This is just a template please change the wording to suit your needs.
July 1, 2009
Dr. Michael Priddy
NC Teaching Fellows Commission

3739 National Drive, Suite 100

Raleigh, NC 27612

Dear Dr. Priddy:

My name is (fill in your name) and I am a (fill in your class) Teaching Fellow at the University of North Carolina at Pembroke.  I am requesting removal from the Teaching Fellows Program, exemption from the admission to Teacher Education requirement, exemption from the credit hour requirement, Academic Probation due to low GPA, etc please state what you are requesting.  In this next sentence please discuss what you are doing to correct the situation and when you anticipate being in good standing.
Sincerely,

Your Name

