20 Retirement Letter Samples
Employees, Teachers & Managers
Editable Word collection. Replace every bracketed field with accurate information and remove language that does not apply.
Included samples:
1. Standard Retirement Notice
2. Early Retirement Notice
3. Teacher Retirement Letter
4. Manager Retirement Letter
5. Government or Public Service Retirement
6. Phased Retirement Request
7. Retirement Date Change
8. Retirement Notice Withdrawal
9. Voluntary Retirement Program Acceptance
10. Retirement Due to Relocation
11. Retirement with Extended Transition
12. Retirement after Long Service
13. Retirement Thank-You Letter
14. Retirement Announcement to Staff
15. Retirement Announcement to Clients
16. Employer Acceptance of Retirement
17. Board Member Retirement
18. Business Partner Retirement
19. Retirement Extension Request
20. Retirement Handover Letter


1. Standard Retirement Notice
[Date]
[Your Name]
[Your Address]
[City, State ZIP]
[Email Address] | [Phone Number]
[Manager or HR Department]
[Organization]
[Address]
[City, State ZIP]
Subject: Retirement Notice
Dear [Manager or HR Department],
This letter concerns the following retirement matter: I am formally notifying you of my decision to retire from [organization] effective [date].
The request should be considered against the applicable records and rules. Supporting material may include the retirement policy, benefit information, and handover plan. If any information differs from your records, please let me know so it can be corrected promptly.
I request that you confirm my final working day and the steps for benefits, payroll, property return, and transition. If additional information is required, please identify it so I can respond promptly. I appreciate a written confirmation of the outcome.
Sincerely,
[Signature]
[Your Name]


2. Early Retirement Notice
[Date]
[Your Name]
[Your Address]
[City, State ZIP]
[Email Address] | [Phone Number]
[Manager or HR Department]
[Organization]
[Address]
[City, State ZIP]
Subject: Early Retirement Notice
Dear [Manager or HR Department],
I am writing regarding my retirement or the retirement transition described below: I have decided to retire earlier than originally planned, with a proposed retirement date of [date].
I have based this request on the information currently available and will provide reasonable supporting records if needed, including the retirement policy and benefit estimates. Please use the applicable policy, agreement, or procedure when reviewing the matter.
Kindly confirm whether the proposed date meets notice and benefit requirements. Please confirm the outcome in writing and advise if any additional form, identification, approval, or supporting document is required.
Sincerely,
[Signature]
[Your Name]


3. Teacher Retirement Letter
[Date]
[Your Name]
[Your Address]
[City, State ZIP]
[Email Address] | [Phone Number]
[School Principal or District HR]
[Organization]
[Address]
[City, State ZIP]
Subject: Retirement from Teaching
Dear [School Principal or District HR],
Please accept this formal retirement-related notice: I am retiring from my teaching position at [school] effective [date] after [years] of service.
To avoid misunderstanding, please confirm all key facts before making the final decision. Relevant support may include the school calendar, retirement policy, and classroom handover plan, together with any form or authorization required by your organization.
I respectfully ask that you confirm the final working date and year-end transition requirements. Please provide written confirmation or contact me if further information is needed. Thank you for your attention to this matter.
Sincerely,
[Signature]
[Your Name]


4. Manager Retirement Letter
[Date]
[Your Name]
[Your Address]
[City, State ZIP]
[Email Address] | [Phone Number]
[Senior Management or HR Department]
[Organization]
[Address]
[City, State ZIP]
Subject: Management Retirement Notice
Dear [Senior Management or HR Department],
This letter formally records the following retirement matter: I am retiring from my position as [manager title] effective [date].
Before acting on this letter, please verify the names, dates, amounts, reference numbers, and policy or agreement that applies. Helpful supporting records may include the succession plan, key projects, and management responsibilities. I have tried to keep the request limited to information relevant to the decision.
Please confirm the succession and leadership handover process. I would appreciate a written response by [date] so the matter can be completed without unnecessary delay. Thank you for your consideration.
Sincerely,
[Signature]
[Your Name]


5. Government or Public Service Retirement
[Date]
[Your Name]
[Your Address]
[City, State ZIP]
[Email Address] | [Phone Number]
[HR or Personnel Office]
[Organization]
[Address]
[City, State ZIP]
Subject: Retirement Notice from Public Service
Dear [HR or Personnel Office],
This letter concerns the following retirement matter: I am providing formal notice of retirement from [agency/department] effective [date].
The request should be considered against the applicable records and rules. Supporting material may include service records, retirement forms, and policy guidance. If any information differs from your records, please let me know so it can be corrected promptly.
I request that you confirm the required forms, final service date, and benefit processing steps. If additional information is required, please identify it so I can respond promptly. I appreciate a written confirmation of the outcome.
Sincerely,
[Signature]
[Your Name]


6. Phased Retirement Request
[Date]
[Your Name]
[Your Address]
[City, State ZIP]
[Email Address] | [Phone Number]
[Manager or HR Department]
[Organization]
[Address]
[City, State ZIP]
Subject: Request for Phased Retirement
Dear [Manager or HR Department],
I am writing regarding my retirement or the retirement transition described below: I would like to transition toward retirement through a reduced schedule from [date] until full retirement on [date].
I have based this request on the information currently available and will provide reasonable supporting records if needed, including the proposed schedule, workload plan, and retirement policy. Please use the applicable policy, agreement, or procedure when reviewing the matter.
Kindly consider and document a phased retirement arrangement. Please confirm the outcome in writing and advise if any additional form, identification, approval, or supporting document is required.
Sincerely,
[Signature]
[Your Name]


7. Retirement Date Change
[Date]
[Your Name]
[Your Address]
[City, State ZIP]
[Email Address] | [Phone Number]
[Manager or HR Department]
[Organization]
[Address]
[City, State ZIP]
Subject: Change of Retirement Date
Dear [Manager or HR Department],
Please accept this formal retirement-related notice: My previously stated retirement date was [old date], and I am requesting to change it to [new date].
To avoid misunderstanding, please confirm all key facts before making the final decision. Relevant support may include the original notice and updated transition plan, together with any form or authorization required by your organization.
I respectfully ask that you confirm the revised date and update benefit and transition records. Please provide written confirmation or contact me if further information is needed. Thank you for your attention to this matter.
Sincerely,
[Signature]
[Your Name]


8. Retirement Notice Withdrawal
[Date]
[Your Name]
[Your Address]
[City, State ZIP]
[Email Address] | [Phone Number]
[Manager or HR Department]
[Organization]
[Address]
[City, State ZIP]
Subject: Withdrawal of Retirement Notice
Dear [Manager or HR Department],
This letter formally records the following retirement matter: I am requesting withdrawal of my retirement notice dated [date] because my plans have changed.
Before acting on this letter, please verify the names, dates, amounts, reference numbers, and policy or agreement that applies. Helpful supporting records may include the original retirement notice and any applicable policy. I have tried to keep the request limited to information relevant to the decision.
Please advise whether the withdrawal can be accepted and confirm my employment status. I would appreciate a written response by [date] so the matter can be completed without unnecessary delay. Thank you for your consideration.
Sincerely,
[Signature]
[Your Name]


9. Voluntary Retirement Program Acceptance
[Date]
[Your Name]
[Your Address]
[City, State ZIP]
[Email Address] | [Phone Number]
[HR Department]
[Organization]
[Address]
[City, State ZIP]
Subject: Acceptance of Voluntary Retirement Offer
Dear [HR Department],
This letter concerns the following retirement matter: I accept the voluntary retirement option described in the organization’s offer dated [date].
The request should be considered against the applicable records and rules. Supporting material may include the voluntary retirement offer and benefit summary. If any information differs from your records, please let me know so it can be corrected promptly.
I request that you confirm the retirement date, payment terms, and required documentation. If additional information is required, please identify it so I can respond promptly. I appreciate a written confirmation of the outcome.
Sincerely,
[Signature]
[Your Name]


10. Retirement Due to Relocation
[Date]
[Your Name]
[Your Address]
[City, State ZIP]
[Email Address] | [Phone Number]
[Manager or HR Department]
[Organization]
[Address]
[City, State ZIP]
Subject: Retirement Notice Due to Relocation
Dear [Manager or HR Department],
I am writing regarding my retirement or the retirement transition described below: I have decided to retire effective [date] in connection with a planned relocation and family commitments.
I have based this request on the information currently available and will provide reasonable supporting records if needed, including the retirement policy and handover plan. Please use the applicable policy, agreement, or procedure when reviewing the matter.
Kindly confirm my final date and transition responsibilities. Please confirm the outcome in writing and advise if any additional form, identification, approval, or supporting document is required.
Sincerely,
[Signature]
[Your Name]


11. Retirement with Extended Transition
[Date]
[Your Name]
[Your Address]
[City, State ZIP]
[Email Address] | [Phone Number]
[Manager or HR Department]
[Organization]
[Address]
[City, State ZIP]
Subject: Retirement Notice with Transition Support
Dear [Manager or HR Department],
Please accept this formal retirement-related notice: I plan to retire on [date] and am willing to support an agreed transition or training period before departure.
To avoid misunderstanding, please confirm all key facts before making the final decision. Relevant support may include the succession plan and key project list, together with any form or authorization required by your organization.
I respectfully ask that you confirm the handover schedule and priority transition tasks. Please provide written confirmation or contact me if further information is needed. Thank you for your attention to this matter.
Sincerely,
[Signature]
[Your Name]


12. Retirement after Long Service
[Date]
[Your Name]
[Your Address]
[City, State ZIP]
[Email Address] | [Phone Number]
[Manager or HR Department]
[Organization]
[Address]
[City, State ZIP]
Subject: Retirement After Long Service
Dear [Manager or HR Department],
This letter formally records the following retirement matter: After [number] years with [organization], I have decided to retire effective [date].
Before acting on this letter, please verify the names, dates, amounts, reference numbers, and policy or agreement that applies. Helpful supporting records may include service history, benefit information, and handover requirements. I have tried to keep the request limited to information relevant to the decision.
Please confirm the final working date and administrative steps. I would appreciate a written response by [date] so the matter can be completed without unnecessary delay. Thank you for your consideration.
Sincerely,
[Signature]
[Your Name]


13. Retirement Thank-You Letter
[Date]
[Your Name]
[Your Address]
[City, State ZIP]
[Email Address] | [Phone Number]
[Colleagues or Organization]
[Organization]
[Address]
[City, State ZIP]
Subject: Thank You on My Retirement
Dear [Colleagues or Organization],
This letter concerns the following retirement matter: As I retire from [organization] on [date], I want to thank colleagues and leaders for the opportunities and support throughout my service.
The request should be considered against the applicable records and rules. Supporting material may include no special documents are normally required. If any information differs from your records, please let me know so it can be corrected promptly.
I request that you accept my appreciation and best wishes for the future. If additional information is required, please identify it so I can respond promptly. I appreciate a written confirmation of the outcome.
Sincerely,
[Signature]
[Your Name]


14. Retirement Announcement to Staff
[Date]
[Your Name]
[Your Address]
[City, State ZIP]
[Email Address] | [Phone Number]
[Team or Organization]
[Organization]
[Address]
[City, State ZIP]
Subject: Retirement Announcement
Dear [Team or Organization],
I am writing regarding my retirement or the retirement transition described below: [Employee name], [title], will retire from [organization] effective [date] after [years] of service.
I have based this request on the information currently available and will provide reasonable supporting records if needed, including the approved announcement details and transition contact. Please use the applicable policy, agreement, or procedure when reviewing the matter.
Kindly join us in recognizing the employee’s contribution and supporting the transition. Please confirm the outcome in writing and advise if any additional form, identification, approval, or supporting document is required.
Sincerely,
[Signature]
[Your Name]


15. Retirement Announcement to Clients
[Date]
[Your Name]
[Your Address]
[City, State ZIP]
[Email Address] | [Phone Number]
[Clients or Business Partners]
[Organization]
[Address]
[City, State ZIP]
Subject: Retirement Announcement and New Contact
Dear [Clients or Business Partners],
Please accept this formal retirement-related notice: I will retire from [organization] on [date], and future matters will be handled by [successor name/contact].
To avoid misunderstanding, please confirm all key facts before making the final decision. Relevant support may include the successor contact details and transition schedule, together with any form or authorization required by your organization.
I respectfully ask that you update your records and direct future communication to the successor after the transition date. Please provide written confirmation or contact me if further information is needed. Thank you for your attention to this matter.
Sincerely,
[Signature]
[Your Name]


16. Employer Acceptance of Retirement
[Date]
[Your Name]
[Your Address]
[City, State ZIP]
[Email Address] | [Phone Number]
[Employee]
[Organization]
[Address]
[City, State ZIP]
Subject: Acceptance of Retirement Notice
Dear [Employee],
This letter formally records the following retirement matter: We acknowledge and accept your retirement notice with a final working date of [date].
Before acting on this letter, please verify the names, dates, amounts, reference numbers, and policy or agreement that applies. Helpful supporting records may include the retirement notice and exit checklist. I have tried to keep the request limited to information relevant to the decision.
Please complete the listed exit, benefit, handover, and property-return steps. I would appreciate a written response by [date] so the matter can be completed without unnecessary delay. Thank you for your consideration.
Sincerely,
[Signature]
[Your Name]


17. Board Member Retirement
[Date]
[Your Name]
[Your Address]
[City, State ZIP]
[Email Address] | [Phone Number]
[Board Chair or Corporate Secretary]
[Organization]
[Address]
[City, State ZIP]
Subject: Retirement from Board Service
Dear [Board Chair or Corporate Secretary],
This letter concerns the following retirement matter: I am retiring from the board of [organization] effective [date].
The request should be considered against the applicable records and rules. Supporting material may include board records, governance documents, and handover notes. If any information differs from your records, please let me know so it can be corrected promptly.
I request that you record the retirement and arrange transfer of any board materials or responsibilities. If additional information is required, please identify it so I can respond promptly. I appreciate a written confirmation of the outcome.
Sincerely,
[Signature]
[Your Name]


18. Business Partner Retirement
[Date]
[Your Name]
[Your Address]
[City, State ZIP]
[Email Address] | [Phone Number]
[Business Partner or Partnership]
[Organization]
[Address]
[City, State ZIP]
Subject: Retirement from Partnership
Dear [Business Partner or Partnership],
I am writing regarding my retirement or the retirement transition described below: I intend to retire from active participation in [business/partnership] effective [date].
I have based this request on the information currently available and will provide reasonable supporting records if needed, including the partnership agreement and transition records. Please use the applicable policy, agreement, or procedure when reviewing the matter.
Kindly begin the agreed transition, valuation, and responsibility transfer process. Please confirm the outcome in writing and advise if any additional form, identification, approval, or supporting document is required.
Sincerely,
[Signature]
[Your Name]


19. Retirement Extension Request
[Date]
[Your Name]
[Your Address]
[City, State ZIP]
[Email Address] | [Phone Number]
[Manager or HR Department]
[Organization]
[Address]
[City, State ZIP]
Subject: Request to Extend Planned Retirement Date
Dear [Manager or HR Department],
Please accept this formal retirement-related notice: My current retirement date is [date], and I am requesting to continue through [new date] to support [transition/project/personal reason].
To avoid misunderstanding, please confirm all key facts before making the final decision. Relevant support may include the original retirement notice and business need for the extension, together with any form or authorization required by your organization.
I respectfully ask that you consider the revised date and confirm any effect on benefits or staffing plans. Please provide written confirmation or contact me if further information is needed. Thank you for your attention to this matter.
Sincerely,
[Signature]
[Your Name]


20. Retirement Handover Letter
[Date]
[Your Name]
[Your Address]
[City, State ZIP]
[Email Address] | [Phone Number]
[Successor, Manager, or Team]
[Organization]
[Address]
[City, State ZIP]
Subject: Retirement Handover Summary
Dear [Successor, Manager, or Team],
This letter formally records the following retirement matter: Before my retirement on [date], I am transferring responsibility for the listed projects, contacts, records, and recurring tasks.
Before acting on this letter, please verify the names, dates, amounts, reference numbers, and policy or agreement that applies. Helpful supporting records may include the project list, contact directory, deadlines, and file locations. I have tried to keep the request limited to information relevant to the decision.
Please review the handover and confirm any outstanding questions before my departure. I would appreciate a written response by [date] so the matter can be completed without unnecessary delay. Thank you for your consideration.
Sincerely,
[Signature]
[Your Name]
