To,
The Manager
[Name Of the Company]
[Name Of the Address]
Subject: Request for Issuance of Relieving Letter
Dear HR Manager,
I hope you are doing well. I resigned from my position as a [Your Designation] and completed my notice period. My last working day was [Date].
I kindly request you to issue my relieving letter at your earliest convenience, as it is required for my future employment process.
Thank you for your assistance.
Yours sincerely,
[Your Name]
[Employee ID]
