
Retirement Recognition Letter 

Date: [Insert Date] 

Dear [Employee's Name], 

As you prepare to embark on this new chapter of your life, we want to take a moment to 

recognize your incredible contributions to [Company/Organization Name]. Your dedication, hard 

work, and commitment have greatly impacted our team and the organization as a whole. 

Throughout your career, you have demonstrated exceptional skills and a positive attitude. You 

have been a mentor, a leader, and a friend to many of us, and your presence will be greatly 

missed. 

On behalf of everyone at [Company/Organization Name], we thank you for your years of service 

and wish you all the best in your retirement. May this new journey be filled with joy, adventure, 

and relaxation. 

Warmest regards, 

[Your Name] 

[Your Position] 

[Company/Organization Name] 


