
Acknowledgement for tentative leave dates

Subject: Provisional Maternity Leave Acknowledgement

Dear [Employee Name],

We acknowledge receipt of your maternity leave request for the tentative period [Tentative Start

Date] to [Tentative End Date]. Once the dates are confirmed, please notify HR to finalize your leave

approval.

We are happy to support you during this time.

Sincerely,

[HR Name]

[Company Name]

Get more templates here: 

https://www.lettersandtemplates.com/letters/matenity-leave-acknowledgement-letter


