Metropolitan Transportation Authority
Police Department

Date: Wednesday January 7,2026
To: Thomas J. Taffe, Chief of Police
From: YourName Here, Rank - District#

Re: Retirement Memorandum

Chief,

I'm writing this memorandunto inform you of my intentionsto retire effective Wednesdaylanuary7, 2026.1
havethe following accruedime which | requesto be paiduponseparation.

Compensatory: 0 Hours
Chart: O Hours
KronosChart: O Hours
Personal 0 Hours
Vacation: 0 Hours
TotalHours O Hours

| havealsocompletedhefollowing formsregardingmy separatiorof service.
HR-HRIS-015TerminationProcessingnformationCheckList.
HR-BEN-073Separatiori-orm.

MTA Codeof Ethics - PostEmploymentRestrictions- Limited andLifetime Bars.

Exit Interview.
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I'm writing this memorandum to inform you of my intentions to retire effective Wednesday January 7, 2026. I have the following accrued time which I request to be paid upon separation.
 
Compensatory:         0 Hours
Chart:                           0 Hours
Kronos Chart:                  0 Hours
Personal                   0 Hours
Vacation:                  0 Hours
Total Hours                  0 Hours
 
I have also completed the following forms regarding my separation of service.
 
HR-HRIS-015 Termination Processing Information Check List.
 
HR-BEN-073 Separation Form.
 
MTA Code of Ethics  - Post Employment Restrictions  - Limited and Lifetime Bars.
 
Exit Interview. 
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