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SANTA CRUZ, CALIFORNIA  95064
 

[Notice of Final Decision: Separation for Job Abandonment]
[This letter template is to be used in consultation with Staff Human Resources.]
[Date]

[Employee Name]

[Employee Address]
[Job Title, Department]
Dear [Employee Name],
Re: Notice of Separation for Job Abandonment
This is to notify you that you will be separated from your position with the University at [time], [date] for job abandonment.  You have not reported to work as scheduled since [date]. You did not respond to my letter to you dated [insert date(s) of previous notices]. Therefore, I consider you to have abandoned your job. 

Your final paycheck and separation paperwork will be mailed to you at the address above by the Staff Human Resources Office.

Sincerely,


[Supervisor Name]

[Supervisor Title, Department] 

Enclosure:  Proof of Service


cc:
Staff HR Partner

Department Manager

Labor Relations 

Division/Unit Head
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