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Introduction

When we are working in an organization, it becomes very difficult for us to leave the same when
retirement comes. This is because apart from professional relationship, we also develop a personal
and emotional bonding with our team members. The objective of writing a retirement appreciation
letter is to appreciate the person who is retiring from his work for all his good deeds and his
contribution in taking the organization to greater heights of success. By doing so, we are making him

feel special.
Retirement Appreciation Letter Tips

Following points should be considered for writing an effective retirement appreciation letter:

e Firstly it is vital to write the appreciation letter with respect and sincerity as the person

retiring is the senior most employee of the organization.
* Itis worthwhile to mention his contributions and achievements in the letter.
* Tone of the letter should carry a warmth and leave a personal touch, though being formal
* Letter should be brief and concise

* Once you are through writing the letter, please recheck the same for some amendments, if

needed.
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Sample Retirement Appreciation Letter

To,

Mr. Peter Walter

Senior Accounts Manager

Scott International

Atlanta

Date (Date on which letter is written)
From,

Edward Samuel

General Manager

Scott International

Sub: Retirement appreciation letter
Dear Mr. Walter,

It is really getting tough for me to write this letter on your retirement. Your 40 years tenure with the
company is now about to end but you will always remain special for us. You have served the
organization with sheer dedication and honesty. The way you have handled the accounts department
is commendable. All the staff members respect you a lot for your timely support as and when needed
by them.

| am really grateful to you for your contribution in the organization and have no words to appreciate
your sincerity with us. | am really feeling sad from within as you are leaving, but it is a saying that “the
show must go on”.

| wish you all the best for your future endeavors.
Thanking you,
Yours sincerely’

Edward Samuel
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Retirement Appreciation Letter Template

To,

Date (Date on which letter is written)

From,

Sub:

Dear Mr. (Name of the person),

It is getting very tough for me to write this letter on your retirement. You have served
(Name of the organization) for (Time period) years with sheer dedication and taken it to

greater heights. My eyes are wet while writing this letter to you.

It is worthwhile to mention that you are an excellent team player and handled each and every

situation with positive attitude and maintained the discipline of the company.

| wish you all the best for your future endeavors.

Yours sincerely’
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Disclaimer

The author and publisher of this Ebook and the accompanying materials have used their best efforts in preparing this Ebook. The author and publisher
make no representation or warranties with respect to the accuracy, applicability, fitness, or completeness of the contents of this Ebook. The information
contained in this Ebook is strictly for educational purposes. Therefore, if you wish to apply ideas contained in this Ebook, you are taking full responsibility

for your actions.

The author and publisher disclaim any warranties (express or implied), merchantability, or fitness for any particular purpose. The author and publisher
shall in no event be held liable to any party for any direct, indirect, punitive, special, incidental or other consequential damages arising directly or

indirectly from any use of this material, which is provided “as is”, and without warranties.
The author and publisher do not warrant the performance, effectiveness or applicability of any sites listed or linked to in this Ebook.
All links are for information purposes only and are not warranted for content, accuracy or any other implied or explicit purpose.

No part of this may be copied, sold, or used in any way other than what is outlined within this Ebook under any circumstances without express

permission from www.letters.org
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