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Date: {{Today’s.Date}}

To,
{{Employee.Name}}

Subject: Relieving Letter

Dear {{Employee.Name}},

This is to confirm that you have been relieved from your position as {{Employee.Designation}} in the {{Employee.Department}} department at {{Company.OrganisationName}}, effective {{Employee.ExitDate}}.

You joined the organisation on {{Employee.DateOfJoining}} and have completed all necessary formalities and handover obligations as required.

We appreciate your contributions during your tenure and wish you every success in your future endeavours.


For {{Company.OrganisationName}},


___________________________
Authorised Signatory





{{Company.Address}} 
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