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Today’s Date
Manager’s Name
Position
Company Name
Address
City, State ZIP Code




Dear [Manager’s Name],

I am writing to formally announce my resignation from [Company Name], as I intend to retire, effective [Your Last Working Day, typically a date two to three months from the date of the letter].

After much deliberation, I have decided that it is time for a new chapter in my life to begin. I am proud of what we have accomplished during my time here and am grateful for the opportunities and experiences that [Company Name] has provided me. Working here has been a significant part of my life, and making this decision was not easy.

I want to express my deepest gratitude for the support and leadership provided to me. My career has been immensely fulfilling, with numerous challenges and successes that have helped me grow personally and professionally. I am especially appreciative of the team spirit and collaboration that have been a hallmark of my time with [Company Name].

To ensure a smooth transition, I am committed to assisting with the recruitment and training of my replacement. I will also work diligently to complete my current projects and provide comprehensive notes and documentation for whoever will take over my responsibilities.

I wish [Company Name] and all my colleagues continued success and hope to maintain the personal and professional relationships I’ve built here long after my departure. Thank you again for the opportunity to be a part of this company. I look forward to following its success in the years to come.

Please let me know how I can assist in the transition. I am eager to make this change as seamless as possible for the team.




Sincerely,

Your Name




Copyright information - Please read
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