[bookmark: __DdeLink__6_728421286]Maternity Leave Confirmation Letter
To
Rebecca Jackson
Junior Accountant
William and Brooks Business Corporation
Springs summer road, Janet Avenue
London, United Kingdom
Subject: maternity leave confirmation letter
Dear Miss Jackson
I, Jack Donalds, the HR manager at William and brooks Business corporation am writing this letter to inform you that your maternity leave application has been accepted and your leave has been confirmed for 4 months, i.e. 1st November to 1st March.
According to the company policy, every female is entitled to a maternity leave which cannot extend for more than 5 months. As per your maternity leave application letter, you requested to go on leave for 4 months, which is acceptable to us. You must know that this is an unpaid leave period, where you won’t be paid any salary for the months of absence from work.  Furthermore, we request you to wind up all projects and tasks well before you go for the leave so that there is no backlog for other accountants to complete.
I, on behalf of the entire workplace would like to wish you all the best for your delivery and a happy motherhood.
Thanking you
Jack Donalds



