
Notice of retirement with transition plan

Subject: Upcoming Retirement and Transition Plan

Dear [Client Name],

I am writing to notify you of my retirement planned for [date]. During this transition, I will work closely

with [Successor Name] to ensure a smooth handover of all responsibilities.

Please feel free to reach out for any assistance during this period. Your business relationship is

greatly valued, and I am confident it will continue seamlessly.

Sincerely,

[Your Name]

Get more templates here: https://www.lettersandtemplates.com/letters/retirement-letter-to-clients


