Here is a template, totally free of charge!

However, we don't recommend using it.
Like all free templates on the internet, it hasn't been adapted to your specific needs.

Visit our website to easily create a fully personalized document for a low one-time fee.
Our lawyers work hard to keep everything updated and accurate.
You get all of the benefits of a lawyer at a fraction of the cost.

Date:

RE: Maternity Leave

Dear

This letter will outline my formal request for maternity leave. As you are already aware,
my due date is

| am requesting maternity leave of the following time period: . ' would like my
leave to begin on and end on

| will also be submitting this request to the appropriate department in our company.

| plan to have all of my work properly assigned to co-workers or subordinates prior to my
absence and | am open to any suggestions from the company on how to do so. | also
request that no work-related calls, emails, or other obligations be forwarded my way


https://www.wonder.legal/us/creation-modele/letter-requesting-maternity-leave-id_ab-alcrLytHa29Ld3VCcXo5V2Z0R3Y3Zz09

during my leave.

Please let me know, in writing, whether my request is accepted. If not, please explain
the reason for my request being declined and offer some time periods that we may meet
and discuss it further. If you require any additional information or forms, such as from a
physician, please let me know.

| very much look forward to working with you to ensure a smooth transition for my leave
and back to work.

Sincerely,



