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Samuel Hart
[City, State]   ·   (000) 000-0000   ·   your.email@email.com


[Month Day, Year]
[Manager Name]
[Title]
[Company Name]
[Company Address]
Dear [Pastor Last Name / Church Board],
Please accept this letter as formal notice of my resignation from my role as [Position / Ministry Role] at [Church Name], effective [Last Day].
Serving this congregation has been a blessing to me and my family. I am deeply grateful for the fellowship, the trust, and the opportunity to serve alongside so many faithful people.
I care about leaving the ministry in good order: before my last day I will [complete scheduled commitments, prepare materials for a successor, help transition my responsibilities] — however is most helpful.
Thank you for your prayers, support, and leadership. I will hold this church family close, and I pray for its continued flourishing.
Sincerely,
Samuel Hart
