Maternity Leave Application
Date: [Date]
From,
[Your Name]
[Your Designation]
[Department Name]
[Employee ID, if applicable]
To,
[Manager's Name]
[Company Name]
Subject: Maternity Leave Application, [Your Name]
Dear [Manager's Name],
I'm writing to formally request maternity leave from [Start Date] to [End Date], in accordance with company policy and the Maternity Benefit Act. My expected delivery date is [Date].
To keep things running smoothly while I'm away, I've handed over my current projects and responsibilities to [Colleague's Name], and they've been fully briefed on where things stand.
I've attached the medical certificate confirming my pregnancy for your records. I plan to resume work on [Return Date].
Thank you for your understanding and support.
Best regards,
[Your Name]
[Your Job Title]
[Your Employee ID]
