<<Employee's Name>>
<<Address>>
<<Address>>

<<Post Code>>

<<Recipient's Name>>
<<Company / Employer's Name>
<<Address>>

<<Address>>

<<Post Code>>

<<Date>>

Dear << >>

| am writing to inform you that my
to be born on <<date>>. | would |
away from work for [one] [two] weq

er] is pregnant and that the baby is due
to start on <<date>> and | plan to be

| would like my [Statutory Paternit
above>> and for that purpose | de

y Pay] to commence paid on <<date as

¢ [l am the baby’s big
[I am living with the
immediate relative.
¢ | have responsibilit
o | will take time off tg

ied/in a civil partnership with the mother],
mily relationship but am not an

g; and

wil

are for the child.

| would like to take this opportunit
hearing from you.

for your support and look forward to

Yours sincerely

<<Name & Title>>
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