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[Your Name]
[Your Address]
[City, State, ZIP Code]
[Email Address]
[Phone Number]
[Date]

[Supervisor's Name]
[Company/Organization Name]
[Company Address]
[City, State, ZIP Code]

Dear [Supervisor's Name],

I am writing to formally resign from my position as [Your Job Title] at [Company/Organization Name], effective [Last Working Day, e.g., April 30, 2025]. My decision to resign is based on [brief reason, if desired, e.g., personal reasons, new opportunity, etc.].

Please note that I [am/am not] leaving state service. [If applicable, provide any additional details about your future plans or contact information. If you are not leaving state service, please let us know the agency and the start date so we can make accurate entries in Workday].
Thank you for your understanding and support. 

Sincerely,

[Your Name]

222 Miller Hall; Box 353600; Seattle, Washington 98195-3600

206-543-5390; Fax: 206-685-1713

Website: http://education.washington.edu/

