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DATE                            



SCHOOL NAME
SCHOOL ADDRESS
Principal: NAME
Secretary: NAME
Employee: NAME
EIDN: #####
Talent Specialist & Talent Partner:

Please be advised that EMPLOYEE, a POSITION at SCHOOL NAME, has not reported to work since DATE.  I tried to contact EMPLOYEE on list dates of outreach, via the number we have on file: ###-###-#####.  Describe all outreach attempts (phone, voicemail, email, etc).
Due to EMPLOYEE’S continued absence without authorization, I am requesting that their employment be severed.

Thank you,

PRINCIPAL OR SECRETARY
Office of Talent


440 N. Broad Street, Suite 222


Philadelphia, PA  19130





Telephone: 215-400-4600| Fax: 215-400-4611
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