Date
Manager
Department
California State University, Fresno
Dear Manager,
I am writing to inform you that I am retiring from Fresno State from my position as <position> in <department> effective _______________.   My last day physically at work will be ____________________.
<If applicable>

I would like to request vacation beginning_______________.
Feel free to make any additional comments or appropriate personal statements here.  
(For Example:  Thank you for the opportunities provided to me during my employment at California State University, Fresno).

Sincerely,

<Your Name>
C:  
Appropriate Administrator


Sarah Confer, Human Resources Analyst - Benefits  
