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Relieving Letter — English Blank
Company letterhead placeholder - fill by hand

2. Relieving Letter (English)

Blank sample for employer/HR use — not an official company document by itself.

[ Company / Organisation Name ]

Address: Phone:

Ref No.: Date:

RELIEVING LETTER

To, / To whom it may concern

This is to certify that Mr./Ms. (Emp./ID: ) was employed with us as
Designation: in the Department of from

He/She has been relieved from duties with effect from (last working day), after resignation / completion of

notice period dated

There are no dues outstanding towards the organisation (or dues note: ). Company

assets / ID / laptop returned: Yes / No (remarks: ).

We wish him/her success ahead. This letter is issued upon request.

Place: Authorised Signatory
Company seal:

Name - Designation - HR / Manager
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