
Letter of Recognition 

Date: [Insert Date] 

To: [Retiree's Name] 

From: [Your Name] [Your Position] 

Subject: Honoring Your Contributions and Legacy 

Dear [Retiree's Name], 

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

incredible contributions you have made during your time with us. Your hard work, dedication, 

and leadership have not only enriched our organization but have also left a lasting legacy. 

Reflecting on the many years you've spent with us, it is clear that your efforts have been 

invaluable. [Insert specific examples of contributions, projects, or initiatives]. Your passion and 

commitment have inspired both your colleagues and those who followed in your footsteps. 

As you retire, know that your impact will be felt for years to come. We are grateful for the time 

we had with you and wish you all the best in your future endeavors. May this new journey bring 

you joy, relaxation, and fulfillment. 

Thank you for everything, and congratulations on your retirement! 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


