	How to use this template (delete this box before sending)
•  Two letters: a relieving letter (page 1) and an experience letter (page 2). Most employees need both.
•  Issue them on the last working day, or as soon as the handover is complete.
•  Keep the experience letter factual. If you add an assessment, it must be one you can stand behind.
•  For reference only, not legal advice. Laws and your own policies may differ: check the final document with your HR, payroll or legal advisor.



[Company logo / letterhead]
[Date]
[Employee full name]
Employee ID: [ID]
Subject: Relieving letter
Dear [First name],
This is to confirm that your resignation dated [date of resignation] has been accepted, and you are relieved from your duties at [Company name] with effect from the close of business on [last working day].
We confirm that you have handed over your responsibilities and company property, and that your full and final settlement [has been completed / will be paid on or before [date]].
We thank you for your contribution and wish you the very best.

For [Company name]

______________________
[Name]
[Designation]


[Company logo / letterhead]
[Date]
TO WHOMSOEVER IT MAY CONCERN
Subject: Experience certificate
This is to certify that [Employee full name] worked with [Company name] from [date of joining] to [last working day].
At the time of leaving, [he / she / they] held the position of [Designation] in the [Department] team, and [his / her / their] responsibilities included:
[Responsibility 1]
[Responsibility 2]
[Responsibility 3]
[Optional: During [his / her / their] time with us, [First name] [one specific, factual strength].]
We wish [him / her / them] every success.

For [Company name]

______________________
[Name]
[Designation]
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