SAMPLE RETIREMENT LETTER FOR TENURE-TRACK FACULTY
This letter shall be prepared on department/school letterhead and submitted to the appropriate chair/director for routing and approval (please do not submit directly to the president). The faculty member, chair/director, and dean must sign before forwarding to Faculty Advancement for processing. 

DATE

TO:

President Adela de la Torre
San Diego State University
VIA:

(NAME OF CHAIR OR DIRECTOR), Chair /Director

Name of Department/School

(NAME OF DEAN), Dean

College of (NAME OF COLLEGE)

Joanna Brooks, Associate Vice President

Office of Faculty Advancement and Student Success
FROM:
Professor (NAME OF TENURE-TRACK FACULTY EMPLOYEE)

(DEPARTMENT/SCHOOL)

Red ID: _________________________

This is to inform you of my intention to retire. My last day of work will be (DATE). My retirement effective date is (DATE).

