To
[The Recipient]
This legal notice is being sent to you on behalf of my client Mr. [ABC], CEO of [department name], who consulted with me about the matter of breaching of your contract and hence you are being notified as under:
My client is working as CEO of X department and has full rights to exercise his powers.
You were working under my client as assistant manager. On the 1st of January, you submitted your application for causal leave of seven days stating that you had to resolve your family issues within that period. Although it was difficult for my client still you could avail the long leave as per your requirement.
Your leave period was ending on [date] and you had to report to the company on the very next day, but you failed to report back to the company. After a wait of three more days, you were sent an email in which you were directed to contact the company on an immediate basis. Again, you showed non-compliance with the directions and failed to report.
As per the terms and conditions of the contract which was signed between you and my client at the time of your appointment, it was mentioned that a long absence from work could lead to legal proceedings. Since you have been accused of long absence without informing the company, apart from your leave period, therefore my client has the full right to start the legal proceedings for your non-compliance with the terms and conditions of the contract.
It has been more than a month and since then, you are absent from your work. It is hereby informed through this legal notice that you must report back to your concerned department within three days of issuance of this notice. Otherwise, my client will be forced to start the formal legal proceedings against you, and you may lose your job consequently.
For
(Name of firm sending legal notice on behalf of client)
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