Template Letter
Job Abandonment


(COPY TO AGENCY LETTERHEAD)


Date

Name
Address
City, State, Zip Code

Dear Mr./Ms. (Last Name):

Since (date), you have been absent from duty for three consecutive workdays without proper authorization.  Therefore, you are considered to have voluntarily resigned from State employment. 

You will be separated from State employment effective (date) at (time) in accordance with the State Personnel System Rule R2-5A-1001(B).

Please return all state property immediately.

Sincerely,


(Name of Appointing Authority)
(Title)



cc: Employee’s Personnel File
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