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ANNUAL LEAVE REMINDER LETTER
Sample Letter


This letter must be transferred to your own letterhead, removing the title and all references to Peninsula and with all optional and personalised information completed.





· This letter can be sent to employees to remind them to book and take their annual leave entitlement.

· Our Peninsula Face2face service will conduct, or support and assist you to conduct, any face to face meeting you are undertaking with your employees. For further information, please visit https://www.peninsulagrouplimited.com/services/hr/peninsula-face2face/ or speak to your HR Expert.

· [bookmark: _Hlk137215487]Need additional training? Click here to access your free CPD accredited e-learning sessions available on GLU e-learning.

· [bookmark: _Hlk137215350]Have you tried BrAInbox yet? For quick answers to your HR and health & safety questions, try our innovative AI based platform, BrAInbox. Just type in your question and get your answer, fast. Try it today












Need Further Advice?
T: 0844 892 2772	E: advice@peninsula-uk.com	W: peninsula-uk.com






(Date)


Dear (Name),

We wish to take this opportunity to remind you to use your full annual leave entitlement within the current leave year, which ends on (insert date i.e. 31 December or 31 March). 

Your annual leave is very important for your health and wellbeing, as well as giving you time to relax away from the workplace. 

Please submit all holiday requests to your line manager for approval in line with the internal holiday policy, which can be found (insert details eg in the Employee Handbook/on the company intranet). 

Please note that you may not be able to carry over any untaken leave into the next leave year, although we will take into account any extenuating circumstances when making a decision on this. 

Please do not hesitate to contact me if you have any further queries in relation to this matter.

Yours sincerely

(Name)



*delete/amend as appropriate
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