
Provisional Retirement Reply Letter

Subject: Retirement Letter Received

Dear [Employee Name],

We acknowledge receipt of your retirement letter dated [Date]. Your request will be reviewed

according to company procedures, and further instructions regarding your final working day,

benefits, and handover process will be communicated shortly.

Thank you for your service and contributions to [Company/Organization Name].

Sincerely,

[HR Manager Name]

[Position]
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