
Simple and straightforward leave notification

Subject: Maternity Leave Notification

Dear [Manager's Name],

I am writing to inform you that I am pregnant with a due date of [Date]. I plan to begin my maternity

leave on [Start Date] and return to work on [Return Date].

I will coordinate with HR to complete the necessary paperwork and work with my team to ensure

proper coverage of my duties during my absence.

Please let me know if you need any additional information or documentation.

Thank you,

[Your Name]

[Date]

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


