
Preliminary Retirement Email

Subject: Preliminary Retirement Notification

Dear [Employee Name],

We understand that you are considering retirement in the near future. This email serves as a

preliminary acknowledgment of your retirement plans. We encourage you to discuss with HR to

finalize details and any benefits entitlement.

Thank you for your continued contributions, and we look forward to assisting you during this

transition.

Best regards,

[HR Team]

Get more templates here: 

https://www.lettersandtemplates.com/letters/retirement-letter-from-employer-to-employee


