
Retirement Appreciation Letter 

Date: [Insert Date] 

To: [Executive's Name] 

From: [Your Name] 

Subject: Appreciation for Your Dedicated Service 

Dear [Executive's Name], 

As you prepare to retire, I want to take a moment to express my heartfelt appreciation for your 

remarkable contributions to [Company Name]. Your leadership and vision have profoundly 

impacted the organization and inspired those around you. 

Your dedication to excellence and unwavering commitment to our team has set a standard that 

we all aspire to. Through your guidance, we have achieved numerous milestones, and your 

influence will continue to resonate long after your departure. 

Thank you for your years of hard work, mentorship, and friendship. We wish you the very best in 

this exciting new chapter of your life. May it be filled with health, happiness, and much-deserved 

relaxation. 

Warm regards, 

[Your Name] 

[Your Position] 

[Company Name] 


