To,
Leo Wills
Manager
Glow Enterprises Limited
UK
12th October 2013
Subject:  Paternity Leave Letter
Respected Mr. Leo,
I am submitting this letter to request for the paternity leaves as my wife is in her last stages of pregnancy. Since she can deliver a baby any time, I wish to take 2 weeks of my paternity leaves and another 2 weeks of my unplanned leaves. As this is our first child, there would be no one to look after my wife and the baby. I therefore request you to kindly approve my paternity leaves of one month.
I am applying to take leaves to take best care of my wife and the baby. The expected date of delivery of the baby is 20th October 2013. My paternity leaves shall begin from the day the baby will be born. In the meantime, I am trying to complete all the work that is assigned to me.
I sincerely hope that you understand my position and I look forward for your confirmation to this paternity leave application letter. I will resume to my work as soon as my parents will join in. For any kind of assistance, please contact me on 4839393.
Thanking you.
Sincerely,
Troy Watson
