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Yo Marma

Your Address

Your City, County, Post Code
Your Phone Number

Your Emai Address

Date

Mame
Company Address

City, County, Post Code

Dear Mr/Mrs Last Name,

| am writing to inform you of my pregnancy and my intention to take the full matemity allowance of
[number of weeks]. | intend to start my maternity leave on [lanuary 21|, excleding any unforeseen
Issues with my pregnancy and delivery. My return back to work s expected to be on [insert date]

| intend to make every attempt to compete all my tasks before | leave and should be able to owversee
[insert project name] from home. | will do my best to make up for any important meetings upon my
retwrn, in my absence, | plan on delegating my tasks to Kira, the Assistant Supervisor, who has been
warking cloze to me and knows the aperation vide of the taam. She will be able %o answer Bny
questions during my time off,

if my plans change for any reason, | will let you know as soon as possible, | have attached the
documents from my doctor confirming my pregnancy. On my return, | hope we can arrange 3
schedule of reduced working hours 50 | can ease back into the office.

Thank you in advance for allpwing me time away 50 that | can prepare fior my baby and adjust to life
a5 a new mather. | thoroughly enjoy working for [comparny name] and look forward to continuing my
carger here. If | need to be contacted for any reason, my personal details can be found at the top of
this letter. Do not hesitate to contact me if you reguine clarification in my absende.

Kindest regards,
Handwritten Signature

Mame
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Maternity Leave and Workers Compensation
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How to apply for pfl after maternity leave. How to write joining report after availing maternity leave. How to write joining report after availing earned leave. How to write application for maternity leave after delivery.
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