
Important Announcement 

Dear Valued Clients, 

We hope this message finds you well. We are writing to inform you that after many successful 

years with [Company Name], our esteemed [Title/Position], [Executive Name], will be retiring 

effective [Retirement Date]. 

[Executive Name] has been instrumental in [briefly mention contributions, achievements, or 

impact on the company/clients], and their leadership and vision will be greatly missed. 

We want to assure you that [Company Name] remains committed to providing you with the 

highest level of service. Our dedicated team is fully prepared to support your needs, and we will 

continue to uphold the standards of excellence that [Executive Name] has exemplified 

throughout their career. 

Please join us in extending our heartfelt gratitude to [Executive Name] for their years of 

dedication and wishing them all the best in their future endeavors. If you have any questions or 

require further assistance, do not hesitate to reach out. 

Thank you for your continued trust and partnership. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 

[Contact Information] 


