Formal maternity leave request letter

Name ad Surname of the sender

Street Name and Number

Postcode and City

Country

MM/DD/YYYY


Name ad Surname of the recipient

Company Name

HR Officer

Street Name and Number

Postcode and City

Country

RE: Maternity leave request
Dear Mr/ Ms [LAST NAME]
I warmly thank you for accepting to think about the issues I raised during our meeting yesterday. My team will invest time to elaborate your ideas and develop new project in line with your guidelines.
My purpose of writing to you, however is to ask you for a favor. I am expecting my delivery during first week of October. I am not keeping that well also and understand that I need more rest. My doctor also has advised me to slow down a little with regards to work. Therefore, I request you to grant me two months of maternity leave from 20 October 2020 to 1st of January 2021. I will report to duty on the 2nd of January 2021.

Thank you for your consideration in the matter.

[Name Surname]
[Signature]

Project Manager
