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COMPANY NAME
Address/ Company Letter Head



DD/MM/ YYYY
 
First and Last Name
	Employee Id
Designation
Location

Sub:  Absconding Letter

It is informed that you are absent without leave from _______________and there is no formal message or intimation regarding your whereabouts and resuming work.

We attempted to contact you multiple times through all possible means but in vain, as there is no response from your end. This is deemed unethical, unprofessional and undisciplined conduct.
 
Hence you are required to report to office premises on or before _____________without further due and failing which, organization holds the right to terminate your services as per the terms and conditions. 


 
Sincerely,
Authorized Signatory

Name
Job Title
[bookmark: _heading=h.gjdgxs][image: ]
Disclaimer- Please note this is a draft Policy prepared by GSPU Group for your reference. You may amend it suiting to your requirement. GSPU Group expressly disclaims any liability arising out of the reliance on this draft.[image: ]
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