
Maternity Leave Application Email with Work Handover Plan

Subject: Maternity Leave and Handover Plan

Dear [Supervisorâ€™s Name],

I am requesting maternity leave from [Start Date] through [End Date]. To ensure a smooth transition,

I have documented all current tasks and briefed [Colleagueâ€™s Name] on my ongoing projects.

This will help maintain workflow and avoid disruptions during my absence.

Please let me know if any further adjustments are needed before I leave. Thank you for your

guidance and support.

Sincerely,

[Your Name]

Get more templates here: 

https://www.lettersandtemplates.com/letters/maternity-leave-application-letter


