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

[Month Day, Year]
[Manager Name]
[Title]
[Company Name]
[Company Address]
Dear [Pastor Last Name / Fellow Elders],
Please accept this letter as formal notice of my resignation from my position of leadership as [Elder / Board Member / Ministry Leader] at [Church Name], effective [Date — or at the close of the current term].
Serving in leadership here has been one of the deep privileges of my life. I am grateful for the trust this congregation placed in me and for the faithful people I have served beside.
I am committed to a transition that serves the church: I will complete [current responsibilities], hand over records and plans in good order, and help prepare whoever steps into this role.
Thank you for your partnership in this work. My love for this church and its people continues, and you will find me serving gladly from the congregation.
Sincerely,
Eleanor Whitfield
