
	Morgan Reed
[Your Profession]   ·   [City, State]   ·   (000) 000-0000   ·   your.email@email.com



[Month Day, Year]
[Manager Name]
[Title]
[Company Name]
[Company Address]
Dear [Principal Last Name],
Please accept this letter as formal notice of my resignation from my position as [Grade/Subject] teacher at [School Name], effective [Last Day — commonly the end of the current term or school year].
Teaching at [School Name] has been a privilege. I am grateful for my students, my colleagues, and the support this community has shown me.
Between now and my last day I will keep my classroom on track: finishing the term’s instruction, completing grades and records, and preparing materials so my successor can pick up cleanly — [lesson plans, seating charts, IEP notes].
Thank you for your leadership and for the opportunity to serve this school. I wish you, the staff, and the students every success.
Sincerely,
Morgan Reed
