Date:
To
[The Recipient]
[Business Name]
Dear [Recipient Name],
I am writing this letter to announce my retirement. I served my thirty years of hard work and efforts in this XYZ Company. I started my early work from this company and now I become a successful businessman. But it’s time to take a break from work and spending the remaining life with my family and friends. 
I learned a lot of things and gain experiences. I worked very hard for the development and progress of the company. My team members and workers always support me in my hard times. They always appreciate my hard work and efforts. We spent a very good time together. I had a lot of beautiful memories with you. I will always remember your support and love for me. 
It is quoted by someone that “Saying goodbye is the hardest thing in life”. It is very hard for me to say goodbye as well, but I hope that this company gets more success in the future. All of my team members and employees are hard workers, and they all have a great determination for their work. 
I take my retirement from tomorrow and Mr. XYZ will be working on my position from onwards. He is a very hardworking personality also puts a lot of effort into the betterment of the XYZ Company. I hope you all get comfortable with him and values his orders. I wish you all good luck in the future. Goodbye. 
Regards,
[Your Name]
[Designation]
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