
[Your Name]
[Your address, city, state, zip code, phone, email address]

Dear Mr/Mrs/Ms [name of boss]
 If you have a close relationship with your boss you may use the first name only and omit the Mr/Mrs/Ms part.
Congratulations on your upcoming retirement from [Name of Company]. Your support over the past [length of time spent working together] has helped me grow and develop as a professional. I sincerely appreciate all you have done to make working at [name of company] a positive learning experience.
[Example of specific skill the boss has taught you, or a time when support was critical to your success].
 I wish you the best in the next chapter of your life. I would love to stay in contact with you. My personal cell phone number is [ phone number] or email me at [email address]. Drop us a line now and then to let us know how you're enjoying your retirement.

 Thanks again for everything,
 [Your name]


