Letter Title
Print on Company Letterhead

<DATE>
<Name>
<Address>
RE:  Change in Your Employment Status

Dear <NAME>:

You have not reported for work since [DATE].  Your unscheduled absences and inability to contact your supervisor regarding your attendance have a significant impact on our workload.    In light of your failure to call in or show for work, we will not be able to hold your position open for your return.   Your employment with our firm will be ended and noted as a voluntary resignation as of [date of letter].  

You do not have any vacation hours on record [OR – your remaining vacation hours are enclosed in your final check].   Please contact _______at [phone] immediately if you believe there are additional hours we have not paid you.

[Is there any company property to return?  if so, state “please return the following company owned items to our office:  _________.]
I wish you the best in your future endeavors.  [NOTE THIS ONLY IF IT’S APPROPRIATE.]

Sincerely,

<Name>
<Title>
Enclosures <change in status form, HIPP notice, and “For Your Benefit” pamphlet – 2320>
<NOTE TO EMPLOYER – ENSURE THE COBRA NOTICE IS SENT IF APPLICABLE>
