Maternity Resignation Letter Example
To,
Harry Chadwick
HR Manager
Glow Enterprises Limited
Bradford
UK
9th July 2014
Subject: Maternity leave resignation letter
Respected Sir,
I am writing this letter to inform you about my decision to resign from the job post of a financial administrator, effective from 10th August 2014. As you must be aware that I have been on my maternity leaves for the past 7 months, this resignation is intended because I need to spend time with my child till he gets older.
As mentioned in the terms and conditions of my contract, I am providing you with a 4 weeks’ notice prior to the effective date of my resignation. I request you to kindly inform me about the outstanding annual leaves that I have so that I can take it off or can redeem the amount along with my monthly salary.
I would like to take this opportunity to thank Glow Enterprises Limited for providing me a platform to work and contribute with the best of my services. Please feel free to contact me on 3949393, if I can be of any help to you. I wish your company all the best for its future endeavours.
Thanking you.
Sincerely,
Jenny Williams
