FORMAT OF RELIEVING LETTER 



Date:______________ 

To, 
Name of Employee 
Code of Employee 

Dear ______________ 

Subject: Relieving Order 

This is to acknowledge the receipt of your resignation letter dated ___________ 

While accepting the same, we thank you very much for the close association you had with us during the tenure from _________ to ______. 

You have been relieved from your service with effect from the closing working hours of ___________________ 

We wish you all the best in your future career. 

Yours Sincerely, 


For ________________ 




FORMAT OF EXPERIENCE LETTER 

Date: _____________ 


To whom so ever it may concern 


This is to certify that ______________ has worked with us from ________ to _____________ and was designated as _________ at the time of his leaving the organization. 

During his above tenure we found him to be regular, honest and diligent in his duties and responsibilities. 

This is also to certify that _______________ holds no liabilities towards the company. 

We wish him all success in his future endeavor. 

Yours Sincerely, 
For ________________
