

Job Abandonment Termination Letter 
[Date]

Dear [Employee's Name],

I am writing to formally address your employment status with [Company Name]. It has come to our attention that you have been absent from work without any communication for a period of [number of days] starting from [start date]. Despite our attempts to reach you through various means, including phone calls, emails, and registered letters, we have received no response or information regarding your absence.

As an employee of [Company Name], it is essential that you adhere to our company policies and fulfill your work responsibilities. This unexplained absence is considered a breach of your employment contract and a violation of our established policies.

Due to your job abandonment and lack of communication, we are left with no choice but to consider your employment with [Company Name] terminated, effective immediately. Your employee benefits, if any, will cease as of [termination date]. Any company property or equipment in your possession must be returned to our office no later than [return date].

We understand that unforeseen circumstances may sometimes affect one's ability to work. However, it is crucial that employees maintain open and honest communication with their supervisors and the HR department to address such issues in a responsible manner.

If you wish to discuss this matter further or believe that there are extenuating circumstances we are unaware of, please contact our HR department as soon as possible. We would appreciate the opportunity to review any additional information you may have and discuss the situation.

Your final paycheck, including any accrued vacation or paid time off, will be processed and mailed to your address on file. If you have any questions regarding this process, please do not hesitate to reach out to our HR department.

We are disappointed that your employment with [Company Name] had to end in this manner and wish you the best in your future endeavors.

Sincerely,

[Your Name]
[Your Title]

cc: HR Department
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