[Company Logo]   [Company Name]
LAST WORKING DAY CONFIRMATION
Subject: Confirmation of Your Last Working Day – [Employee Name], [Last Working Day]
To: [Employee Name] <[Employee Email]>
Cc: [Reporting Manager]
From: [HR Name], Human Resources
Dear [Employee Name],
This is to confirm that your last working day with [Company Name] is [Last Working Day]. To help the day go smoothly, please follow the schedule below.
	Time
	Activity
	With

	[10:00 AM]
	Final handover review
	[Reporting Manager]

	[12:00 PM]
	Return laptop, charger, data card and accessories
	IT Helpdesk

	[2:00 PM]
	Return ID card, access card, locker key, and other items
	Admin

	[3:00 PM]
	Exit interview
	[HR Name]

	[4:00 PM]
	Submit signed exit clearance form
	HR



Your company email and system access will be deactivated at [Time] on [Last Working Day]. Before then, please share your personal email address and mobile number with HR, and set up an out-of-office reply naming [Successor Name] as the contact.
After your exit:
1. Your relieving letter and experience letter will be emailed to your personal address within [number] working days of clearance.
1. Your full and final settlement will be processed within [number] days as per policy, and the statement will be shared with you.
1. Form 16 for the current financial year will be issued as per the usual schedule.
1. For PF, you can transfer your balance to your new employer using your UAN [UAN] on the EPFO portal.
If you are working remotely, please courier the assets to [Company Address] by [Date] and share the tracking number with [HR Email].
Thank you for your contribution. We wish you all the best.

	______________________________
Regards,
[HR Name]
Human Resources, [Company Name]
[HR Phone]
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