Retirement Letter From Employer To Employee

[Your Company's Letterhead]

[Date]

[Employee’s Full Name]

[Employee's Address]

[City, State, ZIP]

Dear [Employee's Name],

Subject: Retirement and Gratitude

We hope this letter finds you in good health and high spirits. We are writing to officially acknowledge
your decision to retire from your position at [Company Name]. Your retirement marks the end of an
era, as you have been an integral part of our organization for [number of years] years.

Throughout your tenure with us, you have exemplified dedication, professionalism, and an
unwavering commitment to excellence. Your valuable contributions and hard work have played a
significant role in the growth and success of our company. We are deeply grateful for your
exceptional service and the positive impact you have made on your colleagues, clients, and the
entire organization.

As you embark on this new chapter in life, we want to express our sincerest congratulations and
best wishes for a fulfilling and joyful retirement. You have earned this opportunity to enjoy more
leisure time, pursue personal interests, and spend quality moments with your loved ones. May your
retirement be filled with health, happiness, and the realization of all your dreams and aspirations.

In light of your retirement, we want to ensure a smooth transition and assist in any way we can. Our
HR department will provide you with information related to the necessary paperwork, final pay,
benefits, and any other formalities involved in the retirement process. Additionally, we encourage
you to schedule an exit interview to share your valuable insights and suggestions, which will help us
continue to improve as an organization.

While we will undoubtedly miss your presence and expertise, we are comforted by the knowledge



that you have left a lasting legacy here at [Company Name]. Your contributions will be remembered
and cherished by all who had the privilege of working with you.

As a token of our appreciation, we would like to extend an invitation to a retirement celebration in
your honor. This event will allow us to express our gratitude and bid you a fond farewell among your
colleagues and friends at [Company Name]. Further details about the celebration will be shared with
you soon.

Once again, we extend our warmest congratulations on your retirement and express our heartfelt
gratitude for your outstanding service. We hope that you will stay in touch and visit us from time to
time.

Wishing you a joyful and fulfilling retirement!

Sincerely,

[Your Name]

[Your Title]

[Company Name]

[Contact Information]



