{Your Name}
{Your Contact Information}

{Date}

{Optional Subject Line}

Dear {individual name or "colleagues" depending on letter style}, 
I'm writing to let you know of my impending retirement. I have thoroughly enjoyed working with you all. My last day here will be on {insert last work day}. After that, I hope to spend my days {insert activity you plan on doing after retirement}. 
Upon my leave, {insert name of the person taking over your position} will be taking over my position. {He/She} has been trained and is well prepared for the job. 
I look forward to hearing from you in the future. I've enclosed my contact information. Don't hesitate to contact me for a reference or for any reason.
Sincerely, 
[bookmark: _GoBack]{Your Name}

