
Official Retirement Announcement Letter for HR

Subject: Notice of Retirement

Dear [HR Manager/Department],

Please accept this letter as formal notification of my retirement from my position as [Job Title],

effective [Retirement Date]. I request that all necessary HR procedures be initiated for the smooth

processing of my retirement benefits.

Thank you for your support during my tenure.

Sincerely,

[Your Name]

Get more templates here: 

https://www.lettersandtemplates.com/letters/retirement-announcement-letter


