Leave Application for Childbirth

[Your Name]

[Your Address]

[City, State, Zip Code]
[Email Address]
[Date]

[Recipient's Name]

[Recipient's Position/Title]
[Company/Organization Name]
[Company/Organization Address]
[City, State, Zip Code]

Dear [Recipient's Name],

| hope this letter finds you well. | am writing to inform you that | am expecting the birth of my
child, and | would like to request leave from work to attend to this joyous and significant event.

My expected due date is [mention the due date], and | plan to start my leave on [start date]. |
would like to take [number of weeks/months] weeks of leave to ensure that | have sufficient time
for postpartum recovery and to bond with my newborn.

| have taken steps to ensure a smooth transition during my absence. | will [mention how you
plan to delegate or handle your workload], and | am happy to provide any necessary training or
documentation to ensure continuity in my absence.

| understand the importance of my role within the team and the potential impact of my absence.
| am committed to completing any pending assignments and facilitating a seamless handover
process before my leave begins.

I intend to return to work on [mention the return date], but | will keep you updated in case any
adjustments are needed. During my leave, | will be accessible via email in case of any urgent
matters that require my attention.

| appreciate your understanding and support during this special time in my life. If there are any
specific forms or procedures to follow for processing my leave, please let me know.

Thank you for your consideration.

Sincerely,



[Your Name]
[Your Position/Title]
[Your Contact Information]
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