Date:
To
[The Recipient]
Re. Announcement of Catagory-A Retirement of Mrs. Emily Deia
Dear Employees, this letter has been written with the juxtaposition of two different emotions i.e., delightfulness and grief. We are equally glad and grieved to announce the retirement of Mrs. Emily Deia. Emily has been retired from work effective from [Date]. Emily is retired in category-A that is after the completion of a certain period in the office. The retirement of Emily is one of the biggest losses to the company’s internal structure as she is the one who had organized the structure of the company in such a perfect pattern and doubled our payroll.
Emily has been working here in our company since 2005. In 2005 Emily joined our company as an Assistant Administrator. She was upgraded to the destination of Assistant Manager of the company for her management skills and perfect methodologies in various areas of working in 2007. Later, she was promoted to the rank of ST-10 as a General Manager in 2011. 
Working as Assistant Manager, she had several additional charges as the vigilance of general finance in proposals of V-102. She has also worked in Human Resources in the replacement of Mr. Joe who was on study leave for three months. She has been an asset to the company and adroit in whatever she does. She is one of the most vibrant and energetic employees. She has the best communication skills and possesses high competency.
She is going to be retired on [DATE] on the policies of Catagory-A of the Company Retirement Plans. According to Catagory-A, an employee can be retired after completing fifteen years of working with certain benefits from the social welfare and private sector. According to this category, an employee can take retirement with certain benefits after completing fifteen years of working or more. Benefits would be given according to the Company Retirement Plan (category A) of the Federal Private Capacity Law of Retirement.
Having Emily is like having a canopy on the company as she is creative and innovative in her ideas along with high professional and problem-solving skills. We are looking forward to paying her honor by throwing a farewell party in the office on [DATE]. All of you are requested to present ideas for the farewell. Thank you.
Regards
Stephen Hall
Managing Director (MD)
SED Finance and Social Corporate
N-311, Sector C-12, Edward Ave
Boston, CA
USA
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