To
[The Recipient]
[Designation]
Dear [Recipient Name],
I [title] [name] from [department name] would like to congratulate you on this good news and also express our concerns regarding your health issues as conveyed in your application. The health and wellbeing of our employees are very important to us. The medical reports you submitted with your application have been reviewed and we are glad to inform you that your application for early maternity leave has been approved from [date] to [date] as requested.
However, as you are a contractual employee and not a full-time worker you are not eligible for medical allowance, but you will continue to get your full pay during the period of maternity leave. In case of any query please feel free to contact:
Mr. [name]
[Title]
[Department name]
Phone: [number]
Email: [email address]
Wishing you good health and a very safe delivery
Yours sincerely
[Your Name]
[Designation]
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