
{Date}

{Teacher's Name}
{School Name}
{School Address}
{City, State, Zip Code}

Re: Farewell and Best Wishes

Dear {Mr./Mrs./Ms. Teacher's Last Name},
I am the parent to {child’s name}, who is in your {class name} class. I recently received news from {mention source of information} that you will be leaving {school name} and I, for one, are sad to see you go. You have been a {mention the teacher's positive qualities}, and you will be greatly missed. 
In the {duration} that you have taught my {son/daughter}, you have been {mention the teacher's impact on your child}. I am grateful for {mention something the teacher did for your child that you appreciate}.
As you leave, I wish you nothing but the best in your future endeavors. 

Sincerely,
{Your Name}

