Letter B:  Agreement to Shared Parental Leave application
Dear [x]
Thank you for advising me of your entitlement to take Shared Parental Leave. 
I can confirm that, based on the information you have provided, you are entitled to take Shared Parental Leave and I agree to the leave that you have requested. 
The HR Division will write to you formally granting your leave and to confirm the details of your leave and, if entitled, statutory shared parental pay.
If you and your partner wish to vary the amount of leave and/or pay that you are each entitled to then you must notify me of the change in writing and inform me:
(a)  
of any Shared Parental Leave or Pay that you or your partner have already booked

(b)  
the number of weeks you are adding to your entitlement from your partner’s entitlement or the number of weeks you are deducting to give to your partner

(c)  
when you expect to take any additional weeks of leave.
You will also need to provide a declaration (CHRIS 75c) signed by you and your partner both consenting to the change.
If you have any questions about any aspect of your shared parental leave and/or pay entitlement, please do not hesitate to speak to either myself or [name of individual/HRBM/HRA].

Yours sincerely

