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



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

Copy: [Reporting Manager]
Subject: Application for Maternity Leave
Dear [HR Name],
I am pleased to inform you that I am expecting a child, and my expected date of delivery is [DD/MM/YYYY], as per the enclosed certificate from [Doctor Name / Hospital Name].
I request maternity leave from [DD/MM/YYYY] to [DD/MM/YYYY], a total of [Number] weeks, in accordance with the maternity benefit provisions applicable to me and the company policy. Of this, I propose to take [Number] weeks before the expected date of delivery and the balance after delivery.
	Particulars
	Details

	Expected date of delivery
	[DD/MM/YYYY]

	Leave start date
	[DD/MM/YYYY]

	Leave end date
	[DD/MM/YYYY]

	Number of surviving children before this delivery
	[Number]

	ESI coverage
	[Yes – IP No. Number / No]

	Additional leave requested after benefit period
	[Number] days of [Leave Type] / Not applicable



Enclosures:
1. Medical certificate stating the expected date of delivery
1. [Any other document required by HR]
Before going on leave, I will hand over my responsibilities to [Colleague Name] and share a status note on [Projects / Tasks]. I will inform HR of the actual date of delivery within a reasonable time and submit the birth certificate or discharge summary as required. [After the leave, I would like to discuss working from home for Number weeks, if the nature of my work permits.]
Kindly sanction the leave and advise me on the benefit payment process.
Yours sincerely,

	______________________________
[Employee Name]
Employee ID: [Employee ID]
[Designation], [Department]
Phone: [Mobile Number]


For HR Use
	Eligibility verified
	[ ] Yes

	Leave sanctioned from [DD/MM/YYYY] to [DD/MM/YYYY]
	 

	Benefit payable by
	[ ] Employer  [ ] ESIC




	______________________________
HR
[HR Name]
Date: [Date]
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