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To,

January 25, 2012

Personnel Manager
Pearl Solutions

Dear Sir,

Subject: Retirement

I would like to inform you that I am due for retirement on the 31st of this month. My name is Percy Jackson and I am working as the Senior Sales Coordinator in the company.
I joined the company in 1989 and have put in 22 years of service. I thank the management and colleagues for giving me a chance to be part of this great firm. I have many fond memories during my long and successful stay in this wonderful company.

I request you to process my retirement papers so as to enable me to receive my retirement benefits and complete all the formalities at the earliest. 
Thanking you.
Sincerely, 
Percy Jackson 
Senior Sales Coordinator
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