[Company Logo]   [Company Name]
SEPARATION LETTER
	Ref. No.:
	[Reference Number]

	Date:
	[Date]



To,
[Employee Name]
[Designation], [Department]
Employee ID: [Employee ID]
[Employee Address]
Subject: Separation from Employment
Dear [Employee Name],
This letter confirms that your employment with [Company Name] will end with effect from [Last Working Day] on account of [Separation Type: mutual separation / completion of fixed-term contract / redundancy of role following restructuring / resignation], with reference to [discussion / letter] dated [Date].
Notice period: Your notice period of [Notice Period] has been [served in full / paid in lieu / waived by mutual agreement].
Your full and final settlement will include the following, as applicable, subject to statutory deductions:
1. Salary for days worked up to the last working day
1. Encashment of eligible earned leave as per policy
1. Statutory bonus, if eligible, and any variable pay due as per policy
1. Gratuity, where you have completed five or more years of continuous service
1. Separation amount of [Amount] as agreed in the separation agreement dated [Date], if applicable
1. Recovery of outstanding advances or dues, if any
The settlement will be paid within [number] days of your last working day, subject to completion of exit clearance. Please return all company property, documents and data by [Last Working Day]. Your obligations of confidentiality under your appointment letter continue after separation.
Your relieving letter and experience letter will be issued after clearance. We thank you for your contribution and wish you well.
Yours sincerely,

	______________________________
For [Company Name]
[Authorised Signatory]
[Designation]
	______________________________
Received by
[Employee Name]
Date: [Date]
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