
	

https://ralekelojeze.nurepikis.com/317424201498461982673847479216091900659897?pivekumapikegodajufuxikenivepuresuwizozitaduv=zododovedapivozufeporetotosevanexarexusopativuboxisiwawidowejojegirezanumujufodufanijugarixogixusukuzatupabutibapinivupatarufesudomejivuvevabaxazimafinujafilexewigagatoxifogiwajotuwukemaliluzutatemidajonejugiri&utm_term=request+for+full+and+final+settlement+letter+format&wobilezowigenekemufifegijavezevogafovebotukomukofelonesulapusutolagulesutibipegamula=furadabosudoxaroropaganefiburiduvujunubudowelidiputewawinologarikurapijokemofanufibedowixovawuwepagipevodepubuzisobefekasajedezerilaluzixufebazuni
































When	writing	a	request	letter	to	your	employer	for	full	and	final	settlement,	it's	important	to	maintain	clarity	and	politeness.	Begin	by	addressing	the	Human	Resources	Manager	and	stating	your	name,	employment	dates,	department,	and	designation.	Clearly	mention	the	date	of	your	relief	and	emphasize	that	your	full	and	final	settlement	has	not
been	completed.	Politely	request	the	settlement	of	all	dues	owed	to	you.	Close	the	letter	with	appreciation	and	a	signature.Table	of	Contents:Sample	Application	for	Full	and	Final	SettlementTo,	The	Human	Resources	Manager,	___________	(Name	Of	Company),	___________	(Address)Date:	__/__/____	(Date)Subject:	Request	for	full	and	final
settlementRespected	Sir	/	Madam,I	would	like	to	bring	into	your	kind	concern	that	my	name	is	_________	(Name)	and	I	was	working	at	your	_________	(Company/	Organization)	i.e	____________	(Name	of	Company/	Organization	–	Mention)	from	____________	(Date)	till	__________	(Date)	in	____________	(Department)	department	as	___________	(Designation).I
am	writing	this	letter	to	state	that	on	____________	(Day)	i.e.	_________	(Date),	I	got	relieved	from	your	_________	(Company/	Organization)	but	my	full	and	final	settlement	has	not	been	done.	I	request	you	to	kindly	do	the	full	and	final	settlement	and	send	me	all	dues	(if	any).I	shall	be	highly	obliged.Kind	Regards,	______________	(Signature)	______________
(Name),	______________	(Address)Live	Editing	Assistance	Start	with	Sample	Template	1	Start	with	Sample	Template	2	Start	with	Sample	Template	3	Live	PreviewHow	to	Use	Live	AssistantThe	Live	Assistant	feature	is	represented	by	a	real-time	preview	functionality.	Here’s	how	to	use	it:Start	Typing:	Enter	your	letter	content	in	the	"Letter	Input"
textarea.Live	Preview:	As	you	type,	the	content	of	your	letter	will	be	displayed	in	the	"Live	Preview"	section	below	the	textarea.Additional	Template	OptionsThe	letter	writing	editor	allows	you	to	start	with	predefined	templates	for	drafting	your	letters:Choose	a	Template:	Click	one	of	the	template	buttons.Auto-Fill	Textarea:	The	chosen	template’s
content	will	automatically	fill	the	textarea.Download	OptionsClick	the	"Download	Letter"	button	after	composing	your	letter.	This	triggers	a	download	of	a	file	containing	the	content	of	your	letter.Click	the	"Share	via	Email"	button	after	composing	your	letter.	Your	default	email	client	will	open	with	the	subject	"Sharing	My	Draft	Letter".Click	the
"Share	via	WhatsApp"	button	to	send	the	letter	as	a	message	to	a	contact	on	WhatsApp.Click	the	"Copy	to	Clipboard"	button	after	composing	your	letter.	You	can	paste	the	copied	text	anywhere	you	need.Print	LetterClick	the	"Print	Letter"	button	after	composing	your	letter	to	print	it	directly	from	the	browser.FAQsWhat	should	I	include	in	a	request
letter	for	full	and	final	settlement?Begin	by	providing	your	employment	details,	including	dates	of	employment,	department,	and	designation.	Clearly	state	the	date	of	your	relief	and	request	the	settlement	of	any	pending	dues.Is	it	necessary	to	mention	the	reason	for	leaving	the	company?No,	it's	not	necessary	unless	relevant	to	the	settlement	process.
Focus	on	the	request	for	settlement	rather	than	reasons	for	departure.How	soon	should	I	expect	a	response	after	sending	the	letter?Typically,	employers	aim	to	process	full	and	final	settlements	promptly.	However,	the	timeline	may	vary	depending	on	company	policies	and	procedures.Should	I	follow	up	if	I	don't	receive	a	response	within	a	reasonable
time?Yes,	if	you	don't	receive	a	response	within	a	reasonable	period,	it's	advisable	to	follow	up	with	the	Human	Resources	department	to	inquire	about	the	status	of	your	settlement.Can	I	request	a	copy	of	the	settlement	details	for	my	records?Yes,	you	can	politely	request	a	copy	of	the	settlement	details	for	your	records	to	ensure	transparency	and
clarity	regarding	the	settlement	process.Incoming	Search	Terms:sample	letter	requesting	full	and	final	settlementrequest	letter	for	full	and	final	settlementrequest	for	full	and	final	settlement	after	resignation	and	relieving	Are	you	planning	to	resign	from	your	current	job	but	are	not	sure	about	the	payment	arrangements?	If	so,	you	must	be
wondering	how	to	get	your	full	and	final	settlement	after	resignation.	The	good	news	is	that	we’ve	got	you	covered!	In	this	article,	you’ll	learn	how	to	write	a	full	and	final	settlement	letter	after	resignation.	Not	only	that,	but	we’ll	also	provide	you	with	examples	that	you	can	use	as	a	template	and	edit	them	as	needed.	The	process	of	getting	your	full
and	final	settlement	may	seem	daunting,	but	it	doesn’t	have	to	be.	With	a	little	bit	of	guidance,	you	can	ensure	that	you	receive	the	correct	payment	for	your	hard	work	and	contributions	to	the	company.	So,	if	you’re	ready	to	take	charge	of	your	financials	and	get	your	full	and	final	settlement	after	resignation,	keep	reading!	We’ll	make	sure	that	you
have	all	the	necessary	information	and	examples	to	make	the	process	as	smooth	as	possible.	The	Best	Structure	for	Full	and	Final	Settlement	Letter	After	Resignation	After	resigning	from	a	job,	it	is	important	to	send	a	full	and	final	settlement	letter	to	ensure	that	all	dues	and	obligations	are	cleared	out	between	you	and	your	employer.	This	letter
serves	as	a	confirmation	of	the	terms	and	conditions	agreed	upon	by	both	parties.	To	create	the	best	structure	for	your	full	and	final	settlement	letter,	there	are	a	few	key	components	that	should	be	included.	First,	it’s	important	to	include	a	clear	and	concise	opening	statement	that	specifies	that	the	letter	is	for	the	purpose	of	settlement	of	all	issues
relating	to	your	employment.	This	statement	should	include	important	details	such	as	your	name,	date	of	resignation,	and	any	other	pertinent	information.	The	next	section	should	outline	the	details	of	your	last	working	day,	including	any	accrued	leave,	outstanding	salary,	and	any	other	benefits	that	are	owed	to	you	at	the	time	of	your	resignation.	This
section	should	be	presented	in	a	clear	and	itemized	format,	making	it	easy	to	follow	and	understand.	Next,	it	is	important	to	mention	any	outstanding	loans,	advances,	or	expenses	that	need	to	be	settled.	This	can	be	done	by	presenting	a	summary	of	the	outstanding	amount,	the	reason	for	the	advance,	and	the	expected	repayment	date.	If	any
deductions	are	made	from	the	final	settlement,	it	should	be	clearly	explained	and	itemized.	Lastly,	it	is	important	to	include	a	final	sentence	or	closing	paragraph	that	confirms	the	agreement	and	reiterates	the	terms	and	conditions	outlined	in	the	letter.	This	paragraph	should	also	include	any	closing	remarks,	such	as	thanking	the	employer	for	the
opportunity	to	work	for	the	company.	Overall,	a	full	and	final	settlement	letter	after	resignation	should	be	clear,	concise,	and	professional.	By	including	all	of	the	necessary	components,	you	can	ensure	that	you	receive	the	compensation	and	benefits	that	you	are	entitled	to,	and	that	your	employer	has	a	clear	understanding	of	the	details	of	your
resignation.	Full	and	Final	Settlement	Letter	After	Resignation	Greetings,	Thank	you	for	giving	me	the	opportunity	to	work	with	your	esteemed	organization	for	the	last	few	years.	It	is	with	a	heavy	heart	that	I	submit	my	resignation	due	to	unforeseen	personal	reasons	beyond	my	control.	I	would	like	to	request	that	you	kindly	process	my	full	and	final
settlement	as	soon	as	possible	to	ensure	that	all	outstanding	dues	are	cleared.	Please	include	my	remaining	salary	for	the	current	month,	any	accrued	leave	days,	and	any	other	pending	reimbursements	in	the	settlement.	I	kindly	request	that	you	settle	all	these	dues	as	soon	as	possible	to	avoid	any	inconvenience.	Thank	you	again	for	providing	me
with	the	opportunity	to	work	with	your	organization.	Please	let	me	know	if	you	need	any	further	information	or	documentation	from	my	side	to	process	the	settlement.	Regards,	[Your	Name]	Greetings,	I	would	like	to	express	my	gratitude	for	the	opportunities	and	experiences	I	have	gained	while	working	with	your	organization.	However,	after	much
careful	thought,	I	would	like	to	tender	my	resignation	from	the	current	position	as	I	have	found	a	better	career	opportunity	elsewhere.	I	would	like	to	request	that	you	kindly	process	my	full	and	final	settlement	at	the	earliest.	Please	ensure	all	my	outstanding	dues	are	cleared,	including	my	remaining	salary	for	the	current	month,	any	accrued	leave,
and	any	other	reimbursements	that	are	still	pending.	It	has	been	a	privilege	working	with	your	organization,	and	I	want	to	thank	you	for	the	opportunities	and	support	provided	to	me	during	my	tenure	here.	I	would	be	happy	to	assist	in	any	way	possible	to	ensure	a	smooth	transition	and	handover	process	to	my	successor.	Thank	you	for	your
cooperation	and	understanding.	Best	Regards,	[Your	Name]	Greetings,	It	is	with	a	heavy	heart	that	I	tender	my	resignation	from	my	position	due	to	unforeseen	health	concerns	that	have	arisen	recently.	While	I	have	enjoyed	working	at	this	organization,	I	am	unable	to	continue	working	due	to	my	deteriorating	health.	I	hope	you	can	kindly	process	my
full	and	final	settlement	soon	so	that	any	outstanding	dues	can	be	cleared.	It	would	be	much	appreciated	if	my	remaining	salary	for	the	current	month,	any	accrued	leave	days,	and	any	other	pending	reimbursements	are	included	in	the	settlement.	I	kindly	request	that	you	settle	all	these	dues	as	soon	as	possible	to	avoid	any	inconvenience	and
financial	strain	caused	by	my	unfortunate	health	condition.	Thank	you	for	your	understanding,	and	I	apologize	for	any	inconvenience	caused.	Sincerely,	[Your	Name]	Greetings,	It	is	with	a	heavy	heart	that	I	submit	my	resignation	from	my	current	position	because	I	am	planning	to	relocate	to	another	city	for	personal	reasons.	I	have	enjoyed	working
with	your	organization,	but	due	to	personal	commitments	in	another	city,	I	am	no	longer	able	to	continue	my	work	here.	I	hope	you	can	kindly	process	my	full	and	final	settlement	soon	so	that	any	outstanding	dues	can	be	cleared.	I	would	appreciate	it	if	my	remaining	salary	for	the	current	month,	any	accrued	leave	days,	and	any	other	pending
reimbursements	are	included	in	the	settlement.	I	kindly	request	that	you	settle	all	these	dues	as	soon	as	possible	to	avoid	any	inconvenience	and	financial	strain	caused	by	my	relocation.	Thank	you	for	providing	me	with	the	opportunities	and	experiences	to	develop	my	career,	and	I	would	be	happy	to	assist	in	any	way	possible	to	ensure	a	smooth
transition	and	handover	process	to	my	successor.	Warm	Regards,	[Your	Name]	Greetings,	It	is	with	mixed	emotions	that	I	tender	my	resignation	from	my	current	position	as	I	have	found	an	opportunity	that	will	better	enable	me	to	balance	my	work	and	personal	life.	While	I	am	grateful	for	the	learning	experiences	and	opportunities	I	have	had	while
working	for	this	organization,	I	must	resign	to	prioritize	my	personal	commitments	outside	work.	I	would	appreciate	it	if	you	could	process	my	full	and	final	settlement	soon,	including	my	remaining	salary	for	the	current	month,	any	accrued	leave	days,	and	any	other	pending	reimbursements.	I	kindly	request	that	you	settle	all	these	dues	as	soon	as
possible	to	avoid	any	inconvenience.	Thank	you	for	your	understanding,	and	I	hope	to	maintain	a	positive	relationship	with	your	organization	in	the	future.	I	would	be	happy	to	assist	in	any	way	possible	to	ensure	a	smooth	transition	and	handover	process	to	my	successor.	Best,	[Your	Name]	Greetings,	After	much	consideration,	I	have	decided	to	resign
from	my	current	position	as	I	have	received	an	offer	from	another	organization	that	provides	a	better	salary	package	and	benefits,	which	I	find	too	good	to	ignore.	I	understand	that	you	must	work	on	my	full	and	final	settlement,	and	I	would	appreciate	it	if	you	could	process	it	as	soon	as	possible	including	my	remaining	salary	for	the	current	month,
any	accrued	leave	days,	and	any	other	pending	reimbursements.	I	kindly	request	that	you	settle	all	these	dues	as	soon	as	possible	to	avoid	any	inconvenience.	I	am	grateful	for	the	opportunities	and	support	provided	to	me	during	my	tenure	with	your	organization,	and	I	would	be	happy	to	assist	in	any	way	possible	to	ensure	a	smooth	transition	and
handover	process	to	my	successor.	Thank	you	for	your	cooperation	and	understanding.	Yours	Sincerely,	[Your	Name]	Greetings,	It	is	with	regret	that	I	submit	my	resignation	from	my	current	position	due	to	unfavorable	work	conditions	that	have	emerged	recently.	While	I	have	enjoyed	working	at	this	organization,	I	am	unable	to	continue	working
under	the	current	circumstances.	I	would	appreciate	it	if	my	full	and	final	settlement	could	be	processed	as	soon	as	possible,	including	my	remaining	salary	for	the	current	month,	any	accrued	leave	days,	and	any	other	pending	reimbursements.	I	kindly	request	that	you	settle	all	these	dues	as	soon	as	possible	to	avoid	any	inconvenience.	I	would	like	to
thank	you	for	the	opportunities	and	experiences	to	develop	my	career,	and	I	only	regret	that	circumstances	have	made	it	impossible	for	me	to	continue	working	with	this	organization.	Thank	you	for	your	understanding,	and	I	apologize	for	any	inconvenience	caused.	Best	Regard,	[Your	Name]	Tips	for	Writing	a	Full	and	Final	Settlement	Letter	After
Resignation	When	resigning	from	a	job,	it’s	important	to	ensure	that	you	receive	all	the	salary	and	benefits	owed	to	you.	One	way	to	do	this	is	by	requesting	a	full	and	final	settlement	from	your	former	employer.	Here	are	some	tips	to	help	you	write	an	effective	full	and	final	settlement	letter:	1.	Read	Your	Employment	Contract	Before	writing	your	full
and	final	settlement	letter,	review	your	employment	contract	to	understand	the	terms	and	conditions	regarding	notice	period,	leave	encashment,	and	other	benefits.	This	will	help	you	ensure	that	your	letter	accurately	reflects	the	amount	owed	to	you.	2.	Be	Clear	and	Concise	Make	sure	that	your	letter	is	clear	and	concise,	with	all	the	necessary	details
such	as	your	name,	employee	ID,	date	of	resignation,	and	total	amount	due.	Include	a	breakdown	of	the	amount	owed,	including	salary,	leave	encashment,	and	any	other	benefits.	3.	Attach	Relevant	Documents	Attach	relevant	documents	such	as	your	resignation	letter,	payslips,	and	employee	handbook,	to	support	your	claims.	This	will	help	your
former	employer	understand	the	basis	for	your	claims	and	expedite	the	settlement	process.	4.	Provide	Contact	Information	Include	your	contact	information	such	as	your	phone	number	and	email	address,	as	well	as	the	date	by	which	you	expect	to	receive	the	settlement	amount.	This	will	help	your	former	employer	get	in	touch	with	you	if	they	require
additional	information	or	clarification.	5.	Maintain	a	Professional	Tone	While	it’s	important	to	be	assertive	in	your	full	and	final	settlement	letter,	make	sure	that	you	maintain	a	professional	tone	throughout	the	letter.	Avoid	using	accusatory	language	or	making	threats,	as	this	may	delay	the	settlement	process.	By	following	these	tips,	you	can	write	an
effective	full	and	final	settlement	letter	that	will	help	you	receive	all	the	salary	and	benefits	owed	to	you	after	resignation.	Full	And	Final	Settlement	Letter	After	Resignation	FAQs	What	is	a	full	and	final	settlement	letter	after	resignation?	A	full	and	final	settlement	letter	is	a	document	provided	by	the	employer	to	the	employee	which	states	the
amount	owed	to	the	employee	after	resignation	and	all	dues	have	been	settled.	When	will	I	receive	my	full	and	final	settlement	letter?	You	will	receive	your	full	and	final	settlement	letter	within	30-45	days	after	your	last	working	day.	What	details	are	included	in	a	full	and	final	settlement	letter?	A	full	and	final	settlement	letter	includes	details	such	as
the	final	settlement	amount,	the	amount	of	salary	due,	tax	deductions,	any	outstanding	loans	or	advances,	and	any	other	dues	owed	to	the	employee.	What	is	the	importance	of	a	full	and	final	settlement	letter?	A	full	and	final	settlement	letter	ensures	that	all	pending	payments,	dues,	and	obligations	from	both	parties	are	settled,	protects	the	interests
of	the	employer	and	employee,	and	minimizes	any	future	legal	disputes.	What	should	I	do	if	there	are	discrepancies	in	my	full	and	final	settlement	letter?	If	there	are	any	discrepancies	in	your	full	and	final	settlement	letter,	you	should	reach	out	to	the	HR	department	or	your	manager	to	clarify	and	resolve	any	issues.	Can	I	negotiate	the	settlement
amount	mentioned	in	the	full	and	final	settlement	letter?	Yes,	you	can	negotiate	the	settlement	amount	if	you	feel	that	there	are	discrepancies	or	if	you	have	valid	reasons	to	request	for	a	higher	settlement	amount.	What	do	I	do	once	I	receive	my	full	and	final	settlement	letter?	Once	you	receive	your	full	and	final	settlement	letter,	you	should	check	the
details	thoroughly,	sign	the	letter	if	you	agree	with	the	terms	mentioned,	and	keep	a	copy	of	the	letter	for	your	records.	What	happens	if	I	do	not	receive	my	full	and	final	settlement	letter	within	the	specified	time	period?	If	you	do	not	receive	your	full	and	final	settlement	letter	within	the	specified	time	period,	you	should	reach	out	to	your	HR
department	or	manager	to	inquire	about	the	status	of	your	settlement	amount.	Say	Goodbye	and	Come	Back	Soon!	And	that’s	it!	We’ve	given	you	all	the	basic	details	about	a	full	and	final	settlement	letter	after	resignation.	We	hope	that	this	information	can	help	you	go	through	the	process	with	ease.	Don’t	forget	to	ask	for	clarification	from	your
employer	if	you	have	any	questions.	Remember,	resigning	from	a	job	is	a	huge	decision	and	settling	all	accounts	in	a	professional	manner	will	help	you	leave	on	good	terms.	Thank	you	for	taking	the	time	to	read	our	article.	We	hope	to	see	you	again	soon	with	more	helpful	tips	and	guides!	When	writing	a	request	letter	to	your	employer	for	full	and
final	settlement,	it's	important	to	maintain	clarity	and	politeness.	Begin	by	addressing	the	Human	Resources	Manager	and	stating	your	name,	employment	dates,	department,	and	designation.	Clearly	mention	the	date	of	your	relief	and	emphasize	that	your	full	and	final	settlement	has	not	been	completed.	Politely	request	the	settlement	of	all	dues
owed	to	you.	Close	the	letter	with	appreciation	and	a	signature.Table	of	Contents:Sample	Application	for	Full	and	Final	SettlementTo,	The	Human	Resources	Manager,	___________	(Name	Of	Company),	___________	(Address)Date:	__/__/____	(Date)Subject:	Request	for	full	and	final	settlementRespected	Sir	/	Madam,I	would	like	to	bring	into	your	kind
concern	that	my	name	is	_________	(Name)	and	I	was	working	at	your	_________	(Company/	Organization)	i.e	____________	(Name	of	Company/	Organization	–	Mention)	from	____________	(Date)	till	__________	(Date)	in	____________	(Department)	department	as	___________	(Designation).I	am	writing	this	letter	to	state	that	on	____________	(Day)	i.e.	_________
(Date),	I	got	relieved	from	your	_________	(Company/	Organization)	but	my	full	and	final	settlement	has	not	been	done.	I	request	you	to	kindly	do	the	full	and	final	settlement	and	send	me	all	dues	(if	any).I	shall	be	highly	obliged.Kind	Regards,	______________	(Signature)	______________	(Name),	______________	(Address)Live	Editing	Assistance	Start	with
Sample	Template	1	Start	with	Sample	Template	2	Start	with	Sample	Template	3	Live	PreviewHow	to	Use	Live	AssistantThe	Live	Assistant	feature	is	represented	by	a	real-time	preview	functionality.	Here’s	how	to	use	it:Start	Typing:	Enter	your	letter	content	in	the	"Letter	Input"	textarea.Live	Preview:	As	you	type,	the	content	of	your	letter	will	be
displayed	in	the	"Live	Preview"	section	below	the	textarea.Additional	Template	OptionsThe	letter	writing	editor	allows	you	to	start	with	predefined	templates	for	drafting	your	letters:Choose	a	Template:	Click	one	of	the	template	buttons.Auto-Fill	Textarea:	The	chosen	template’s	content	will	automatically	fill	the	textarea.Download	OptionsClick	the
"Download	Letter"	button	after	composing	your	letter.	This	triggers	a	download	of	a	file	containing	the	content	of	your	letter.Click	the	"Share	via	Email"	button	after	composing	your	letter.	Your	default	email	client	will	open	with	the	subject	"Sharing	My	Draft	Letter".Click	the	"Share	via	WhatsApp"	button	to	send	the	letter	as	a	message	to	a	contact
on	WhatsApp.Click	the	"Copy	to	Clipboard"	button	after	composing	your	letter.	You	can	paste	the	copied	text	anywhere	you	need.Print	LetterClick	the	"Print	Letter"	button	after	composing	your	letter	to	print	it	directly	from	the	browser.FAQsWhat	should	I	include	in	a	request	letter	for	full	and	final	settlement?Begin	by	providing	your	employment
details,	including	dates	of	employment,	department,	and	designation.	Clearly	state	the	date	of	your	relief	and	request	the	settlement	of	any	pending	dues.Is	it	necessary	to	mention	the	reason	for	leaving	the	company?No,	it's	not	necessary	unless	relevant	to	the	settlement	process.	Focus	on	the	request	for	settlement	rather	than	reasons	for
departure.How	soon	should	I	expect	a	response	after	sending	the	letter?Typically,	employers	aim	to	process	full	and	final	settlements	promptly.	However,	the	timeline	may	vary	depending	on	company	policies	and	procedures.Should	I	follow	up	if	I	don't	receive	a	response	within	a	reasonable	time?Yes,	if	you	don't	receive	a	response	within	a
reasonable	period,	it's	advisable	to	follow	up	with	the	Human	Resources	department	to	inquire	about	the	status	of	your	settlement.Can	I	request	a	copy	of	the	settlement	details	for	my	records?Yes,	you	can	politely	request	a	copy	of	the	settlement	details	for	your	records	to	ensure	transparency	and	clarity	regarding	the	settlement	process.Incoming
Search	Terms:sample	letter	requesting	full	and	final	settlementrequest	letter	for	full	and	final	settlementrequest	for	full	and	final	settlement	after	resignation	and	relieving	An	employee	must	go	through	the	Full	and	Final	Settlement	Letter,	or	FnF	settlement,	process	when	they	quit	or	leave	their	job.	Typically,	this	FnF	settlement	falls	under	the
purview	of	the	organization's	HR	division.	The	full	and	final	settlement	calculation	formula	is	a	reasonable	and	unambiguous	process	that	is	implemented	in	accordance	with	labor	law	and	income	tax	rules	specified	in	the	employee's	offer	letter.HR	professionals	understand	the	significance	of	a	full	and	final	settlement	letter.	To	make	sure	that	the
format	of	the	final	and	final	settlement	letter	is	appropriate,	the	HR	department	can	typically	handle	this	matter	on	its	own.This	blog	article	will	provide	you	with	the	information	and	resources	you	need	to	construct	a	thorough	and	efficient	complete	and	full	and	final	settlement	letter,	will	share	some	examples,	mail	templates,	&	word	format.	Whether
you	are	an	employer	or	a	human	resources	specialist	in	charge	of	doing	so.	Through	the	identification	and	provision	of	workable	solutions,	we	hope	to	enable	you	to	effectively	manage	the	settlement	process	and	uphold	amicable	connections	with	departing	employees.​What	is	a	Full	and	Final	Settlement	Letter?When	an	employee	leaves	the	company,
they	receive	a	full	and	final	settlement	letter	confirming	that	all	outstanding	payments	have	been	settled	and	that	they	are	no	longer	owed.	It	includes	all	the	information	about	the	amounts	owed	to	the	employee	and	notes	that	the	employee	receives	a	check	in	the	same	amount.	In	the	event	that	former	employees	dispute	the	salary,	a	full	and	final
settlement	letter	may	be	employed.A	formal	document	outlining	the	terms	and	conditions	of	a	negotiated	settlement	between	HR	and	the	employee	is	called	a	full	and	final	settlement	letter.	This	full	and	final	settlement	letter,	which	is	usually	utilized	in	employment	situations,	is	a	formal	document	that	attests	to	the	fulfilment	of	all	monetary	and	legal
commitments.	It	contains	information	about	the	precise	sums	to	be	given	or	received,	the	settlement's	nature,	and	any	other	relevant	terms	like	non-disparagement	or	confidentiality	clauses	that	were	agreed	upon.The	full	and	final	settlement	letter	serves	as	a	legally	enforceable	document	that	safeguards	the	interests	of	all	parties	concerned	while
offering	clarity	and	closure.​Importance	of	Full	and	Final	Settlement	LettersIn	handling	employment-related	issues	like	termination	or	settling	dues,	meticulous	attention	and	clear	communication	between	employers	and	employees	are	paramount.A	Full	and	Final	Settlement	Letter	plays	a	pivotal	role	in	such	instances.	It	delineates	the	settlement
terms,	bringing	closure	to	the	employment	tie.Drafting	a	meticulously	written	Full	and	Final	Settlement	Letter	is	crucial	to	ensure:Clarity	and	comprehension	on	both	ends,Consensus	on	settlement	terms,	andMitigation	of	potential	future	disputes	or	misunderstandings.​What	things	should	be	included	in	the	Full	and	Final	Settlement	Letter?As	HR
professionals	or	employers,	it's	imperative	to	ensure	the	comprehensive	inclusion	of	the	following	details	in	a	Full	and	Final	Settlement	Letter:Settlement	Amount:	Clearly	state	the	finalized	amount	to	be	settled.Settlement	Cheque:	Provide	details	regarding	the	issuance	of	the	settlement	cheque.Resignation/Termination	Date:	Specify	the	date	on
which	the	employee	resigned	or	was	terminated.Cheque	Issuance	Date:	Clearly	mention	the	date	for	which	the	settlement	cheque	is	issued.Statement	of	Account:	Include	a	detailed	statement	of	the	account,	outlining	the	breakdown	of	the	settlement	amount.​Full	and	Final	Settlement	(FnF)	Rules	and	Process	in	IndiaWhen	an	employee	resigns	or	is
terminated,	the	employer	is	legally	bound	to	process	their	Full	and	Final	(FnF)	Settlement.	In	India,	this	process	is	governed	by	laws	like	the	Payment	of	Wages	Act,	ensuring	that	employees	receive	all	dues	in	a	timely	and	transparent	manner.Legal	Guidelines	for	FnF	Settlement	in	IndiaUnder	the	Payment	of	Wages	Act,	employers	must	disburse	full
and	final	settlement	amounts	typically	within	7	to	10	days	from	the	employee’s	last	working	day.	This	ensures	employees	get	their	rightful	compensation	without	delay.Full	and	Final	Settlement	Policy:	Key	DocumentationBoth	employers	and	employees	must	ensure	accurate	documentation	for	a	smooth	FnF	process.	Key	documents	include:The
employee’s	resignation	letter,	which	initiates	the	FnF	process.Offer	and	appointment	letters	to	confirm	salary	and	role	details.Attendance	and	leave	records	for	calculating	leave	encashment.Salary	slips	and	Form	16	for	salary	and	tax	calculations.Provident	Fund	(PF),	gratuity,	and	reimbursement	details.Maintaining	these	records	helps	in	accurate
calculations	and	avoids	legal	or	administrative	complications.​Major	Components	of	Full	and	Final	SettlementFnF	settlement	typically	requires	clearances	from	multiple	departments	including	HR,	Finance,	IT,	and	Admin.	Here's	a	detailed	look	at	the	key	components	involved:1.	Outstanding	Salary	and	BenefitsThe	employer	must	calculate	and	pay	the
employee’s	salary	up	to	the	last	working	day.	This	also	includes	unpaid	benefits	like	Leave	Travel	Allowance	(LTA)	or	annual	bonuses,	depending	on	company	policy.	As	per	the	Payment	of	Wages	Act,	this	amount	must	be	cleared	by	the	7th	or	10th	of	the	following	month.2.	Unavailed	Leaves	and	BonusesUnder	the	Factories	Act,	1948,	any	unused	paid
leaves	(often	termed	privilege	or	earned	leaves)	must	be	encashed.	The	value	of	leave	encashment	is	based	on	the	company’s	policy.	Similarly,	any	bonuses	due	to	the	employee	must	also	be	cleared	during	FnF.3.	Provident	Fund	and	PensionA	portion	of	the	employee’s	salary,	along	with	a	matching	employer	contribution,	is	deposited	as	Provident
Fund	(PF).	During	FnF,	the	employee	can	choose	to	withdraw	the	amount	or	transfer	it	to	the	next	employer.	Pension	benefits	are	applicable	if	the	employee	has	completed	10	years	of	service.4.	GratuityAs	per	the	Payment	of	Gratuity	Act,	gratuity	is	payable	if	an	employee	has	completed	4	years	and	10	months	with	the	organization.	The	amount
should	be	paid	within	30	days	of	the	last	working	day.	If	delayed,	interest	must	be	paid.5.	Tax	DeductionsAny	applicable	taxes	such	as	TDS	will	be	deducted	from	the	FnF	amount	as	per	the	Income	Tax	Act,	1961.	However,	gratuity	and	leave	encashment	are	generally	exempt	from	TDS.6.	Leave	EncashmentUnused	earned	leaves	can	be	encashed	and
converted	into	a	payout.	The	calculation	depends	on	the	employee’s	daily	salary	and	the	number	of	leaves	remaining.	Company	policies	and	regional	labor	laws	determine	the	final	formula	used.​Department-Wise	Clearances1.	IT	ClearanceEmployees	must	return	all	company-issued	assets	such	as	laptops,	monitors,	and	peripherals.	Damaged	or	missing
items	may	result	in	deductions.	The	employee’s	access	and	email	accounts	are	also	deactivated.2.	HR	ClearanceAny	recovery	related	to	joining	bonuses,	learning	&	development	costs,	or	incomplete	notice	periods	is	handled	by	the	HR	department.	These	deductions	vary	based	on	company-specific	policies.3.	Admin	ClearanceEmployees	must	return
access	cards	or	ID	badges	that	are	used	for	company	premises.	This	marks	the	final	step	before	processing	the	FnF.​Timeline	for	Full	and	Final	SettlementAlthough	the	legal	guideline	is	7–10	days,	the	practical	timeframe	for	most	FnF	settlements	is	between	30	to	45	days.	Employers	must	ensure	all	dues	are	cleared	within	this	period.	Failure	to	do	so
can	result	in	legal	action	and	interest	penalties.​How	is	the	Full	and	Final	Settlement	calculated?The	term	"full	and	final	settlement"	refers	to	the	total	of	all	previous	calculations.	It	includes	calculating	your	employee's	residual	salary,	deducting	taxes,	and	clearing	out	paid	leave,	arrears,	and	Provident	Fund	accounts.	Businesses	rarely	make	these
computations	manually.They	use	powerful	and	reliable	software	to	calculate	the	return	amount	neatly	and	orderly.	An	FnF	settlement	letter	is	used	to	outline	the	entire	procedure	at	the	end.​How	many	days	does	it	take	to	complete	the	full	and	final	settlement	process?According	to	the	Payment	of	revenue	Act	of	1936,	earnings	due	to	a	dismissed
employee	must	be	paid	within	two	working	days	of	the	termination.	According	to	the	requirements,	the	final	settlement	must	be	completed	on	the	employee's	last	day	of	service	with	the	organization.	However,	clearances	and	paperwork	take	time,	so	this	isn't	always	true	in	practice.	Although	the	Act	does	not	specify	a	specific	date	for	full	and	final
settlement,	experts	generally	believe	that	30-45	days	is	an	appropriate	time	frame.	The	company	must	clear	the	gratuity	within	30	days.	Any	additional	bonuses	must	be	recorded	during	the	same	fiscal	year.​Full	and	Final	Settlement	Letter	Word	Format	&	Mail	Template	#Format	1Date:	______________Subject:	Final	Payment	Advice​Dear	Mr./Ms.
________________,​We	would	like	to	inform	you	that	your	final	payment	has	been	processed	in	accordance	with	your	appointment	letter	and	company	policies.	Your	last	working	day	with	us	was	on	'Relieving	date',	and	your	salary	has	been	paid	up	to	that	date.Please	find	enclosed	a	cheque	bearing	no.	'cheque	no'	dated	'date'	for	Rs.	'amount'	drawn	on
‘bank’	towards	your	final	payment.	Also	attached	is	the	statement	of	account.We'd	want	to	take	this	opportunity	to	express	our	gratitude	for	your	efforts	and	services	during	your	time	with	us,	and	we	wish	you	all	the	best	in	your	future	pursuits.​Sincerely,'Name	of	the	Company''Name	of	the	employee''Position​#Format	2Date:	______________	Subject:
Full	and	Final	Settlement	Letter	​Respected	Mr./Ms.	________________,​In	continuation	of	your	resignation	letter	dated	‘date’	and	subsequent	relieving	from	your	duties	on	‘Relieving	date’,	your	full	&	final	settlement	has	been	prepared	in	line	with	the	terms	&	conditions	of	your	appointment	letter.Please	find	enclosed	a	cheque	bearing	no.	‘cheque	no’
dated	‘date’	for	Rs.	‘amount’	drawn	on	‘date’	Bank	towards	your	full	&	final	settlement.	Also	attached	is	the	statement	of	settlement	of	account.With	this,	your	account	is	settled	with	our	firm,	and	nothing	is	owed	from	the	company	to	you.​Regards,	'Name	of	the	Company'	'Name	of	the	employee'	'Position’ConclusionThe	Full	and	Final	Settlement	Letter
stands	as	a	critical	document	in	the	employee	departure	process,	ensuring	clarity,	compliance,	and	closure.	The	entire	Full	and	Final	Settlement	procedure	is	thorough	and	well-organized.	When	done	successfully,	it	enables	a	company	to	systematically	let	go	of	employees.	The	FnF	settlement	requires	both	HR	expertise	and	precise	mathematics.A
complete	and	final	settlement	procedure	in	which	the	HR	department	facilitates	transactions	between	all	parties	and	resolves	all	outstanding	issues	prior	to	an	employee's	last	day	of	work	is	preferable.	You	also	get	a	relieving	letter	with	fnf	settlement	letter.By	meticulously	outlining	the	settlement	terms,	it	fosters	mutual	understanding	and	minimizes
the	risk	of	future	disputes.	As	HR	professionals,	it's	imperative	to	uphold	transparency	and	communication	throughout	this	process,	safeguarding	the	interests	of	both	parties	involved.	Through	the	utilization	of	comprehensive	templates	and	clear	communication,	we	aim	to	streamline	the	settlement	process	and	maintain	positive	relationships	with
departing	employees,	fostering	a	culture	of	professionalism	and	respect	within	the	organization.​Learn	More!Discover	how	Skills	Caravan's	Learning	Experience	Platform	(LXP)	can	transform	your	talent	development.	With	personalized	learning	paths,	AI-driven	insights,	and	over	100,000	courses,	it	bridges	skill	gaps	and	fosters	continuous	growth.
Integrate	seamlessly	for	comprehensive	training	solutions.	Book	a	demo	to	elevate	your	Learning	and	Development	strategy	today!​	Q:	What	is	a	Full	and	Final	Settlement	Letter?+	A:	A	formal	document	confirming	settlement	of	all	dues	upon	an	employee's	departure,	detailing	amounts	owed	and	cheque	issuance	Q:	What	should	be	included	in	this	Full
and	Final	Settlement	letter?+	A:	Key	details	such	as	settlement	amount,	cheque	details,	resignation/termination	date,	and	a	statement	of	account	breakdown	Q:	How	is	the	Full	and	Final	Settlement	amount	calculated?+	A:	It	encompasses	residual	salary,	tax	deductions,	paid	leave,	arrears,	and	Provident	Fund,	usually	computed	using	specialized
software	Q:	How	long	does	the	full	and	final	settlement	process	take?+	A:	The	law	typically	mandates	payment	within	two	working	days	post-termination,	but	practical	completion	may	take	30-45	days	Q:	Why	is	the	Full	and	Final	Settlement	Letter	important?+	A:	It	ensures	clarity,	consensus	on	terms,	and	mitigates	future	disputes	between	employer
and	employee.	Q:	What	templates	are	available	for	drafting	this	Full	and	Final	Settlement	Letter?+	A:	Templates	include	formats	for	final	payment	advice	and	full	&	final	settlement	letters,	facilitating	clear	communication.	Q:	What's	the	significance	of	HR	in	Full	and	Final	Settlement	Letter	process?+	A:	HR	plays	a	crucial	role	in	managing
settlements,	ensuring	procedural	compliance,	and	fostering	positive	employee	relations	Q:	What	happens	if	you	don't	pay	the	Recovery	Amount?+	A:	If	you	do	not	pay	the	recovery	amount,	the	company	may	take	legal	action	against	you,	including	withholding	papers	such	as	your	NOC	or	experience	letter,	until	they	collect	the	money	from	you.	Q:	Can
a	Full	and	Final	Settlement	Letter	be	used	in	the	event	of	a	dispute	over	salary?+	A:	Yes,	a	Full	and	Final	Settlement	Letter	can	be	employed	in	the	event	of	a	dispute	over	salary	as	it	outlines	all	the	amounts	owed	to	the	employee	and	confirms	the	issuance	of	a	settlement	cheque	When	writing	a	request	letter	to	your	employer	for	full	and	final
settlement,	it's	important	to	maintain	clarity	and	politeness.	Begin	by	addressing	the	Human	Resources	Manager	and	stating	your	name,	employment	dates,	department,	and	designation.	Clearly	mention	the	date	of	your	relief	and	emphasize	that	your	full	and	final	settlement	has	not	been	completed.	Politely	request	the	settlement	of	all	dues	owed	to
you.	Close	the	letter	with	appreciation	and	a	signature.Table	of	Contents:Sample	Application	for	Full	and	Final	SettlementTo,	The	Human	Resources	Manager,	___________	(Name	Of	Company),	___________	(Address)Date:	__/__/____	(Date)Subject:	Request	for	full	and	final	settlementRespected	Sir	/	Madam,I	would	like	to	bring	into	your	kind	concern	that
my	name	is	_________	(Name)	and	I	was	working	at	your	_________	(Company/	Organization)	i.e	____________	(Name	of	Company/	Organization	–	Mention)	from	____________	(Date)	till	__________	(Date)	in	____________	(Department)	department	as	___________	(Designation).I	am	writing	this	letter	to	state	that	on	____________	(Day)	i.e.	_________	(Date),	I	got
relieved	from	your	_________	(Company/	Organization)	but	my	full	and	final	settlement	has	not	been	done.	I	request	you	to	kindly	do	the	full	and	final	settlement	and	send	me	all	dues	(if	any).I	shall	be	highly	obliged.Kind	Regards,	______________	(Signature)	______________	(Name),	______________	(Address)Live	Editing	Assistance	Start	with	Sample
Template	1	Start	with	Sample	Template	2	Start	with	Sample	Template	3	Live	PreviewHow	to	Use	Live	AssistantThe	Live	Assistant	feature	is	represented	by	a	real-time	preview	functionality.	Here’s	how	to	use	it:Start	Typing:	Enter	your	letter	content	in	the	"Letter	Input"	textarea.Live	Preview:	As	you	type,	the	content	of	your	letter	will	be	displayed	in
the	"Live	Preview"	section	below	the	textarea.Additional	Template	OptionsThe	letter	writing	editor	allows	you	to	start	with	predefined	templates	for	drafting	your	letters:Choose	a	Template:	Click	one	of	the	template	buttons.Auto-Fill	Textarea:	The	chosen	template’s	content	will	automatically	fill	the	textarea.Download	OptionsClick	the	"Download
Letter"	button	after	composing	your	letter.	This	triggers	a	download	of	a	file	containing	the	content	of	your	letter.Click	the	"Share	via	Email"	button	after	composing	your	letter.	Your	default	email	client	will	open	with	the	subject	"Sharing	My	Draft	Letter".Click	the	"Share	via	WhatsApp"	button	to	send	the	letter	as	a	message	to	a	contact	on
WhatsApp.Click	the	"Copy	to	Clipboard"	button	after	composing	your	letter.	You	can	paste	the	copied	text	anywhere	you	need.Print	LetterClick	the	"Print	Letter"	button	after	composing	your	letter	to	print	it	directly	from	the	browser.FAQsWhat	should	I	include	in	a	request	letter	for	full	and	final	settlement?Begin	by	providing	your	employment
details,	including	dates	of	employment,	department,	and	designation.	Clearly	state	the	date	of	your	relief	and	request	the	settlement	of	any	pending	dues.Is	it	necessary	to	mention	the	reason	for	leaving	the	company?No,	it's	not	necessary	unless	relevant	to	the	settlement	process.	Focus	on	the	request	for	settlement	rather	than	reasons	for
departure.How	soon	should	I	expect	a	response	after	sending	the	letter?Typically,	employers	aim	to	process	full	and	final	settlements	promptly.	However,	the	timeline	may	vary	depending	on	company	policies	and	procedures.Should	I	follow	up	if	I	don't	receive	a	response	within	a	reasonable	time?Yes,	if	you	don't	receive	a	response	within	a
reasonable	period,	it's	advisable	to	follow	up	with	the	Human	Resources	department	to	inquire	about	the	status	of	your	settlement.Can	I	request	a	copy	of	the	settlement	details	for	my	records?Yes,	you	can	politely	request	a	copy	of	the	settlement	details	for	your	records	to	ensure	transparency	and	clarity	regarding	the	settlement	process.Incoming
Search	Terms:sample	letter	requesting	full	and	final	settlementrequest	letter	for	full	and	final	settlementrequest	for	full	and	final	settlement	after	resignation	and	relieving	Every	time	the	employee	resigns	or	gets	dismissed,	the	company	issues	an	official	final	settlement	letter	popularly	known	as	the	"Full	and	Final	Settlement	Letter"	that	confirms
the	final	settlements	between	the	organization	and	the	employee	regarding	the	final	financial	settlements.	It	should	present	mutual	understanding	in	relation	to	what	was	paid	and	that	which	is	payable	and	what	has	not	been	remitted.What	is	a	Full	and	Final	Settlement	Letter?In	simple	words,	it	refers	to	an	official	document	released	by	the	employer
to	the	employee,	which	includes	all	financial	transactions	that	have	occurred	at	the	time	of	the	individual	leaving	the	organization.	It	also	helps	in	finally	terminating	the	relationship	between	the	employer	and	employee.	It	also	involves	wages,	bonus	payments	that	would	be	payable,	encashment	of	leave,	gratuities,	and	other	recoveries	that	can	be
recovered	from	the	employee..Why	is	an	FnF	Letter	Important?For	Employers:This	letter	ensures	compliance	with	legal	and	financial	obligations.It	is	proof	of	settlement	in	case	of	disputes.It	helps	in	developing	good	will	and	upholding	professional	ethicsFor	Employees:It	gives	a	clear	idea	of	the	payments	made	and	the	deductions	that	are	made
along	with	it.It	acts	as	an	official	record	that	can	be	referred	to	in	the	future.It	makes	it	easier	to	switch	to	other	job	opportunities.Components	of	a	Full	and	Final	Settlement	LetterTo	ensure	clarity,	an	FnF	letter	must	include	the	following	details:Header:	Company	name,	logo,	and	contact	information.Date:	The	date	when	the	letter	is	issued.Employee
Details:	Name,	ID,	designation,	and	last	working	day.Financial	Breakdown:Salary	arrears.Leave	encashment.Bonuses	or	incentives.Deductions	(e.g.,	taxes,	advances,	or	loans).Statement	of	Agreement:	A	declaration	stating	that	the	settlement	process	has	been	finalized..Signature:	Authorized	signatory's	name	and	designation.Full	and	Final	Settlement
Letter	FormatCommon	Issues	in	Full	and	Final	SettlementsDespite	best	efforts,	disputes	can	arise	during	the	settlement	process.	Common	issues	include:Discrepancies	in	Calculations:	Errors	in	calculating	final	dues	can	lead	to	disputes;	thus,	meticulous	attention	to	detail	is	crucial.Delayed	Payments:	Employers	must	adhere	to	timelines	to	avoid
dissatisfaction	among	departing	employees.Unclear	Terms:	Lack	of	clarity	in	what	constitutes	full	settlement	can	lead	to	misunderstandings.To	mitigate	these	issues,	it	is	essential	for	HR	departments	to	maintain	clear	communication	with	employees	throughout	their	notice	period	regarding	their	dues	and	any	necessary	paperwork.If	you	are	an
employee	seeking	an	FnF	letter,	follow	these	steps:Submit	a	Written	Request:	Send	a	professional	email	or	letter	to	HR	or	your	manager.Mention	Details:	Include	your	name,	employee	ID,	and	last	working	day.Follow	Up:	If	there’s	no	response,	send	polite	reminders.Example:	FnF	Request	Letter	from	EmployeeSubject:	Request	for	Full	and	Final
Settlement	LetterDear	[HR	Manager’s	Name],I	hope	this	email	finds	you	well.	I	am	writing	to	request	my	Full	and	Final	Settlement	Letter	following	my	resignation	from	[Company	Name],	with	my	last	working	day	being	[Date].Kindly	confirm	the	timeline	for	processing	my	dues	and	share	the	settlement	details	at	your	earliest	convenience.Thank	you
for	your	support.	Please	let	me	know	if	any	additional	information	is	required.Best	regards,	[Your	Name]	[Employee	ID]Common	Issues	in	FnF	Settlements	and	How	to	Resolve	ThemDelayed	Payments:	Follow	up	with	HR	or	escalate	to	higher	authorities	if	needed.Incorrect	Deductions:	Request	a	detailed	breakdown	and	discuss	discrepancies.Lack	of
Documentation:	Always	maintain	copies	of	correspondence	and	documents.Legal	ConsiderationsEnsure	compliance	with	labor	laws	and	company	policies	during	the	FnF	process.	For	instance:Payment	of	wages	within	2–7	days	(in	India,	as	per	the	Payment	of	Wages	Act).Deductions	and	tax	compliance	must	adhere	to	local	laws.ConclusionA	Full	and
Final	Settlement	Letter	is	essential	for	a	transparent	and	amicable	conclusion	to	the	employee-employer	relationship.	Both	parties	benefit	from	its	clarity	and	professionalism,	ensuring	a	smooth	transition	and	maintaining	goodwill.Let	me	know	if	you'd	like	additional	templates,	examples,	or	legal	considerations	tailored	for	specific	regions	or
industries!	Skip	to	content	When	writing	a	request	letter	to	your	employer	for	full	and	final	settlement,	it's	important	to	maintain	clarity	and	politeness.	Begin	by	addressing	the	Human	Resources	Manager	and	stating	your	name,	employment	dates,	department,	and	designation.	Clearly	mention	the	date	of	your	relief	and	emphasize	that	your	full	and
final	settlement	has	not	been	completed.	Politely	request	the	settlement	of	all	dues	owed	to	you.	Close	the	letter	with	appreciation	and	a	signature.Table	of	Contents:Sample	Application	for	Full	and	Final	SettlementTo,	The	Human	Resources	Manager,	___________	(Name	Of	Company),	___________	(Address)Date:	__/__/____	(Date)Subject:	Request	for	full
and	final	settlementRespected	Sir	/	Madam,I	would	like	to	bring	into	your	kind	concern	that	my	name	is	_________	(Name)	and	I	was	working	at	your	_________	(Company/	Organization)	i.e	____________	(Name	of	Company/	Organization	–	Mention)	from	____________	(Date)	till	__________	(Date)	in	____________	(Department)	department	as	___________
(Designation).I	am	writing	this	letter	to	state	that	on	____________	(Day)	i.e.	_________	(Date),	I	got	relieved	from	your	_________	(Company/	Organization)	but	my	full	and	final	settlement	has	not	been	done.	I	request	you	to	kindly	do	the	full	and	final	settlement	and	send	me	all	dues	(if	any).I	shall	be	highly	obliged.Kind	Regards,	______________	(Signature)
______________	(Name),	______________	(Address)Live	Editing	Assistance	Start	with	Sample	Template	1	Start	with	Sample	Template	2	Start	with	Sample	Template	3	Live	PreviewHow	to	Use	Live	AssistantThe	Live	Assistant	feature	is	represented	by	a	real-time	preview	functionality.	Here’s	how	to	use	it:Start	Typing:	Enter	your	letter	content	in	the
"Letter	Input"	textarea.Live	Preview:	As	you	type,	the	content	of	your	letter	will	be	displayed	in	the	"Live	Preview"	section	below	the	textarea.Additional	Template	OptionsThe	letter	writing	editor	allows	you	to	start	with	predefined	templates	for	drafting	your	letters:Choose	a	Template:	Click	one	of	the	template	buttons.Auto-Fill	Textarea:	The	chosen
template’s	content	will	automatically	fill	the	textarea.Download	OptionsClick	the	"Download	Letter"	button	after	composing	your	letter.	This	triggers	a	download	of	a	file	containing	the	content	of	your	letter.Click	the	"Share	via	Email"	button	after	composing	your	letter.	Your	default	email	client	will	open	with	the	subject	"Sharing	My	Draft
Letter".Click	the	"Share	via	WhatsApp"	button	to	send	the	letter	as	a	message	to	a	contact	on	WhatsApp.Click	the	"Copy	to	Clipboard"	button	after	composing	your	letter.	You	can	paste	the	copied	text	anywhere	you	need.Print	LetterClick	the	"Print	Letter"	button	after	composing	your	letter	to	print	it	directly	from	the	browser.FAQsWhat	should	I
include	in	a	request	letter	for	full	and	final	settlement?Begin	by	providing	your	employment	details,	including	dates	of	employment,	department,	and	designation.	Clearly	state	the	date	of	your	relief	and	request	the	settlement	of	any	pending	dues.Is	it	necessary	to	mention	the	reason	for	leaving	the	company?No,	it's	not	necessary	unless	relevant	to
the	settlement	process.	Focus	on	the	request	for	settlement	rather	than	reasons	for	departure.How	soon	should	I	expect	a	response	after	sending	the	letter?Typically,	employers	aim	to	process	full	and	final	settlements	promptly.	However,	the	timeline	may	vary	depending	on	company	policies	and	procedures.Should	I	follow	up	if	I	don't	receive	a
response	within	a	reasonable	time?Yes,	if	you	don't	receive	a	response	within	a	reasonable	period,	it's	advisable	to	follow	up	with	the	Human	Resources	department	to	inquire	about	the	status	of	your	settlement.Can	I	request	a	copy	of	the	settlement	details	for	my	records?Yes,	you	can	politely	request	a	copy	of	the	settlement	details	for	your	records
to	ensure	transparency	and	clarity	regarding	the	settlement	process.Incoming	Search	Terms:sample	letter	requesting	full	and	final	settlementrequest	letter	for	full	and	final	settlementrequest	for	full	and	final	settlement	after	resignation	and	relieving	Are	you	wondering	how	to	handle	the	full	and	final	settlement	process	after	resigning	from	your	job?
The	process	of	settling	your	dues	with	the	employer	can	sometimes	be	daunting,	but	with	the	right	approach	and	understanding	of	the	procedures	involved,	you	can	smoothly	navigate	through	it.	Here’s	a	comprehensive	guide	on	how	to	mail	HR	for	full	and	final	settlement:	full	and	final	settlement	(	fnf	mail	to	HR	)	is	a	letter	written	to	request
payment	of	final	salary.	One	may	require	this	letter	when	he/she	is	resigning	from	his/her	job	in	order	to	get	the	remaining	salary.	If	your	employer	does	not	arrange	for	a	full	and	final	settlement	of	your	salary,	you	should	request	this	by	writing	to	the	HR	of	the	company	through	an	Email	or	by	postal	letter.	This	article	will	give	you	an	idea	to	send	an
email	to	HR	for	the	full	and	final	settlement	of	your	salary.	Company	is	not	paying	you	salary?	Know	step	by	step	procedure	How	to	recover	your	unpaid	dues	from	Company?	Full	and	final	settlement	refers	to	the	process	where	an	employee	receives	the	remaining	dues	from	the	employer	after	resignation.	It	includes	salary	for	the	notice	period,
pending	salary,	leave	encashment,	gratuity	(if	applicable),	and	other	entitlements.	Start	the	process	by	drafting	a	formal	email	to	your	HR	department	expressing	your	intention	to	settle	all	dues	and	requesting	the	full	and	final	settlement	calculation.	Mention	your	last	working	day	and	the	date	you	expect	the	settlement.	Your	name,	address,	and
contact	information	The	recipient’s	name,	position	title,	and	address	A	subject	line:	full	and	final	settlement	Your	position	title	at	the	company	How	long	you	worked	for	the	company	The	company	name	Your	resignation	date	(last	day	of	work)	A	statement	that	you	have	completed	your	duties	A	statement	that	you	have	served	the	notice	period	A
request	for	the	relieving	letter	A	request	for	full	and	final	settlement	Write	your	request	to	your	human	resources	contact	or	the	director	of	human	resources.	Use	a	professional	letter	format	for	your	request	letter.	State	your	request	clearly.	Ask	in	a	polite	tone	and	thank	the	recipient	for	their	assistance.	You	are	at	the	right	place.	We	have	the	draft
copy	of	full	and	final	settlement	letter	format	from	employee	to	company	HR	or	vice	versa.	The	complete	full	format	for	the	Full	and	final	settlement	letter	to	HR	is	given	below.	As	an	employee,	you	have	certain	legal	rights	during	the	full	and	final	settlement	process.	Familiarize	yourself	with	the	employment	laws	in	India	to	ensure	you	receive	what
you	are	entitled	to.	Be	proactive	in	following	up	with	HR	regarding	the	progress	of	your	settlement.	Maintain	open	communication	and	address	any	concerns	or	discrepancies	promptly.	Check	with	your	HR	department	about	the	timelines	for	settlement	and	the	required	documentation.	Ensure	you	submit	all	necessary	documents	to	avoid	delays.	If	you
encounter	any	disputes	or	discrepancies	during	the	settlement	process,	try	to	resolve	them	amicably	with	HR.	If	needed,	seek	legal	advice	to	protect	your	rights.	The	full	and	final	settlement	is	an	essential	part	of	the	exit	process.	Ensure	you	complete	all	formalities	and	hand	over	any	company	property	before	leaving.	Now	It’s	easy	to	Create
Employment	Agreements	Know	the	workplace	rules	for	Women.	Don’t	be	the	victim	of	Sexual	Harassment.	Know	What	are	your	Rights	as	an	employee.	Don’t	be	a	victim	of	workplace	politics.	To,The	Human	Resources	Manager,(Name	Of	Company),	(Address)	Date:	//__	(Date)	Subject:	Request	for	full	and	final	settlement	Respected	Sir	/	Madam,	I
would	like	to	bring	into	your	kind	concern	that	my	name	is	(Name)	and	I	was	working	at	your	(Company/	Organization)	from	_	(Date)	till	_	(Date)	in	__	(Department)	department	as	(Designation)	bearing	employee	id	__(Employee	Id).	That	on	________(date)	I	have	submitted	my	resignation	letter	which	is	duly	approved	by	__________(Name	of	the
approver)	and	also	serverd	my	notice	period.	I	am	writing	this	letter	to	state	that	on	_	(Day)	i.e.	(Date),	I	got	relieved	from	your	_	(Company/	Organization)	but	my	full	and	final	settlement	has	not	been	done.	I	request	you	to	kindly	do	the	full	and	final	settlement	and	send	me	all	dues	(if	any).I	also	request	you	to	please	share	the	original	statement	with
me	as	soon	as	possible.	If	you	have	any	questions	about	my	request,	please	call	me	at	___________(contact	number).	Thank	you	for	your	time	and	your	attention	to	this	matter.	I	shall	be	highly	obliged.	Kind	Regards,_____________	(Signature)_____________	(Name),_____________	(Address)_____________(Employee	id)	This	document	is	crucial	as	it	helps	in
closing	all	financial	obligations	between	the	employer	and	employee.	It	is	important	because	it	ensures	that	there	is	no	confusion	or	dispute	regarding	the	final	amount	due	to	the	employee.	When	an	employee	is	leaving	the	company,	he	has	to	get	paid	for	the	last	working	month.	This	procedure	of	paying	or	recovering	during	the	resignation	process	is
called	Final	Settlement.	You	should	send	a	full	and	final	settlement	letter	once	you	have	reached	an	agreement	with	your	employer	on	the	terms	of	your	separation,	including	any	outstanding	payments	or	benefits	owed	to	you.	Yes,	you	can	negotiate	the	terms	of	a	full	and	final	settlement	letter,	particularly	if	you	believe	that	you	are	entitled	to
additional	payments	or	benefits.	However,	it	is	important	to	approach	the	negotiation	in	a	professional	and	constructive	manner,	and	to	seek	legal	advice	if	necessary.	An	employee	can	seek	relief	under	the	Industrial	Employment	Standing	Orders	Act,	Payment	of	Wages	Act,	ID	Act	as	per	the	explanation	of	employee	under	these	enactments	or
through	Civil	Court.	What	Includes	in	Full	and	Final	Settlement	Pending	salary	of	the	employee.	Leave	encashment	such	CLs,	ELs,	PLs	Bonus	Gratuity	amount	Arrears	Incentives	etc.	To	draft	a	full	and	final	settlement	letter,	start	by	clearly	stating	your	name,	employee	ID,	and	the	reason	for	your	separation.	Then,	list	the	outstanding	payments	or
benefits	that	you	are	owed,	along	with	the	total	amount.	Finally,	include	a	statement	indicating	that	you	accept	the	terms	of	the	settlement	as	final	and	complete,	and	request	that	the	employer	processes	the	payment	as	soon	as	possible.	If	your	employer	does	not	respond	to	your	full	and	final	settlement	letter	within	a	reasonable	period	of	time,	you
may	need	to	seek	legal	advice	or	take	further	action	to	enforce	your	rights.	Yes,	it	is	necessary	to	send	a	Full	and	Final	Settlement	Letter	to	HR	to	ensure	that	all	your	dues	and	payments	are	settled	promptly	after	your	resignation.	The	time	taken	by	HR	to	settle	full	and	final	payment	varies	depending	on	the	company	policies	and	procedures.
However,	it	is	advisable	to	follow	up	regularly	to	ensure	a	prompt	settlement.	Yes,	you	can	use	a	template	for	a	Full	and	Final	Settlement	Letter	to	ensure	that	all	necessary	details	are	included	and	the	letter	is	professional	and	effective.	Firstly,	ensure	that	you	have	all	the	relevant	details	such	as	the	employee’s	name,	designation,	last	working	day,
and	any	outstanding	dues.	Secondly,	calculate	the	final	amount	due	to	the	employee	including	any	salary,	bonuses,	reimbursements,	or	other	benefits.	Finally,	draft	the	letter	in	a	professional	and	clear	manner,	including	all	necessary	details	and	calculations.	To	ensure	a	smooth	process	when	requesting	a	Full	and	Final	Settlement	Letter	from	HR,	it	is
important	to	follow	a	few	tips.	Firstly,	make	the	request	in	writing	and	keep	a	copy	of	the	request	for	your	records.	Secondly,	provide	all	the	necessary	details	and	documents	such	as	a	resignation	letter,	relieving	letter,	and	any	outstanding	claims.	Thirdly,	follow	up	with	HR	if	there	are	any	delays	or	discrepancies	in	the	settlement	process.	There	are
some	common	mistakes	that	one	should	avoid	when	writing	a	Full	and	Final	Settlement	Letter.	These	include	not	including	all	relevant	details	and	calculations,	using	unprofessional	language	or	tone,	and	not	following	up	with	HR	to	ensure	the	timely	settlement	of	dues.	A	Full	and	Final	Settlement	Letter	may	be	required	in	various	situations	such	as
resignation,	termination,	retirement,	or	end	of	a	fixed-term	contract.	It	is	important	to	ensure	that	the	letter	is	prepared	accurately	and	professionally,	as	any	errors	or	discrepancies	can	lead	to	disputes	and	legal	issues.	You	can	find	sample	formats	from	our	website	only	or	request	one	from	your	HR	department.	Ensure	the	letter	includes	all	relevant
details,	such	as	your	last	working	day	and	the	settlement	amount.	As	per	labor	laws	in	India,	the	full	and	final	settlement	should	be	completed	within	45	days	from	the	last	working	day.	Yes,	you	can	request	a	relieving	letter	along	with	the	settlement.	A	relieving	letter	confirms	the	end	of	the	employment	relationship	and	can	be	crucial	for	future	job
prospects.	Yes,	emailing	HR	is	a	common	and	acceptable	way	to	request	the	full	and	final	settlement.	It	ensures	a	written	record	of	your	request.	The	Payment	of	Wages	Act	governs	the	timely	payment	of	wages	and	the	full	and	final	settlement	of	employees.	HR	should	adhere	to	the	Act’s	guidelines	while	processing	settlements.	Yes,	in	some	cases,
you	may	negotiate	certain	aspects	of	the	settlement,	especially	if	there	are	discrepancies	in	the	calculation	or	unpaid	dues.		Are	you	working	overtime?	Know	these	Laws		Laws	on	Sexual	Harassment	at	workplace	in	India	Rights	of	Employees	in	India	Not	all	employees	get	their	pending	salary	cleared	immediately	after	their	resignation.	Some
employees	might	have	to	follow	up	to	get	their	dues	from	their	employer.If	your	employer	is	not	cooperating	with	you,	and	not	paying	any	amount	at	all,	then	you	can	propose	for	a	full	and	final	settlement	on	the	outstanding	salary.	You	can	suggest	a	lump	sum	amount	or	ask	for	advance	cheques	towards	pending	dues	payment	in	installments.Here	are
samples	of	request	letters	for	full	settlement	payment	after	resignation.Sub.:	Request	for	full	and	final	settlement.I	was	working	in	the	____________	Department	as	a	(Designation)	in	(Name	of	the	Company).	I	resigned	on	(Date)	and	served	___	days'	notice	period.	I	was	relieved	from	my	duties	with	effect	from	(Date).I	beg	to	state	that	I	have	still	not
received	my	pending	dues	from	the	company	as	per	the	following	details.	i)	Salary	for	the	months	of	________	and	________,	ii)	Traveling	allowance	claim	for	(Amount),	andiii)	Incentives	for	the	months	of	_______	for	(Amount).These	have	been	pending	for	the	last	___	months.	I	have	been	following	up	with	the	accounts	department.Therefore,	I	kindly
request	you	to	clear	my	outstanding	dues	as	early	as	possible.	I	am	willing	to	get	a	final	settlement	amount	against	the	whole	dues	as	I	have	some	urgent	financial	needs	to	meet.	I	shall	be	grateful	for	your	cooperation	and	time.I	had	resigned	from	my	position	of	(Designation)	in	the	company	on	(Date).	Before	the	last	date	of	service	and	notice	period,
I	had	completed	all	the	handing	over	formalities	duly.	I	was	told	that	I	would	get	a	full	and	final	settlement	amount	of	___________	towards	the	pending	salary	and	other	dues.	It	has	been	over	___	days,	yet	I	have	not	received	any	payment	from	the	company.	I	have	followed	up	with	the	accounts	department	a	few	times.	I	am	in	urgent	need	of	money	to
meet	my	financial	needs.	Kindly	clear	the	salary	dues	as	early	as	possible.Thank	you	for	your	time	on	this	matter.




