How to use: replace every highlighted [bracket] with your details, then delete this note and the checklist at the bottom.
Date: [DD Month YYYY]
To: [Manager's name, designation]
Cc: [HR manager's name]
Subject: Paternity Leave Request, [start date] to [end date]

Dear [Mr./Ms. Surname],
My [wife / partner] is expecting our child on [date]. I request [X] days of paternity leave from [start date] to [end date] under the company leave policy.
[Colleague's name] will cover [tasks]. My address during leave is [address], and my phone number is [phone number].
Thank you for your consideration.
Sincerely,
[Name, Designation]
Before you send (delete this section)
1. Paternity leave is not reported as a Labour Act entitlement, so your employer's policy decides. Read it first.
1. If your child is already born, replace the first sentence with: We welcomed our child on [date].
1. Attach birth confirmation if HR asks.
