

Letter of Resignation from a Committee



Bethany T. Page
123 Broadway Street                                           
Suite 1
Columbus, OH 43266
Tel: (555)555-5555

To:
Angela G. Williams
PTA Committee Chairperson
ABC Middle School
123 Main Street
Columbus, OH 43266
May 1, 20XX

Dear Ms. Williams,

I am writing to tell you that I am resigning from my position as the events coordinator on the PTA Committee. As you know, I have recently given birth to my third child and this has caused my family to evaluate its priorities. Unfortunately, the demands of work and family mean that I no longer have the time to devote to coordinating events for the committee. I hope you understand. My last day as the events coordinator will be two weeks from now, May 15, 20XX.

I apologize for any inconvenience that this may cause to you. I would be happy to devote some time over the next two weeks to transferring my responsibilities over to a replacement coordinator. If you would like to discuss this with me further, I hope you will contact me at (555)555-5555 or [email] I look forward to hearing with you.

Serving on the PTA Committee has been a great experience and I am happy to have had the opportunity to work with so many wonderful people in planning these events for our children. Thank you for your cooperation and patience with me at this time.

Yours sincerely,

Bethany Page
Bethany T. Page
Event Coordinator
PTA Committee
