SAMPLE - ABANDONMENT OF POSITION

Dear_________________:


This is notice that you will be separated from your position of ____________________, and from the federal service effective _____________, for abandonment of position.


Specifically, you requested and were granted annual leave on April 22 and April 26, 199- to coincide with your Kelly Day, April 24.  You were scheduled to return to duty on April 28, 199-, at 8:00 a.m.  On that date, you did not report to work, nor did you call or notify your supervisor that you would be absent.


On April 28, I telephoned your home and found that the phone had been disconnected.  Later in the day I asked the oncoming shift firefighter, Mr. _____, to stop by your house to see what had happened to you.  Mr. ____ reported that he found two “for Rent” signs and one “No Trespassing”  sign posted at your residence, the front door was ajar, and the house was empty of furniture and personal belongings.  He spoke to the neighbors across the street, and they reported that your family had moved out on Monday or Tuesday, April 21 or 22.


You have not requested leave of any type to cover the period of time that you have been absent.  As such, I have had no choice but to record you as absent without leave (AWOL) since April 28, 199-.


It is my conclusion that your unauthorized absence has had an adverse impact on the accomplishment of our mission.  In addition, your absence has created the necessity for others to cover your shift, resulting in the payment of overtime.  Consequently, your discharge is considered necessary to promote the efficiency of the service.  A copy of the Notification of Personnel Action (SF 50) will be forwarded to you under separate cover.









Sincerely,









XXXXXXXXXXXX 

