[bookmark: _GoBack]Date: _____________________

To 	(Your Manager)
	Telnet Services Ltd/ Call Centre People Limited (delete one)

Copy letter to Payroll/ HR


Dear (Your Manager)

I wish to inform you that I want to take parental leave.

I have completed an IR 880 Paid Parental Leave Application and forwarded it to Payroll/ HR for them to complete the employer details and then return it to me to forward to Inland Revenue.

I have attached a certificate from my doctor or midwife stating the due date of my baby.

My last day at work will be: _______________________

(If applicable) Prior to my parental leave I wish to take annual leave/ holiday pay for the period:
Sate the date range of the annual leave/ holiday pay and please complete a leave form:

From Date: _____________________ to Date______________________ Number of (work) days: _____
(note that it is optional to take annual leave/ holiday pay prior to parental leave)

I wish to take my 16 week parental leave:

From Date:_____________________ to Date: _____________________--(an 18 week range)

If I take leave after my parental leave I understand that it is unpaid leave.

The date that I intend to return back to work is:

Date: _______________________ (no more than 1 year from my last day at work)

I note that 3 weeks before I am due to return to work I will confirm in writing to Telnet Services/ Call Centre People that I am returning to work/ or not returning to work.

Yours sincerely




Employee Name and Signature
