[Print on Employer’s Le jny Name and Address]

<<Employee’s Name>>
<<Employee’s Address>>
<<Post Code>>

<<Date>>

Dear <<Name>>,

On <<date>>, we wrote to you in
this letter is enclosed. Since then
been unable to make contact with

bed absence from work. A copy of
ponse from you and we have still

e now resigned your position with
bfore propose to treat this date as
Accordingly, we shall now forward
you up to and including today, i.e.
aware that you will not be paid for

As previously stated, your condug
the Company with immediate effe
the effective date of the terminatig
to you your P45 and you will be p
your implied date of summary resi
any days of unauthorised absencg
If we have misunderstood your int must contact us urgently.

sion. If you wish to appeal, you

ng days of receiving this decision.
d an appeal meeting which you

If you wish, you may appeal aga
must inform the Company in writi
If you appeal, the Company will
should take all reasonable steps tq

Yours sincerely,

<<Name & Title>>
For and on behalf of <<Company
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