Retirement Announcement

Dear Valued Vendors,

I hope this message finds you well. I am writing to inform you that | will be retiring from my
position as [Your Position] at [Company Name], effective [Retirement Date]. It has been a
pleasure working with you over the years, and | want to take this opportunity to express my
heartfelt gratitude for your support and collaboration.

As | transition into this new phase of life, I am confident that [Company Name] will continue to
uphold the strong relationships we have built together. [Name of Successor] will be taking over
my responsibilities, and you can reach out to them at [Successor's Email] for any future
correspondence.

Thank you once again for your partnership and understanding. | wish you all the best in your
future endeavors.

Sincerely,

[Your Name]

[Your Position]

[Company Name]

[Your Contact Information]



