How To Submit Your Initial Parental Leave Request

Submitting a Paid Parental Leave Request is a 2-part process. At least 30 days prior to birth or adoption, you should submit
your initial request. Once your child is born or adoption is finalized, you will need to complete Step 2 of the process and

submit proof of birth or adoption documentation to schedule your Paid Parental leave. Please see “Parental Leave Step 2
Instructions.
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3. Answer
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Questions 1 -

Parental Leave (Step1) - Leave Request Form

3, supporting Required Prerequisice

documentatio fore st form, please ensure you have submitted your FMLA claim and, if applicable, o our third party administrator, Lincoln Financial Group. If you
nis not wll poliy by revirements.

required. or email benefits@benekeith.com.

Parental Lea

Prerequisite Validation

1. Have you completed an FMLA claim, and if applicable, a Short-Term Disability claim with our third party administrator Lincoln Financial Group?*

Yes Xa

2. Due Date or Adoption Date*
7112026 =)

3. Your Leave will start on birth date or adoption date. If you would like to start your leave on a date other than the birth due date or adoption date, please enter it here.
*Please note, you cannot start paid Parental Leave prior to the birth or adoption of the child.

Acknowledgement

By submitting this form, | agree to the above information.

Supporting Documents

Please attach additional details if desired.

4. Lastly, click
"Submit”
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You can check the status of your request at any time by selecting "My Form Submissions" in the Forms section of Dayforce.
Once a decision has been made, you will receive a notification in Dayforce and an email informing you whether your request
has been approved or denied.

For any questions, please contact your local HR representative or Office Manager or email benefits@benekeith.com.
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