Sample Notice to Cancel or Vary period of SPL
Note: you need to enter the information in square brackets
To cancel your leave

[DATE]
Dear [employer],
I am writing to cancel Shared Parental Leave (SPL) I’d booked for the following dates: from [DATE] to [DATE].

I understand I have [NUMBER] of my 3 notices left to use.
To my understanding, I have [NUMBER] of weeks of my total SPL entitlement remaining.
Yours sincerely,
[Signature] 
[Name]
--------------------------------------------------------------------------------------------------------------
To vary or change your leave

[DATE]
Dear [employer],
I am writing to change the dates of Shared Parental Leave (SPL) I have booked. The original dates were from [DATE] to DATE for [NUMBER] of weeks of leave.
The new date/s I wish to book are [DATE] to [DATE].
I would like my Shared Parental Pay (ShPP) to be paid from [DATE] to [DATE].
I understand this counts as 1 of my 3 notices and that I have [NUMBER] notices left to use.
To my understanding, I have [NUMBER] of weeks of my total SPL entitlement remaining.

Yours sincerely,
[Signature] 
[Name]
