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RELIEVING LETTER
Date: [date]
Dear [Name],
Reference your resignation letter dated [date].
1. Acceptance. Your resignation from the post of [designation] has been accepted and you are relieved from the services of the Company at the close of business on [last working date].
2. Settlement. Your full and final settlement of Rs. [amount] will be paid by [date] after adjusting notice shortfall, advances and recoverables, if any.
3. Handover. We confirm that you have handed over all Company assets and documents, and that no dues are pending from your side except as stated.
4. Continuing obligations. Your confidentiality obligations continue after relieving.

	HR / Authorised signatory

	Signature: ____________

	Name / Date: ____________


Placeholders in [square brackets] must be replaced. Remove this note only after professional review.




