
Retirement Announcement 

Date: [Insert Date] 

Dear [Recipient's Name], 

As I sit down to write this letter, I find myself filled with a whirlwind of emotions. After 

[number] years of dedicated service at [Company/Organization Name], I have decided to retire 

and embrace the next chapter of my life. 

Looking back on my career, I am overwhelmed with gratitude for the opportunities I have had. 

From my very first day, I was welcomed by a team that felt like family. Together, we overcame 

challenges, celebrated successes, and created lasting memories. 

Throughout my journey, I have witnessed tremendous growth--both personally and 

professionally. My time here has shaped my character and honed my skills in ways I could have 

never imagined. I am especially thankful for the mentorship and support from my colleagues, 

who have inspired me to strive for excellence. 

As I step into retirement, I carry with me the lessons learned and friendships made. Though I am 

excited about the adventures that await, I will deeply miss the camaraderie and passion that 

defined my daily life. 

Thank you all for being a significant part of my journey. I hope to stay in touch and look forward 

to hearing about the remarkable achievements that lie ahead for each of you. 

Wishing you all continued success and happiness. 

Warm regards, 

[Your Name] 

[Your Contact Information] 


