To:

Mr /Ms ……………………………….

Chairman & Managing Director
……………………………(Name of Company)

Dear Mr/Ms ………………………

Sub: My retirement with effect from……..(Date)

Ref: Your Letter No……….Dated………..

I am retiring on superannuation with effect from………..(Date) on attaining the age of 58 years. I recall with nostalgia my happy and memorable times in the service of the Company for the past 35 years. I started my career with the Company as a Junior Manager and have retired in the position of General Manager thanks to the support, trust and confidence reposed in me by the Management.

I would like to express my appreciation and gratitude to my superiors and colleagues for their sound advice and co-operation which have been invaluable for my development in the Company.

I wish the Company many laurels and business successes in times to come and convey my best wishes to my colleagues and their families.

Yours sincerely,

