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To,
Mr. Jake Ballard
Project Manager
Java Core Team
ZZZ Inc.
Dated: 08.15.2014
Dear Mr. Ballard
Subject: Maternity Leave application
I am writing this letter to apply for a 6 month maternity leave from 09.01.2014 through 03.01.2015.
As I had already mentioned to you while informing you of my pregnancy that there are a few gynecological complications that I suffer from. Thus the doctor has advised me to stay at home and not get involved in too much movement from the end of the 8th month of my pregnancy. I am also anticipating that due to these complications I may need an extended period of rest after child birth.
I would also utilize the time after my child birth to arrange for my kid’s upkeep when I rejoin work. That needs a considerable amount of time and it will also help my child to get adjusted to the new schedule. Other than the stipulated 4 moth maternity leave period allowed by the company, I would also like to add the two months of my saved holidays. I hope you will understand the severity of my situation and grant me the leave.
Yours Sincerely
Olivia Pope

