To
[The Recipient]
[Designation]
Dear [Recipient Name],
I [title] [name] from [department name] am writing to you in response to your maternity leave application we received on [date]. We would like to congratulate you on this joyous occasion and give our best wishes for the future. Your maternity leave has been approved from [date] to [date]. During this period, you will continue to receive your payments according to the contract. In addition, you will be granted a medical allowance of [amount].
You have been a very hardworking and dedicated employee and we would love to have you back but in case you intend to leave work after your child’s birth, please inform us latest by [date], to avoid inconvenience to both parties. In case of any query, please feel free to contact:
Mr. [name]
[Title]
[department name]
Phone: [number]
Email: [email address].
In the end, we would like to congratulate you once again on this joyous occasion and wish you all the best on your journey into parenthood.
Yours sincerely,
[Your Name]
[Designation]
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