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RELIEVING LETTER
Also Known as: Experience Letter / Service Certificate


[Date]

TO WHOM IT MAY CONCERN

RE: RELIEVING OF EMPLOYMENT — [EMPLOYEE FULL NAME]

This is to certify that [Employee Full Name] (NRIC/FIN: ____________) has been employed with [Company Name] from [Start Date] to [Last Working Date].

EMPLOYMENT SUMMARY
	Employee Full Name
	[Name]


	NRIC / FIN
	[SxxxxxxxxX]


	Job Title (Last Held)
	[Position]


	Department
	[Department]


	Date of Joining
	[DD Month YYYY]


	Last Working Date
	[DD Month YYYY]


	Total Years of Service
	[X years X months]


	Reason for Leaving
	[ ] Resignation   [ ] Retrenchment   [ ] Contract Expiry   [ ] Mutual Agreement   [ ] Other



[Employee Name] has been relieved of all duties and responsibilities as of [Last Working Date]. All company property, assets, and access have been returned and revoked.

We certify that during their tenure, [Employee Name] demonstrated [describe performance: professionalism, dedication, etc.]. We wish them every success in their future endeavours.

This letter is issued in good faith upon the employee's request for future employment or reference purposes.

Yours faithfully,



_________________________
[Authorised Signatory Name]
[Job Title — HR Manager / Director]
[Company Name]
[Company Stamp / Seal]
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