	3.)	Reflects	on	Your	Achievements	As	you	draft	your	retirement	letter,	it’s	natural	to
want	to	reminisce	about	your	time	with	the	company,	which	you	can	briefly	do	in	a	couple	of	sentences	without	making	it	the	primary	focus.	For	instance,	you	can	mention	key	projects	you	spearheaded,	milestones	achieved,	or	areas	where	your	presence	made	a	significant	impact.	In	fact,	reflecting	on	your	accomplishments	and	moments	of	pride	is	a
source	of	satisfaction	and	a	great	way	to	document	your	achievements	and	legacy	while	expressing	your	gratitude.	Additionally,	striking	a	balance	between	the	two	aspects	could	prompt	your	employer	to	acknowledge	your	achievements	in	return.	Formal	recognition	can	take	various	shapes	and	forms,	including	a	farewell	party	in	your	honor,
improved	post-retirement	benefits,	or	being	offered	an	advisory	role	in	the	company.	How	to	Write	a	Retirement	Letter	to	Your	Employer	Writing	a	retirement	letter	is	easy	when	you	know	exactly	how	to	format	it	and	what	to	include.	In	this	section,	I’m	sharing	a	step-by-step	guide	to	help	you	get	started.	Then,	I’ll	share	some	actual	retirement	letter
examples	that	you	can	swipe	and	make	your	own.	Step	1:	Understand	What	Goes	Into	a	Retirement	Letter	Here	is	what	you	should	include	in	your	retirement	letter,	in	the	order	it	should	be	written:	Date	and	Contact	Information:	Begin	with	your	name,	job	title,	and	contact	details	(address,	phone	number,	email),	followed	by	the	recipient’s	name	and
title.	Title:	While	not	mandatory,	including	a	bold	title	helps	readers	quickly	understand	the	letter’s	purpose.	Introduction:	Greet	the	recipient	and	clearly	state	the	letter’s	intent,	including	your	desire	to	retire	on	a	specific	date.	Body	Paragraphs:	This	is	where	you	can	elaborate	on	details	like	your	achievements,	gratitude,	and	willingness	to	offer	to
help	during	the	transition	process.	Closing	Statement	and	Signature:	Conclude	with	a	courteous	final	paragraph	thanking	the	recipient	for	your	time	at	the	company,	followed	by	a	sign-off	such	as	“Sincerely,”	your	name,	and	your	signature.	Step	2:	Choose	the	Formatting	of	the	Letter	While	a	handwritten	note	can	be	personal,	it’s	best	to	use	a	typed
letter	for	clarity	and	professionalism.	Typing	your	letter	also	makes	editing	easier	and	aids	in	record-keeping.	If	possible,	write	your	retirement	letter	on	your	company’s	official	letterhead.	Use	a	standard	font	like	Times	New	Roman	or	Arial	for	readability,	and	keep	the	layout	clean	and	organized	with	proper	margins	and	spacing.		Tip:	Keeping	your
letter	short	and	simple	can	eliminate	the	need	for	additional	formatting	like	bolding,	lists,	or	underlining.	Step	3:	Know	Who	to	Address	Avoid	addressing	the	letter	to	“To	Whom	It	May	Concern”	or	leaving	it	without	an	addressee.	Instead,	direct	your	letter	to	your	immediate	supervisor	or	manager,	as	they	will	be	most	affected	by	your	departure.
Some	companies	require	you	to	notify	the	Human	Resources	department	about	your	retirement.	If	you’re	unsure,	check	your	employee	handbook	or	consult	HR	to	confirm	the	proper	procedure.	While	the	letter	serves	as	formal	notification,	consider	giving	your	supervisor	a	heads-up	in	person	as	a	courtesy.	Lastly,	when	addressing	the	recipient,
include	the	title	before	the	name,	for	example,	“Dear	{Mr./Mrs./Ms.	NAME}.”	Step	4:	Select	the	Right	Tone	Maintain	a	formal	tone	throughout	your	retirement	letter	to	convey	the	importance	of	your	message	and	show	respect	for	your	employer.	This	is	especially	important	if	you	are	addressing	someone	you	don’t	frequently	contact,	such	as	the
general	manager	instead	of	your	direct	supervisor.	When	writing	formally,	avoid	contractions	(e.g.,	use	“cannot”	instead	of	“can’t”)	and	slang,	and	use	professional	language	that	is	clear	and	courteous.	To	ensure	the	tone	and	clarity	of	your	letter,	consider	using	a	language	tool	like	Grammarly.	Step	5:	Clarify	Your	Retirement	Intentions	Following	your
introduction,	clearly	outline	your	retirement	details,	including	your	intended	retirement	date.	If	you’re	retiring	early,	you	can	briefly	mention	your	reason	without	going	into	excessive	detail.	Step	6:	Express	Your	Gratitude	for	the	Time	Spent	in	the	Company	Include	a	brief	paragraph	of	gratitude	for	your	time	at	the	company.	Also,	consider	sharing
what	you	learned	during	your	tenure,	and	thank	your	recipient	for	the	opportunities	they	provided.	You	don’t	have	to	be	excessive;	one	or	two	sentences	are	usually	sufficient.	Step	7:	Offer	to	Assist	During	the	Transition	Process	It’s	recommended	that	you	express	your	willingness	to	help	ensure	a	smooth	handover.	In	addition	to	stating	this	directly,
provide	examples	of	how	you	can	assist,	such	as	training	your	replacement,	documenting	procedures,	or	answering	questions	during	the	transition.	Step	8:	Write	a	Closing	Paragraph	and	Sign	off	the	Letter	Lastly,	conclude	your	letter	with	a	courteous	closing	yet	formal	phrase	like	“Sincerely”	or	“Best	regards.”	Following	the	closing,	write	your	full
name	and	type	it	below	the	signature	line	for	clarity.	5	Retirement	Letter	to	Employer	Examples	Even	if	you	know	what	to	include	in	a	retirement	letter,	you	might	still	find	it	challenging	to	write	one.	Don’t	worry—many	people	need	some	help	to	get	started.	Here	are	a	few	retirement	letter	examples	to	help	get	you	started.	1.	Sample	Retirement
Letter	to	Employer	Dear	{Manager	Name},	Please	accept	this	letter	as	formal	notification	of	my	retirement	from	my	position	as	{Job	Title}	at	{Company	Name},	effective	{Your	Retirement	Date}.	I	have	thoroughly	enjoyed	my	{Number}	years	here	at	{Company	Name}.	During	my	time,	I	have	had	the	privilege	of	working	on	{Mention	a	Few	Key
Accomplishments	or	Projects	You	Were	Part	Of}.	I	am	grateful	for	the	opportunities	for	professional	growth	and	development	that	the	establishment	has	provided	me.	I	am	also	especially	thankful	for	your	guidance	and	support	as	my	supervisor/mentor.	Please	let	me	know	if	there	are	any	tasks	or	projects	that	I	can	complete	before	my	departure	or	if
I	can	help	train	my	replacement.	I	would	also	like	to	express	some	of	my	post-retirement	requirements,	which	include:	{List	your	Requirements}	{List	your	Requirements}	{List	your	Requirements}	Thank	you	again	for	the	opportunity	to	be	a	part	of	the	team	at	{Company	Name}.	I	wish	you	and	the	company	continued	success.	Sincerely,	{Your
Signature}	{Your	Typed	Name}	2.	Short	&	Simple	Retirement	Letter	Example	Dear	{Manager	Name},	This	letter	serves	as	formal	notification	that	I	will	be	retiring	from	my	position	as	{Your	Job	Title}	at	{Company	Name},	effective	on	{Retirement	Date}.	I	am	grateful	for	the	opportunity	to	have	worked	at	your	company	for	the	past	{Number}
years.	I	would	be	happy	to	assist	with	the	transition	in	any	way	I	can.	Thank	you	for	the	opportunity	and	continuous	support	over	the	years.	Sincerely,	{Your	Signature}	{Your	Typed	Name}	3.	Detailed	Retirement	Letter	Example	Dear	{Manager	Name},	Please	accept	this	letter	as	formal	notification	that	I	will	be	retiring	from	my	position	as	{Your	Job
Title}	at	{Company	Name},	effective	{Intended	Retirement	Date}.	After	{Number}	fulfilling	years	at	your	esteemed	company,	I	have	come	to	the	decision	that	it	is	time	to	proceed	with	my	transition	into	retirement.	During	my	time	at	{Company	Name},	I	have	had	the	privilege	of	working	on	many	great	projects	and	witnessing	the	company’s	growth
and	success.	I	am	particularly	proud	of	{Mention	a	Specific	Achievement	Where	Your	Expertise	Played	an	Essential	Role}.	While	I	am	looking	forward	to	this	new	chapter,	I	also	recognize	the	value	of	my	experience	and	the	institutional	knowledge	I	have	gained	over	the	years.	With	that	in	mind,	I	would	be	interested	in	offering	my	expertise	to
{Company	Name}	in	a	consulting	capacity	after	my	retirement.	Either	way,	I	am	committed	to	ensuring	a	smooth	transition	and	would	be	happy	to	assist	in	training	my	replacement	and	documenting	any	ongoing	projects	before	handing	over	my	responsibilities.	Please	let	me	know	how	I	can	help.	Thank	you	again	for	the	incredible	opportunities	and
experiences	you	have	provided	during	my	time	here.	I	wish	you	and	the	company	continued	prosperity	and	success	in	all	of	its	future	ventures.	Sincerely,	{Your	Signature}	{Your	Typed	Name}	4.	Early	Retirement	Letter	Example	Dear	{Manager	Name},	This	letter	serves	as	formal	notification	that	I	will	be	retiring	from	my	position	as	{Your	Job	Title}
at	{Company	Name},	effective	on	{Retirement	Date}.	While	this	was	not	an	easy	decision,	I	have	been	recently	presented	with	[Briefly	Mention	Your	Reason	for	Early	Retirement}.	While	my	time	here	has	been	shorter	than	I	initially	anticipated,	I	want	to	express	my	sincere	gratitude	for	the	incredible	experience	I’ve	had	with	{Company	Name}	in
the	past	{Number}	years.	The	support	and	encouragement	I	have	received	from	you	and	the	team	have	been	invaluable.	I	am	particularly	grateful	for	the	opportunity	to	{Mention	a	Specific	Project	or	Learning	Opportunity}.	The	skills	and	knowledge	I’ve	gained	here	will	undoubtedly	be	valuable	as	I	embark	on	this	new	chapter.	I	understand	that	my
abrupt	desire	to	resign	may	come	as	a	surprise	with	a	shorter	notice	period.	However,	I	am	committed	to	ensuring	a	smooth	transition	and	will	do	everything	within	my	capabilities	to	help	make	this	possible.	Please	let	me	know	how	I	can	best	assist	in	this	process.	Once	again,	thank	you	for	the	opportunity	to	be	part	of	the	amazing	team	at	{Company
Name}.	I	will	always	cherish	the	memories	and	friendships	I’ve	made	here.	Sincerely,	{Your	Signature}	{Your	Typed	Name}	5.	Formal	Retirement	Letter	With	Personal	Requests	Dear	{Manager	Name},	I	am	formally	notifying	you	that	I	will	be	retiring	from	my	position	as	{Job	Title}	at	{Company	Name},	effective	{Date}.	Following	a	fulfilling	career
spanning	{Number}	years,	I’ve	had	the	privilege	of	contributing	to	a	plethora	of	projects	and	company	milestones.	I	hold	many	of	them	dearly,	including	my	work	on	{Significant	Contribution}.	To	ensure	a	smooth	transition,	I	am	committed	to	providing	my	replacement	with	any	necessary	support	and	guidance.	In	addition,	as	I	begin	planning	for	this
next	chapter,	I	would	like	to	formally	request	the	following	in	accordance	with	our	company’s	retirement	policy:	{Request	#1}	{Request	#2}	{Request	#3}	Please	note	my	preferred	method	of	contact	regarding	post-retirement	needs	is	{Preferred	Contact	Method}.	Thank	you	again	for	the	incredible	opportunities	I’ve	had	at	{Company	Name}.	I
wish	you	and	the	company	all	the	best	in	the	future.	Sincerely,	{Your	Signature}	{Your	Typed	Name}	Final	Thoughts	There	you	have	it!	This	guide	shows	you	how	to	draft	a	retirement	letter,	including	several	examples	to	help	you	take	action.	Remember	to	double-check	and	proofread	your	final	letter	before	printing	and	signing	it.	In	addition	to	a
digital	version,	consider	providing	a	hard	copy	to	the	recipient	if	you	want	to	add	an	extra	touch	of	courtesy.	Hey	there!	I’m	the	founder	of	Define	Financial,	a	commission-free	retirement	planning	firm	ranked	#2	in	the	U.S.	by	Investopedia.	We	specialize	in	helping	people	aged	50+	reduce	taxes,	invest	smarter,	and	create	a	retirement	paycheck.	I’m
also	the	host	of	the	Stay	Wealthy	Retirement	Show,	a	Forbes	Top	10	podcast	and	member	of	the	Retirement	Podcast	Network.	When	I’m	not	helping	retirees	reduce	taxes,	you	can	find	me	traveling	with	my	family,	searching	for	the	next	best	carne	asada	burrito,	or	trying	to	master	Adam	Scott’s	golf	swing.	A	retirement	letter	to	employer	UK	is	a
formal	document	that	employees	in	the	United	Kingdom	use	to	inform	their	employers	of	their	intention	to	retire.	It	typically	includes	the	employee’s	name,	position,	and	the	date	they	plan	to	retire.	In	this	article,	we	will	provide	you	with	several	templates,	examples,	and	samples	of	retirement	letters	to	employer	UK.	These	letters	are	designed	to
make	it	easy	for	you	to	write	your	own	retirement	letter,	regardless	of	your	specific	circumstances.	Retirement	Letter	to	Employer	in	the	UK	Dear	[Employer’s	Name],	I	am	writing	to	formally	inform	you	of	my	decision	to	retire	from	my	position	as	[Your	Position]	at	[Company	Name],	effective	[Your	Retirement	Date].	This	decision	has	not	been	made
lightly	and	comes	after	much	careful	consideration.	Over	the	past	[Number]	years,	I	have	had	the	privilege	of	working	alongside	a	talented	and	dedicated	team.	I	am	grateful	for	the	opportunities	and	experiences	I	have	gained	during	my	time	here.	I	have	enjoyed	the	challenges	and	rewards	of	my	role	and	have	always	strived	to	make	a	positive
contribution	to	the	company.	However,	after	much	thought,	I	have	realized	that	it	is	time	for	me	to	embark	on	a	new	chapter	in	my	life.	I	am	looking	forward	to	spending	more	time	with	my	family	and	pursuing	my	personal	interests.	I	would	like	to	express	my	sincere	gratitude	for	the	support	and	guidance	you	have	provided	me	throughout	my	career.
I	have	learned	a	great	deal	from	you	and	am	confident	that	I	will	carry	these	lessons	with	me	in	my	future	endeavors.	I	am	committed	to	ensuring	a	smooth	transition	during	my	departure.	I	am	happy	to	assist	in	any	way	possible	to	train	my	successor	and	ensure	that	my	responsibilities	are	handed	over	seamlessly.	Thank	you	again	for	the	incredible
opportunity	to	work	at	[Company	Name].	I	wish	you	and	the	company	all	the	best	in	the	future.	Sincerely,	[Your	Signature]	Simple	Retirement	Letter	To	Employer	Dear	[Employer	Name],	Please	accept	this	letter	as	formal	notification	that	I	will	be	retiring	from	my	position	as	[Your	Position]	at	[Company	Name],	effective	[Your	Retirement	Date].	I	have
enjoyed	my	time	at	[Company	Name]	immensely	and	am	grateful	for	the	opportunities	and	experiences	I	have	gained	during	my	tenure.	I	have	valued	the	relationships	I	have	built	with	my	colleagues	and	the	challenges	that	have	helped	me	grow	both	professionally	and	personally.	I	would	like	to	express	my	sincere	appreciation	for	the	support	and
guidance	you	have	provided	me	throughout	my	career.	I	wish	you	and	[Company	Name]	continued	success	in	the	future.	During	my	remaining	time,	I	will	do	everything	I	can	to	ensure	a	smooth	transition	and	assist	in	any	way	possible.	I	am	happy	to	provide	any	necessary	training	or	documentation	to	support	my	replacement.	Thank	you	again	for	the
incredible	opportunity	to	work	at	[Company	Name].	I	wish	you	and	the	company	all	the	best.	Sincerely,	[Your	Signature]	Retirement	Letter	Template	To	Employer	Uk	Dear	[Employer’s	Name],	I	am	writing	to	inform	you	of	my	decision	to	retire	from	my	position	as	[Your	Position]	at	[Company	Name],	effective	[Your	Retirement	Date].	This	decision	has
not	been	made	lightly.	I	have	enjoyed	my	time	at	the	company	immensely	and	am	grateful	for	the	opportunities	and	support	I	have	received	over	the	years.	However,	after	careful	consideration,	I	have	decided	that	it	is	time	for	me	to	pursue	other	interests	and	spend	more	time	with	my	family.	During	my	tenure,	I	have	been	proud	to	contribute	to	the
success	of	the	company.	I	have	always	strived	to	uphold	the	highest	standards	of	professionalism	and	integrity,	and	I	believe	that	I	have	made	a	positive	impact	on	the	team	and	the	organisation	as	a	whole.	I	would	like	to	express	my	sincere	gratitude	for	the	trust	and	confidence	you	have	placed	in	me.	I	have	learned	a	great	deal	during	my	time	here,
both	professionally	and	personally,	and	I	will	always	value	the	experience	and	knowledge	I	have	gained.	I	am	committed	to	ensuring	a	smooth	transition	during	my	departure.	I	am	happy	to	assist	in	any	way	possible	to	train	my	replacement	or	handover	my	responsibilities.	I	wish	you	and	the	company	all	the	best	in	the	future.	I	will	always	cherish	the
memories	and	friendships	I	have	made	during	my	time	here.	Thank	you	again	for	the	incredible	opportunity	to	be	a	part	of	[Company	Name].	Sincerely,	[Your	Signature]	Retirement	Notice	Letter	Dear	[Recipient	Name],	I	am	writing	to	formally	notify	you	of	my	decision	to	retire	from	my	position	as	[Your	Position]	at	[Company/Organization	Name],
effective	[Your	Retirement	Date].	This	decision	has	not	been	made	lightly	and	is	the	result	of	much	careful	consideration.	Over	the	past	[Number]	years,	I	have	had	the	privilege	of	working	alongside	an	exceptional	team	of	colleagues	and	contributing	to	the	success	of	this	organization.	I	am	deeply	grateful	for	the	opportunities	and	experiences	I	have
gained	during	my	tenure.	I	have	cherished	the	relationships	I	have	built	with	my	coworkers,	clients,	and	partners.	I	will	always	value	the	knowledge	and	support	I	have	received	from	each	of	you.	As	I	prepare	for	this	new	chapter	in	my	life,	I	am	filled	with	a	sense	of	accomplishment	and	gratitude.	I	am	confident	that	the	team	at
[Company/Organization	Name]	will	continue	to	thrive	and	achieve	great	things	in	the	years	to	come.	During	my	remaining	time	with	the	company,	I	will	do	everything	I	can	to	ensure	a	smooth	transition	and	support	my	colleagues	in	any	way	possible.	I	am	committed	to	fulfilling	my	current	responsibilities	and	assisting	in	any	way	I	can.	I	would	like	to
express	my	sincere	appreciation	to	you	and	the	entire	leadership	team	for	your	support	and	guidance	throughout	my	career.	I	wish	you	all	the	best	in	the	future.	Thank	you	again	for	the	opportunity	to	work	at	[Company/Organization	Name].	I	will	always	cherish	the	memories	and	friendships	I	have	made	here.	Sincerely,	[Your	Signature]	Short
Retirement	Resignation	Letter	Dear	[Recipient	Name],	Please	accept	this	letter	as	formal	notification	that	I	will	be	retiring	from	my	position	as	[Your	Position]	at	[Company	Name],	effective	[Your	Last	Day	of	Employment].	I	have	enjoyed	my	time	at	[Company	Name]	and	am	grateful	for	the	opportunities	and	experiences	I	have	gained	during	my
tenure.	I	wish	the	company	all	the	best	in	the	future.	During	my	remaining	time,	I	will	continue	to	perform	my	duties	to	the	best	of	my	ability	and	assist	in	any	way	possible	to	ensure	a	smooth	transition.	Thank	you	again	for	the	opportunity	to	work	at	[Company	Name].	I	wish	you	and	the	company	all	the	best.	Sincerely,	[Your	Signature]	How	to	Write
a	Retirement	Letter	to	Employer	in	the	UK	Retirement	is	a	significant	milestone	in	one’s	career,	and	it	is	essential	to	communicate	your	decision	to	your	employer	in	a	professional	and	respectful	manner.	Writing	a	well-crafted	retirement	letter	is	crucial	to	ensure	a	smooth	transition	and	maintain	a	positive	relationship	with	your	organization.	1.	Start
with	a	Formal	Salutation	Begin	your	letter	with	a	formal	salutation,	such	as	“Dear	[Employer’s	Name].”	If	you	are	unsure	of	the	recipient’s	name,	you	can	address	the	letter	to	“To	Whom	It	May	Concern.”	2.	State	Your	Intention	to	Retire	Clearly	state	your	intention	to	retire	in	the	first	paragraph.	Use	a	direct	and	concise	sentence,	such	as	“I	am
writing	to	inform	you	of	my	decision	to	retire	from	my	position	as	[Your	Position]	at	[Company	Name],	effective	[Your	Retirement	Date].”	3.	Express	Gratitude	and	Appreciation	Take	this	opportunity	to	express	your	gratitude	for	the	opportunities	and	experiences	you	have	gained	during	your	tenure	with	the	company.	Highlight	any	significant
contributions	or	accomplishments	you	have	made.	4.	Provide	Notice	Period	Indicate	the	notice	period	you	are	providing,	as	per	your	employment	contract	or	company	policy.	If	there	is	no	specified	notice	period,	it	is	customary	to	provide	at	least	two	weeks’	notice.	5.	Offer	Assistance	with	Transition	Offer	your	assistance	in	ensuring	a	smooth
transition	during	your	departure.	This	could	include	training	your	replacement,	providing	documentation,	or	offering	to	answer	any	questions.	6.	Express	Well	Wishes	Conclude	your	letter	with	well	wishes	for	the	company’s	continued	success.	You	can	also	express	your	appreciation	for	the	support	and	guidance	you	have	received	throughout	your
career.	7.	Signature	and	Contact	Information	Sign	your	letter	with	your	full	name	and	include	your	contact	information,	such	as	your	email	address	and	phone	number,	in	case	the	company	needs	to	reach	you	after	your	departure.	FAQs	about	Retirement	To	Employer	What	are	the	benefits	of	offering	a	retirement	plan	to	employees?	Offering	a
retirement	plan	to	employees	can	provide	a	number	of	benefits,	including:	Attracting	and	retaining	top	talent	Improving	employee	morale	and	productivity	Reducing	the	risk	of	employee	turnover	Providing	tax	benefits	for	the	employer	What	are	the	different	types	of	retirement	plans	available	to	employers?	There	are	a	number	of	different	types	of
retirement	plans	available	to	employers,	including:	Defined	benefit	plans	Defined	contribution	plans	401(k)	plans	403(b)	plans	SIMPLE	IRAs	What	are	the	costs	of	offering	a	retirement	plan?	The	costs	of	offering	a	retirement	plan	can	vary	depending	on	the	type	of	plan	and	the	number	of	employees	participating.	However,	some	of	the	most	common
costs	include:	Administrative	fees	Investment	fees	Matching	contributions	How	can	I	choose	the	right	retirement	plan	for	my	business?	Choosing	the	right	retirement	plan	for	your	business	can	be	a	complex	decision.	However,	there	are	a	number	of	factors	to	consider,	including:	The	size	of	your	business	The	age	and	income	of	your	employees	Your
budget	Your	investment	goals	What	are	the	tax	implications	of	offering	a	retirement	plan?	Offering	a	retirement	plan	can	have	a	number	of	tax	implications	for	both	the	employer	and	the	employees.	However,	some	of	the	most	common	tax	benefits	include:	Employer	contributions	to	retirement	plans	are	tax-deductible.	Employee	contributions	to
retirement	plans	are	made	on	a	pre-tax	basis.	Earnings	on	retirement	plan	investments	are	tax-deferred.	Returning	To	Teaching	Cover	Letter	(5	Samples)


