SAMPLE – Query regarding previous preriods of employment -  skilled employees in salary group/ occupation group 3 and above_as of 04/2025
Employer:
Address:


Request for declaration and proof of previous employment periods pursuant to Section XIII, paragraph 3 in conjunction with Section XVI, paragraph 3 of the Collective Agreement for Employees in the Hotel and Hositality Industry

Dear Employee,


With effect from 1 May 2025, an amendment to the Collective Agreement for Employees in the Hotel and Hospitality Industry will come into force. This amendment stipulates that certain previous periods of employment in the hotel and catering industry must be taken into account when determining the classification of employees in the wage/salary scale. In order to assess whether you have any relevant previous periods of employment, we request that you provide details and proof of any periods of employment you have completed in other companies in the hotel and hospitality industry.

The entitlement to recognition of previous periods of employment shall be forfeited if the employee does not notify the employer by 30 September 2025. 

Please use the following form to notify us of any previous periods of employment and submit it to the Human Resources department in good time.


Mr/Ms _________________________________________, who has been employed in the company since ______________________ , is providing the following information on periods of previous periods of employment in the hotel and hospitality industry (Section XVI paragraph 3 CA):

	Period (from – to)
	Type of activity

	Name and address of employer
	Type of proof 
(e.g. Reference letter, social security statement, etc.) 

	



	
	
	

	



	
	
	

	



	
	
	

	



	
	
	

	



	
	
	

	



	
	
	

	



	
	
	

	



	
	
	

	



	
	
	

	



	
	
	



Please present relevant documents as proof of periods of previous periods of employment. Recognition of previous periods of empoyment is subject to fulfilment of the recognition requirements set out in the applicable collective agreement.  


Once the previous periods of employment have been disclosed to the employer, the employee is requested to submit relevant documentation proving the previous periods of employment within four months and to do so in a manner that is comprehensible to the employer. 
Should previous periods of employment have been disclosed prior to the effective date of the collective agreement on 1 May 2025, the employee must submit comprehensible documentation to the employer proving the previous periods of employment within four months as of 1 May 2025. 

Failure to provide proof within the specified period will result in the retroactive forfeiture of the entitlement to the crediting of previous periods of employment. Any excess wages/salary paid may be offset against current entitlements arising from the employment relationship. 







____________________		_____________________________________________
Place, date				Employee’s signature


Despite careful editing, all information is provided without any guarantee. No liability will be accepted by the professional associations for the hotel and catering industry or the Austrian Chambers of Commerce. 
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