[Company Logo]   [Company Name]
APPLICATION FOR ADOPTION LEAVE
	Date:
	[Date]



To,
The HR Manager
[Company Name]
[Company Address]

Copy: [Reporting Manager]
Subject: Application for Adoption Leave
Dear [HR Name],
I am happy to share that I am adopting a child through [Adoption Agency / legal process]. The child's date of birth is [DD/MM/YYYY], and the handover is scheduled for [DD/MM/YYYY].
I request adoption leave from [DD/MM/YYYY] to [DD/MM/YYYY], a period of [Number] weeks, under [the maternity benefit provisions applicable to adoptive mothers / the company's adoption leave policy].
	Particulars
	Details

	Child's date of birth
	[DD/MM/YYYY]

	Date of handover
	[DD/MM/YYYY]

	Adoption order / agency reference
	[Reference Number]

	Leave period
	[DD/MM/YYYY] to [DD/MM/YYYY]

	Additional leave requested
	[Number] days of [Leave Type] / None



I will submit the adoption order or agency handover letter and any other document HR requires. I request that these details be kept confidential and shared only with those who need them to process my leave.
I would also like to add the child to my group medical insurance from the date of adoption. Please let me know the process.
My work will be handed over to [Colleague Name], and I will be available on [Mobile Number] for any urgent matter before the leave begins.
Thank you for your support.
Yours sincerely,

	______________________________
[Employee Name]
Employee ID: [Employee ID]
[Designation], [Department]


For HR Use
	Documents verified
	[ ] Yes

	Leave sanctioned under
	[ ] Maternity benefit (adoption)  [ ] Company adoption policy

	Period sanctioned
	[DD/MM/YYYY] to [DD/MM/YYYY]




	______________________________
HR
[HR Name]
Date: [Date]
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