{date}
{recipient name}
I would like to inform you that I am retiring from my position, effective {your last day at work}. {Use this space to offer further details about your retirement, if desired}
I have enjoyed my time at {company name}, and I am grateful for the opportunities I have been given here. {Use this space to talk about some positive experiences or a positive thing about the job.}
Although I am eager to retire, I will miss {company name} {and my team}.
If I can be of any assistance, please let me know. I am happy to provide any assistance required in training my successor and ensuring a smooth transition.
Sincerely,
{your signature}
{your name}
{contact details, such as email, if desired}

