
Informal Email Maternity Leave Notification

Subject: Heads Up â€“ Maternity Leave

Hi [Client Name],

Just a quick note to let you know that Iâ€™ll be on maternity leave starting [Start Date] through [End

Date]. While Iâ€™m away, [Colleague Name] will be your go-to person for anything you need.

Thanks so much for your understanding, and I look forward to catching up after I return!

Best,

[Your Name]

Get more templates here: 

https://www.lettersandtemplates.com/letters/maternity-leave-letter-to-clients


