[Company Logo]   [Company Name]
NOTICE OF UNAUTHORISED ABSENCE
	Ref. No.:
	[Reference Number]

	Date:
	[Date]

	Mode:
	Registered Post A.D. and Email



To,
[Employee Name]
Employee ID: [Employee ID]
[Designation], [Department]
Address: [Employee Address as per Records]
Email: [Employee Email]
Subject: Unauthorised Absence from Duty since [DD/MM/YYYY]
Dear [Employee Name],
Our records show that you have not reported for duty since [DD/MM/YYYY], i.e. for [Number] working days as on the date of this letter. No leave application has been received and no intimation has been given to your reporting manager or the HR department.
The company made the following attempts to contact you:
	Date
	Mode of Contact
	Contacted by
	Outcome

	[DD/MM/YYYY]
	[Phone / SMS / Email]
	[Name]
	[No response / Switched off]

	[DD/MM/YYYY]
	[Phone / SMS / Email]
	[Name]
	[No response / Switched off]

	[DD/MM/YYYY]
	[Phone / SMS / Email]
	[Name]
	[No response / Switched off]



We are concerned about your wellbeing. If you are unwell or facing an emergency, please inform us at the earliest so that we can consider appropriate leave.
Unauthorised absence is not permitted under Clause [Clause Number] of the company's [Standing Orders / HR Policy]. You are therefore directed to either report for duty to [Reporting Manager] at [Work Location], or submit a written explanation with supporting documents for your absence, within [Number] days of receipt of this notice.
If no response is received within this period, the company will be constrained to proceed further in accordance with its standing orders and applicable law, on the basis of the records available.
Yours faithfully,

	______________________________
For [Company Name]
[Authorised Signatory]
[Designation]
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