{Date}

{Class Name}

{School/Institution Name}

{School/Institution Address}

{City, State, Zip Code}

Dear {Class Name},

I have been extremely fortunate to be your {subject/course name} for the past {duration}. While I have enjoyed my time mentoring, teaching, and guiding you, all good things must come to an end. I am writing to inform you that I will be leaving {school/institution/class name} on {departure date}. 

Throughout my time as your teacher, I have enjoyed support and commitment from every one of you. I am incredibly grateful for the {mention the student’s positive qualities}. You have taught me to {insert lesson you learned from your students}.

As I leave, I am confident that you will continue to {insert positive wishes}. I urge you to give my replacement, {Mr./Mrs./Ms. Name}, an easy time as they transition into the class.

Keep reaching for the skies and giving everything your very best. 

Best wishes.

{Your Name}

