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ABANDONMENT OF EMPLOYMENT CONFIRMATION LETTER 

 

Date 

 

 

Name 

Address 

Suburb  State  Postcode 

 

SUBJECT:  ABANDONMENT OF EMPLOYMENT 

 

Dear Contact Name 

 

We advise that following your unexplained absence from work which commenced on [date] we give notice to 

terminate your employment effective from [insert date] [you must provide the notice period as per award/NES]. 

 

Your entitlements on termination are: 

• Accrued annual leave 

• Long Service Leave [if applicable] 
 

Payment of termination monies will be made by [cheque / EFT]. 

 

 

Yours faithfully, 

[Company Contact] 

[Company Title] 

[Company Phone] 

[Company Email]  

 

 

 

 

 

 

 


