[Company name]
[Registered address] · [Phone or email]
Ref: [Reference number]
Date: [Date of issue, the last working day]
[Employee's full name]
[Employee code]
[Address]
Subject: Relieving letter
Dear [First name],
This refers to your resignation dated [date]. We have accepted it, and you are relieved from the services of [Company name] at the close of business on [last working day].
Your exit
	Designation
	[Designation], [Department]

	Date of joining
	[Date]

	Resignation received
	[Date]

	Notice period
	[Days]; [served in full / waived / partly served, with the balance (paid in lieu of notice / waived)]

	Last working day
	[Date]

	Full and final settlement
	[Paid on (date) / Due by (date)]; statement enclosed



Your experience letter is enclosed.
[Optional: any obligation in your appointment letter that continues after you leave, such as confidentiality.]
With best wishes,
[Name of the signatory]
[Designation], for [Company name]
