[Company name]
[Company address]

[Date]

[Employee name]
Employee ID: [Employee ID]

Subject: Relieving letter

Dear [Employee first name],

This is with reference to your resignation dated [Resignation date]. Your resignation has been accepted, and you are relieved of your duties as [Job title] in the [Department] team at the close of business on [Last working day].

We confirm that you have handed over your responsibilities and returned all company property. Your full and final settlement [has been paid / will be paid by Settlement date], as per company policy.

Your obligation to keep company information confidential continues after you leave, as set out in your appointment letter.

We thank you for your contribution to [Company name] and wish you well.

Yours sincerely,

[Signatory name]
[Signatory title]
[Company name]
