[Company Name]
[Address]
[Tagline]
Date:
To
[The Recipient]
RE: Absence from work without intimation
This letter serves you as a termination letter from your post [Mention Designation] from our company [Mention Name] effective from right today [Mention Date]. You were always appreciated for your hard work and the company used to express it in one form or the other by bestowing you with different benefits.
But it is assumed that all those efforts on our behalf as a company went in vain. You are showing unprofessional behavior that has become unendurable now. Your uninformed absence from the office for over a week has already been considered equal to resignation.
The company had to go through many problems because of you. Other employees had to complete the tasks assigned to meet the deadline. This is not and should not be the way to serve an international firm. We can even sue you for this negligence and the loss company had to suffer from.
But we opt to show you mercy in return for the years you have spent in the service of our organization. You owe us a thorough explanation even though you are no more a part of the company. You will only be given the dues if you succeed to provide us with some valid reason for this unprofessional attitude.
Sincerely,
[Your Name]
[Designation]
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