DATE:
RE. ANNOUNCEMENT OF MR. REGAL’S RETIREMENT IN CAT-B
Dear Clients, 
This letter has been drafted to inform the retirement of Mr. Regal from his designation of General Manager and Consultant of SAMS Industry PVT. LTD, Boston. Mr. Regal has decided to take retirement as he completes his career of 21 years of working on [DATE]. He has decided to get his retirement in category B as of the completion of 21 years of working. He plans to not work in further extension and wants to freelance.
Mr. Regal is one of the finest men in the industry and possesses a high-quality image in everyone’s mind. He is the favorite of every client, customer, and colleague. His kind and amiable nature make him popular and encompass the industry. Our industry has seen many years of trials and turmoil as we all do in businesses, the one face who was positive and hopeful was Mr. Regals. He keeps the credit of being a co-founder of the industry. In the wake of Covid-19, the way Mr. Regal steered the business in an appreciable and commendable approach.
Thus, it is to inform all of you to collect your pendant or communicate with the Department of Human Resources in this regard. The retirement of Mr. Regal will be effected from [DATE]. From [DATE], our newly appointed General Manager and Consultant, Mr. Chandler shall assume the charge.
We would like to invite you all to the farewell party of Mr. Regal. He would be surprised and delighted to see his clients attending the party bidding him farewell. We shall communicate the party details after having acknowledgments to this letter from you. You can call us at +[X] for details.
Regards
Andrew Greene
Assistant Manager
SAMS Industry Pvt. Ltd.
32-D Sector 11-R, Township,
San Francisco, CA
USA
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