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NOTICE TO TAKE HOLIDAY DURING NOTICE PERIOD
Date. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . (insert date)
Dear . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . (insert name of employee)

[We refer to your resignation letter dated ……… (insert date) and the Company’s response letter dated ……… (insert date)] OR [We refer to the Company’s dismissal letter dated ……… (insert date)]. Your employment with the Company will terminate on ……… (insert date).
Under the terms of the Company’s holidays policy [and notice periods policy], during your notice period (whether notice of termination of employment is given by the Company or by you), including where you are placed on garden leave during your notice period, the Company may require you to take any outstanding accrued annual leave that you may have and the policy provides that the Company will not be obliged to give you any minimum notice to take such annual leave during your notice period. It is also the Company’s general policy that employees should endeavour to use up their outstanding annual leave entitlement before they leave employment.
This letter is therefore to inform you that the Company now requires you to take annual leave during your notice period from ……… (insert date) to ……… (insert date), amounting to ……… (insert number) working days, in order to use up [some of] the remainder of your accrued but untaken annual leave entitlement. You have currently only taken ……… (insert number) days out of your total annual leave entitlement on termination of employment of ……… (insert number) days.

During this designated period, you will be on annual leave and you will not be required to attend work. [In addition, as the last day of your designated annual leave coincides with the date of termination of your employment, it means you will not be required to return to work after you have started your period of annual leave. Your last day in the workplace will therefore be ……… (insert date).]
You will still be paid a sum in respect of further accrued but untaken annual leave entitlement (if any) on termination of employment.
If you wish to discuss any aspect of this letter, please contact ............ (insert name of contact).

Yours sincerely

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

For and on behalf of the Company

