How to use: replace every highlighted [bracket] with your details, then delete this note and the checklist at the bottom.
Date: [DD Month YYYY]
To: [Manager's name, designation]
Cc: [HR manager's name]
Subject: Maternity Leave Application, Expected Delivery [date]

Dear [Mr./Ms. Surname],
My expected delivery date is [date]. I request maternity leave of [X] days starting from [start date]. My doctor's certificate is attached.
[Colleague's name] will cover [tasks] during my absence, and I will hand over [projects] before I leave. My address during leave is [address], and my phone number is [phone number].
Please confirm my leave dates. Thank you.
Sincerely,
[Name, Designation, Employee ID]
Before you send (delete this section)
1. Attach your doctor's certificate.
1. The 2023 amendment raised maternity leave from 112 to 120 days, taken before or after delivery. Ask HR how your company applies it.
1. Section 47 lets you notify your employer when you expect delivery within eight weeks. A written notice leaves a clear record.
1. Hand over your projects before your leave starts.
