
WRITING A LETTER OF RESIGNATION WHEN RETIRING

Sample resignation letters announcing retirement, what to include in your letter, and when to inform your employer you
are retiring.

Offer to help during the transition. Resigning due to retirement will leave an empty position that may not be so
easy to fill. I hope to be able to remain available for occasional consultations, health permitting, involving
client relationships I cultivated over the years. At the very least, include the number of years you worked for
the company to remind your boss of your many contributions. If you have a company email address, provide
them with your personal email address so they can keep in touch. This is a formal document, so you should
write an actual letter rather than just an email. What Is a Retirement Letter? In the same vein, remind your
employer why they should be grateful to you. Your experience can be valuable in training your replacement.
Provide contact information. Until my resignation date, I will work to make the transition as smooth as
possible for my department and the talented employees working in it. Maybe you have travel plans, are going
to explore a new venture, or spend time with family. You might consider concisely reviewing the value you
added to the company over the years in your letter. You might have offered to continue working in some small
way after your retirement. In fact, it could be the start of something new. Mention your successes at the
company. For example, you might be willing to do freelance, occasional, or part-time work. Follow up with a
formal letter or email to put your plans in writing. I am more than willing to meet with you to further discuss
my resignation. They may need to send you tax forms and benefits information, for example. If you are
moving, provide your boss with a new address. The more information you have about the process, the
smoother the whole discussion will go. Just like your previous in-person conversation, your tone in the letter
should be professional and cordial. Describe some of your greatest accomplishments to the employer while
thanking them for giving you the opportunity to have had these successes. I appreciate all the great
experiences I had with your company, starting with an entry level position and concluding with my current
management position. This will help you to avoid any problems with receiving your benefits as you transition
to retirement. This enables you to leave on a positive note and potentially set the stage for ongoing consulting
work, should that something you want to pursue in the future. This will help both you and your employer
avoid putting off your retirement. Send the letter to HR. Include your contact information to facilitate this.
Find out how to make your exit gracefully and leave a positive, lasting impression. You should be sure to
discuss your plans in person with your supervisor before you send a letter. Make sure you provide enough
notice of your departure. Below is a retirement letter template to use to write your own letter and examples of
letters written to inform your employer about your pending retirement. A retirement letter is a formal
resignation letter that you submit to your employer announcing your intention to leave the company. I
personally trained and mentored her and believe that she will make an excellent choice.


