
Voluntary Retirement Benefits Notification 

Date: [Insert Date] 

Dear [Employee's Name], 

We are reaching out to inform you about the Voluntary Retirement Program (VRP) designed for 

interested team members. This program provides an opportunity for employees to retire 

voluntarily and receive a comprehensive benefits package. 

Benefits Overview: 

• Retirement Pay: [Details about payment structure] 

• Healthcare Benefits: [Details about healthcare options] 

• Pension Plans: [Details about pension plans] 

• Consultation Services: [Details about any advisory services] 

If you are considering this option, please attend an informational session scheduled on [Insert 

Date and Time]. We will provide in-depth information and answer any questions you may have. 

To express your interest or to receive additional details, please contact [Insert Contact 

Information]. 

Thank you for your dedication and hard work during your time with us. 

Sincerely, 

[Your Name] 

[Your Title] 

[Company Name] 


