DATE:
To
[The Recipient]
[Designation]
[Company Name]
Dear Supervisor,
I am writing this letter as a formal request for payment clearance of my dues as I am resigning from my post as an [employee's designation] on date: [resignation date]. For evidence purposes, I have attached a copy of my resignation letter which justifies the due date and reasons for my departure.
For me to continue my new job, the authorities require a clearance letter so any chance of misconception can be eliminated. The letter must contain the evidence that my dues for this month on which I have served, are cleared. They need proof of bank transactions on which the amount is transferred.
[bookmark: _GoBack]I am working on the rest of my clearance procedures and filling the forms so they can be attested on time. I have cleared my work documents and now I am waiting for my dues to get cleared. I will be highly grateful if you will grant my request on an urgent basis, as my resignation date is approaching in a few days.
Thank you for the cooperation.
Sincerely,
[Your Name]
[Designation]
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