DATE:
[Company Name] 
[Address, City, STATE, Zip]
[Contact]
[Website]

To whom it may concern,
This letter is intended to inform you about the clearance update of Mr. [Employee Name] regarding his resignation from this company [Company name] on date: [Resignation date]. 
[bookmark: _GoBack]The tenure of our former employee in this company served a great pleasure to our team members. He has been working with proficiency and decency in all these years. However, upon his request for the payment clearance letter, the Human Resource Department is in process with all the clearance procedures.
The payment dues of Mr. [Name] are cleared for the days he has served before resigning. He was paid [payment amount] per month as a [employee designation] from our company. As per his departure, he is paid according to the number of days served before the resignation date. We have provided the payment through bank transaction in the account number [employee account number] of bank [bank name].
We hereby wish all the best to our former employee for his new journey ahead. Please be waited for the rest of the procedures regarding the clearance forms and keep in touch with the HR team. For any query, feel free to contact me at [contact information].
Yours Sincerely,
[Your Name]
[Company Name]
[Designation]
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