Preliminary Retirement Notice Email

Subject: Preliminary Notice of Retirement

Dear [Managera€™s Name],

| wish to inform you preliminarily that | am planning to retire from my role as [Your Position] at
[Company Name], tentatively effective [Retirement Date]. | wanted to share this early so we can plan
for a smooth transition.

Thank you for your understanding and support.

Best regards,

[Your Name]
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