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[Date]
[Recipient’s Name]
University of Mary Washington 
Department/Building
1301 College Avenue 
Fredericksburg, VA  22401		

Dear [			]:

Please accept this letter as my formal resignation as [Title] from the University of Mary Washington, effective [Date].  I am leaving my position due to [reason – examples include moving out of town, another career opportunity, admission to graduate school, retirement, etc.].

[bookmark: _GoBack]Sincerely,



[Your Name]
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