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

	Date:
	[Date]

	Employee ID:
	[Employee ID]



To,
[Employee Name]
[Employee Address]
Subject: Relieving Letter
Dear [Employee Name],

This refers to your resignation dated [Date of Resignation], which was accepted by the company. You are relieved from the services of [Company Name] with effect from the close of business on [Last Working Day].
Your employment details are as follows:
Date of Joining: [Date of Joining]
Last Working Day: [Last Working Day]
Designation at Exit: [Designation]
Department / Practice: [Department]
We confirm that you have completed knowledge transfer and handover of your project responsibilities, returned company and client assets including your laptop, ID card and security tokens, and that your access to company and client systems has been deactivated. Your full and final settlement [has been completed / will be processed as per policy].
Please note that your obligations relating to confidentiality of company and client information, intellectual property and non-solicitation, as set out in your appointment letter and Non-Disclosure Agreement, continue after your separation.
For any verification, please contact [HR Name] at [HR Email].

We thank you for your contributions and wish you the very best in your career.

Yours sincerely,

	______________________________
For [Company Name]
[Authorised Signatory]
Human Resources
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