
Month Day, Year


John Doe

105 Belle Fountaine Ct

Portsmouth, RI  02871

Dear Mr. Doe, 

This letter represents formal notice that The School Name has accepted your letter of resignation of employment effective Month Day, Year.  

Your final pay will be direct deposited on Month Day, Year.

Please refer to your signed offer letter that information you obtain while employed with The School Name is confidential and proprietary to The School Name or to its affiliated schools including, but not limited to, any trade secret, any financial, educational, fundraising, student, and/or personnel files, records and/or information (collectively “Confidential Information”), and that disclosure of any Confidential Information would cause irreparable harm to The School Name and its students.  You agree not to communicate, divulge, or disclose to any other person, firm, or entity or use for your own benefit or purposes, any Confidential Information, except as required by law or court order or expressly authorized in advance in writing by The School Name.  

Your benefits will end on Month Day, Year. You will receive information on continuing your benefits from our COBRA administrators.

We would appreciate your willingness to take some time and thoughtfully complete the exit interview form that is enclosed. Through your feedback, you will provide The School Name with valuable information that will give us insight into current policies, practices and culture of the organization and help us grow.   

If you have questions regarding this letter, please contact me at 555-555-5555.

Sincerely,

Human Resources Director

