
 

Ref.:   Date:  

 

Subject: Relieving letter

Dear   ,

We confirm that your resignation has been accepted and that you are relieved from your duties as
   of    with effect from the close of working hours on
  .

Your full and final settlement has been completed, and no dues are outstanding from either side.

You have handed over all company property, documents and information that were in your possession.

We thank you for your contribution and wish you every success in your future endeavours.

Yours sincerely,
For  

 


