{Date}

{Recipient's Name}

{Company Name}

{Company Address}

{City, State, Zip Code}

Dear {Mr./Mrs./Ms. Last Name},

As you may have heard, I am retiring from my position as {job title} at {company name} effective {retirement date}. I am writing to officially announce that my last day at the company will be on {date} and to thank you for the time and memories we have shared thus far.

I joined {company name} in {date} and have worked here for {duration}. In that time, I have {mention several achievements}, all of which I would not have done without your encouragement and support. I am grateful for your {mention your coworker's positive qualities}.

As I dive into this new phase of my life, I look forward to {mention your plans}. I am glad to have mentored {coworker's name}, who I believe will far surpass my record at the company.

I will miss each of you, especially for the {insert your favourite memories}. I may be leaving the company, but I am taking your friendship with me.

Feel free to contact me at {contact information} if you ever want to catch up.

Sincerely,

{Your Name}

