SAMPLE RETIREMENT LETTER

<insert date>

 Bonnie Evans,

Superintendent of Human Resources,

Upper Grand District School Board,

500 Victoria Road North,

Guelph, ON N1E 6K2

Dear Bonnie Evans:

Please accept this as my resignation for retirement effective <fill in date>

Would you please see that all the necessary information is faxed to the 

Teacher Pension Plan Board with copies to me?

I am aware that the retirement gratuity is available and wish to have the 

payment made on <fill in date>. I would like the gratuity rolled into an RRSP 

with <fill in Name of Company>.

Thank you for your attention to these matters.

Yours truly,

<fill in your name>

<school>

pc. <Your Principal>

      < Your Department Head>

      Gail Sanye, President Teachers Bargaining Unit

