
It’s time to say goodbye to the 9-to-5 grind and hello to
retirement. But before you can fully embrace this new phase of
your  life,  you’ll  need  to  inform  your  employer  of  your
intention to retire. A retirement resignation letter is a
formal way to announce your departure and provide the required
notice period as specified in your employment contract or
company policy.

Here  are  a  few  tips  for  writing  a  retirement  resignation
letter that stands out:

Keep it positive. Retirement is an exciting time, so try
to convey your excitement in your letter. Even if you’re
leaving  for  negative  reasons,  try  to  focus  on  the
positive aspects of your departure.
Personalize  it.  While  it’s  important  to  keep  things
professional, it’s also okay to include a personal touch
in your letter. Share your plans for retirement and
express your gratitude for the opportunity to work with
the company.
Offer assistance. If you’re able to do so, it’s a good
idea to offer to assist with the transition period and
to  make  yourself  available  for  any  questions  or
concerns. This helps to ensure a smooth and seamless
transition for both you and the company.
Provide your contact information. Make sure to include
your email and phone number in your letter so that your
employer can easily get in touch with you if needed.

In the end, a retirement resignation letter is just a way to
let your employer know that you’re retiring and to provide the
required notice period. Keep it brief, be gracious, and make
sure to include your contact info in case they need to get in
touch.  That’s  all  there  is  to  it  –  just  a  simple  and
straightforward way to wrap things up before you head off into
the sunset.

 



Retirement Resignation Letter Templates
You can use the below templates when crafting your resignation
letter for retirement. When using them, be sure to:

Replace the placeholders in square brackets with your1.
info and your employer’s info.
Express your gratitude for the opportunity to work with2.
the company and mention the positive experiences you had
while working there.
Offer to assist with the transition and make yourself3.
available for any questions or concerns.
Wish your boss and/or coworkers future success.4.
Close  the  letter  with  a  heartfelt  thank  you  and  a5.
closing such as “Sincerely”.

 

Retirement Resignation Letter Template
[Your Name]
[Your Address]
[Your City, State Zip]

[Date]

[Employer's Name]
[Employer's Title]
[Employer's Address]

Dear [Employer's Name],

As I approach the golden years of my life, I have decided that
it is time for me to retire. After careful consideration, I
have decided that my last day of work will be [Date].

I  wanted  to  take  this  opportunity  to  express  my  sincere
gratitude for the opportunity to work with [Company]. I have
truly enjoyed my time here and have learned so much from my
colleagues. It has been a pleasure to be a part of such a



talented and hardworking team.

I am willing to assist with the transition period in any way
that I can, and I am happy to make myself available for any
questions or concerns. I hope that my departure will not cause
too much disruption and I wish the company all the best in the
future.

Thank you for everything.

Sincerely,

[Your Signature]
[Your Name]

 

Retirement  Resignation  Letter  Template
(Formal)
[Your Name]
[Your Address]
[Your City, State Zip]

[Date]

[Employer's Name]
[Employer's Title]
[Employer's Address]

Dear [Employer's Name],

I am writing to formally announce my retirement from [Company
Name].  After  [number  of  years]  of  being  a  part  of  this
organization, I have decided to retire.

I  would  like  to  express  my  heartfelt  gratitude  for  the
opportunity to work with such a professional and supportive
team. During my time here, I have learned valuable skills and
made memories that will stay with me for a lifetime. I am
proud to have been a part of this company and am grateful for



the  opportunities  I  have  had  to  grow  both  personally  and
professionally.

I am willing to assist with the transition period in any way
that I can. If there is anything I can do to make the process
smoother, please do not hesitate to ask. I will make sure to
complete any outstanding projects and provide any necessary
training to my replacement.

I wish you and the company all the best in the future. Thank
you again for everything.

Sincerely,

[Your Signature]
[Your Name]

 

Retirement  Resignation  Letter  Template
(Request for Farewell Meeting)
[Your Name]
[Your Address]
[Your City, State Zip]

[Date]

[Employer's Name]
[Employer's Title]
[Employer's Address]

Dear [Employer's Name],

I am writing to inform you of my retirement from [Company
Name]. After [number of years] of dedicated service, I have
decided to retire and enjoy the next chapter of my life.

I  would  like  to  express  my  sincere  gratitude  for  the
opportunity to work with such a talented and hardworking team.



The knowledge and skills I have acquired during my time here
will stay with me forever. I am proud to have been a part of
this company and am grateful for the support and guidance
provided during my tenure.

I would also like to request the opportunity to say goodbye to
my colleagues and manager in person. If possible, I would
appreciate the opportunity to have a farewell meeting before
my departure.

I wish you and the company all the best in the future. Thank
you again for everything.

Sincerely,

[Your Signature]
[Your Name]

 

Retirement  Resignation  Letter  Template
(With Notice Period)
[Your Name]
[Your Address]
[Your City, State Zip]

[Date]

[Employer's Name]
[Employer's Title]
[Employer's Address]

Dear [Employer's Name],

I am reaching out to inform you of my decision to retire from
my  position  at  [Company  Name].  After  spending  [number  of
years] years with this organization, I have chosen to embark
on the next phase of my life.



In accordance with my employment contract, I am obligated to
provide  [notice  period  length]  of  notice  prior  to  my
departure. Therefore, my final day of work will be [Last day
of work].

I  cannot  overstate  the  impact  that  this  company  and  its
employees have had on me. I have been privileged to work
alongside such talented and dedicated colleagues, and I am
grateful for the opportunities for growth and development that
have come my way.

In preparation for my exit, I am committed to making the
transition as smooth as possible for my team and colleagues. I
am happy to offer my support and answer any questions in the
coming weeks.

Thank you again for the opportunity to be a part of such an
outstanding  organization.  I  wish  [Company  Name]  continued
success in the future.

Sincerely,

[Your Signature]
[Your Name]

 

Retirement  Resignation  Letter  Template
(Retirement Party Plan)
[Your Name]
[Your Address]
[Your City, State Zip]

[Date]

[Employer's Name]
[Employer's Title]
[Employer's Address]



Dear [Employer's Name],

I am writing to inform you of my decision to retire from my
position at [Company Name]. The [number of years] years I have
spent here have been some of the most rewarding and fulfilling
of my career, and I am grateful for the opportunities and
experiences that I have had.

As I prepare to move on, I wanted to express my gratitude for
the time I have spent here and the memories I have made. I
have  been  honored  to  work  alongside  such  talented  and
dedicated  colleagues  and  I  will  miss  the  camaraderie  and
teamwork that we have shared.

I would like to request that we plan a farewell gathering or
party to celebrate my time at [Company Name]. I have spoken to
a few of my colleagues and we have proposed [Date and Time] as
a potential date.

Thank you for everything. I hope that this retirement party
will provide an opportunity for me to express my gratitude in
person.

Sincerely,

[Your Signature]
[Your Name]


