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Template 1 – Generic Unpaid Long Service Leave Entitlement
The following template is designed for an employee seeking payment of any unpaid Long Service Leave Entitlements.

Select date
[your name]
[your address]
[employer’s name]
[employer’s address]

Dear [employer’s name],
I refer to my employment with your organisation from [insert start date of employment] to [insert end date of employment] as a [insert job title or award level]. I believe the following entitlements are owed to me.
[describe entitlements owing and/or how you’ve calculated what you believe is owed and/or why you are seeking unpaid entitlements]
This letter provides an opportunity for you to rectify these outstanding matters. Please contact me on [insert contact details] to discuss this matter. 
If you need to seek further information or clarification regarding my long service leave entitlements under NSW industrial relations laws, you may call NSW Industrial Relations on telephone 13 16 28. 
If I do not receive a response from you within 7 days from the date of this letter, I may lodge an official complaint with NSW Industrial Relations within the NSW Premier’s Department. 
Yours sincerely,
[your name]
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