
Eleanor Whitfield
[City, State]   ·   (000) 000-0000   ·   your.email@email.com   ·   in/yourname

[Month Day, Year]
[Manager Name]
[Title]
[Company Name]
[Company Address]
Dear [Board Chair Name],
Please accept this letter as formal notice of my resignation from the Board of Directors of [Organization Name], effective [Date — or upon the appointment of my successor, per our bylaws].
It has been a privilege to serve this organization and its mission. I am proud of what the board has accomplished during my tenure — [one initiative or milestone you are glad to name].
To support an orderly transition I will [complete current committee work, hand over records and files, brief my successor], and I am glad to assist the Governance Committee as it fills the seat.
Thank you to you and my fellow directors for the collaboration and trust. My commitment to [Organization Name]’s mission continues, and I wish the board every success.
Sincerely,
Eleanor Whitfield
