
{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 was sad to receive your {resignation/retirement} letter on {date}. As you plan to leave {school name} on {leaving date}, I, for one, will be sad to see you go. You have been a {mention the teacher's positive qualities}, and you will be greatly missed. 
The {duration} you have taught at {school name} have marked {briefly describe the teacher’s impact}. The school and I are grateful for {mention their most successful project}, which allowed us to {mention the project's impact}.
I wish you all the best in your future endeavors and welcome you to contact us at {contact information} if you ever need any assistance.
Best wishes. 

Sincerely,
{Your Name}
{Job Title}

