
[Job Abandonment Letter]

Date








CERTIFIED MAIL Info (w/tracking info)

[Employee Name]

[Address]

Dear Employee:

As of today’s date, you have been absent and missing from work since ______.  Because your absence was not approved and we have not heard from you, we have determined that you have abandoned your position.  This is consistent with company policy found in the Employee Handbook on page ___, (three days of no call/no show is considered a voluntary quit, or job abandonment).  In accordance with our policies, we are terminating your employment effective on _____________.

As a terminating employee, there are a number of issues that need to be handled, including your last paycheck, insurance continuation and company property.  Your last paycheck will be issued on the next regularly scheduled pay day.  Under company policy, any company property must be returned to the company as soon as possible.  If assigned property is not returned, and you do not make plans to return it, the company considers this theft and will contact local law enforcement to recover the property.  [optional if applicable - any earned, but unused vacation days will be paid with your last paycheck.]
Within the next few weeks, you will receive information in the mail regarding your rights and the procedure for continuation under COBRA of any health insurance benefits in which you are enrolled.  Due to your termination, your health benefits will end effective on _____________.  Any questions regarding your health benefits, and transition to COBRA (if you elect to) can be made to me at the above number.   To ensure that you receive important documents and notices from the company, please contact us if your address changes.

Lastly, if you believe that you should not be terminated as discussed above, or have a special circumstance that should be considered by the company, you must put your position in writing, attach all supporting documentation, and send it to ___________ by ______________.  We will fairly and thoroughly evaluate any information you submit for consideration.  If you have other questions, please call me right away.

Sincerely,

[company name]

Human Resources Manager


