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                                          Announcement of Retirement

Contact [Contact details]

Time -

Headline –

Dateline – Date & Place of News Origin

[Company name] unhappily announces the retirement of [employee who is retiring] after [during of service] of exceptional service as [post of the person].


 - [State here the remarkable qualities of the person] -


[Person’s name] is retiring on [date]. 
If you need any kind of information from him/her, you may contact him/her at – [no. here]
Regards,

[Name]

[Designation]

[Company Name]
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