[ON COMPANY LETTERHEAD]
EMPLOYEE RELIEVING LETTER
Date: _______________
To,
Mr./Ms. [Employee's Full Name]
Employee ID: ___________
Designation: ____________
Department: _____________
Address: _____________________________________________
Subject: Relieving Letter
Dear Mr./Ms. _____,
This is to formally acknowledge the receipt of your resignation letter dated __________, wherein you had requested to be relieved from your duties as a [Designation] with [Company Name].
We hereby confirm that your resignation has been accepted, and you are being relieved from the services of the company with effect from________, after serving the notice period as per the terms and conditions of your employment agreement.
We further confirm that:
1. FINAL CLEARANCE
You have completed all required handover formalities and have been cleared by the relevant departments including IT, HR, and Finance.
2. DUES AND SETTLEMENT
Your full and final settlement will be processed as per company policy, subject to submission of all company assets, dues, and documentation, if any.
3. CONDUCT DURING EMPLOYMENT
During your tenure with [Company Name], from _______ to ________, your performance and conduct were found to be satisfactory.
4. CONFIDENTIALITY OBLIGATIONS
Please be reminded that you remain bound by the confidentiality and non-disclosure clauses agreed to during your employment, even after cessation of your employment.
5. EXPERIENCE CERTIFICATE
A separate experience certificate shall be issued upon request, highlighting your role, duration, and contributions during your employment.
We thank you for your contributions to the organization and wish you success in your future endeavors.
Warm regards,
For [Company Name]
(Signature)
[Authorized Signatory’s Name]
Designation
Company Name
Address
Phone / Email

