HRS must be copied on all resignation notifications .Requests to change resignation effective date or to rescind resignation requires prior approval from appropriate appointing authority.  
Notification of any changes to resignation must copied to HRS

August 4, 2020
Regular and Certified Mail

Employee Name

Street Address

City, State Zip
Dear Dr./Mr./Ms. Employee Name:
On Month, Day Year, I was notified that you had written “I Quit” on your time card for Month, Day, Year.  There appears to be some confusion as to if it is your intent to resign from your position or not since you have called in to report your absence due to illness on Month, Day, Year.  

I will accept your written notice of resignation unless you contact me by Day, Month, Day, Year, stating this was not your intent.  If it was not your intent to resign you are required to bring in written documentation provided by a physician/health care provider clearly attributing being sick as the reason for your absences.    

This letter also serves to remind you that Washington Administrative Code (WAC) 251-22-111 requires you to report your illness daily.  Specifically the WAC reads: WAC 251-22-111 you have Sick leave--Reporting--Verification. (1) Employees shall report illness or disability to the immediate supervisor at the beginning of any period of sick leave and daily thereafter unless prearranged.

If you do not contact me by Month, Day, Year, your resignation will be effective Month, Day Year, based on your written notification.

Sincerely,

hrs.wsu.edu/managers/appointing-authority
Appointing Authority Name, Title

Department
cc: 
Appropriate Departmental CC’s
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