
Requesting maternity leave

Subject: Maternity Leave Request

Dear [HR Manager's Name],

I would like to formally request maternity leave starting from [Start Date] to [End Date] as per

company policy. I have attached the required medical documents and will coordinate with my team

to ensure a smooth workflow during my absence.

Thank you for your support.

Best regards,

[Your Name]

Get more templates here: https://www.lettersandtemplates.com/letters/leave-requisition-letter


