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Template for Completing Your Retirement Letter.


TO: [Immediate Supervisor Name] FROM: [Your Full Legal Name] DATE: [Month Day, Year] SUBJECT: Notice of Retirement
Please be advised that I am submitting my irrevocable resignation for purposes of retirement from Farmingdale State College effective at the beginning of business on [Retirement Date].
I appreciate the opportunities and experiences I have had during my employment and thank you for your support throughout my career.
Regards,



Handwritten Signature Required [Your Full Legal Name]
CC: Human Resources |[Supervisor]
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