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Supervisor’s Name 
California Elementary School,
980 Fifth Street
180 Drive, CA 10036
Dear Mr. Supervisor,
RE: LETTER OF RESIGNATION
Please accept this letter as a notice that I will be resigning from my current position here in this school two weeks from today’s date. My last day at service would be on 1st October this year. I am glad to have had the opportunity to be part of this organization over the past year. I am grateful for the support I received while working at this institution, and I sincerely appreciate all the valuable experiences I have gained over time.
Sincerely it has been a pleasure working with you and your team.

To ease the transition, please let me if there is any help I can offer to make it as smooth as possible. However, to ensure continued functioning after my departure, I will be available to train my replacement if needed.
Once again, thank you for working in this organization, and I wish your staff all the best, and I look forward to staying in touch.  
Sincerely 
Miss. Christine 
