
Retirement Acknowledgment Letter 

Date: [Insert Date] 

Dear [Recipient's Name], 

I hope this message finds you well. As you embark on this new chapter of your life, I wanted to 

take a moment to express my heartfelt gratitude for your unwavering support during your time 

here at [Company/Organization Name]. Your dedication and commitment have made a 

significant impact on our team and the work we do. 

Throughout your career, your leadership has inspired many and your mentorship has helped 

countless individuals achieve their goals. Your contributions have set a standard of excellence 

that will continue to motivate us long after your departure. 

As you enjoy your well-deserved retirement, please know that you will be greatly missed, both 

professionally and personally. We wish you all the happiness and fulfillment in this new phase of 

your life. 

Thank you once again for everything. Stay in touch! 

Warm regards, 

[Your Name] 

[Your Position] 

[Company/Organization Name] 


