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Dear [Supervisor’s Name],

I am writing to inform you of my decision to retire from my position as [Your Position] with [Company Name], effective [Your Last Working Day].

As I approach this next phase in my life, I reflect back on my time with [Company Name] with great fondness and satisfaction. It has been an honor to work alongside such a talented and dedicated team, contributing to the company’s growth and success. I am proud of the work we have done and the progress we have made.

I would like to express my sincere thanks for the opportunities I’ve had to grow and the inspiring leadership that has guided my journey. The experiences I’ve gained here are invaluable and have shaped my career in countless ways. I am grateful for the trust placed in me and the freedom I had to innovate and push boundaries.

As I prepare to depart, I am committed to ensuring a smooth and orderly transition. I am available to help recruit and train my replacement, and I will make every effort to wrap up my current projects and responsibilities. I am also willing to provide any additional support needed during this transition period.

Please accept this letter as a token of my appreciation for a rewarding career at [Company Name]. I look forward to staying in touch and watching the company continue to thrive and achieve new heights.

Thank you once again for an unforgettable and rewarding journey.




Warm regards,

Your Name
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