Formal Materniy Leave Letter

To.

= eorge Peterson
Senior Manager, Sakes Depariment

Joe's Sales Agency
Eradford

UK

Tth January 2014

Subject: Maternity leave reguest letter

Respecied Sir,

I am writing this letter 1o formally request for B weeks materniy leave, followang the birth of my child. My
pregnancy’s due date is 15th January 2014 and therefore | would ke to begin my maternity leaves from
1eh Jamuary 2014, Through this letter, | would like to apply for the maternty leaves, efective irom

10 January and would return towork from 10th March

| understand that my maternity leave would reguire a temporary replac ement and | assure you that | would
train him or her and would update the dufies and responsibilities, if needed. Also, | have submitted the
projects and report files that were with me to Mr. Darwin, sales head of our team. Inthe mean time. | have
handed over my duties to my colieague Ms. Martha and she will update me about the mmediate needs or
emergencies, if amy.

| have enclosed my pregnancy cerfificates , leave of absence records and medcal documents for yvour kind
referral. | request you to kindly sanction my maternity leave application and ket me know # | am of any
assistance to you.

T hanking you.

Sinc erely,

Jenmy Wills

Sales Execulive



