Full and Final Settlement Letter
[Company Letterhead]
Date: [DD/MM/YYYY]
To,
[Employee Name]
[Employee ID / Department]
Subject: Full and Final Settlement
Dear [Employee Name],
This letter confirms that your employment with [Company Name] comes to an end on [Last Working Day]. Based on our records, your full and final settlement breaks down as follows:
1. Salary (up to [Last Working Day]): Rs. [Amount]
1. Leave Encashment: Rs. [Amount]
1. Bonus/Incentives: Rs. [Amount]
1. Reimbursements: Rs. [Amount]
1. Deductions (Loans/Advances): Rs. [Amount]
1. Net Payable Amount: Rs. [Amount]
Please confirm receipt of the above. This settlement closes out all financial obligations [Company Name] has toward you.
Best Regards,
[HR Name]
[Designation]
[Company Name]
