Maternity Leave Request Letter Template 
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Audra Burns
Human Resources Manager
Manville School District
1100 Brooks Blvd.
Manville, NJ  08835

Today’s Date

Dear Audra,

I am requesting a Maternity Leave of Absence to commence on or about (first date) until last date). My due date is (date).  I will submit the necessary doctor’s note for you to complete the certificate. During my leave, I will be in accordance with the Family and Medical Leave Act (FMLA) and the NJ Family Leave Act (NJ FLA).

I wish to be on paid leave with the use of (number) days from (date) to (date). The days will be (number) sick days, (number) accumulated sick days, and (number) P3 days from this school year.  

Following the completion of my requested paid leave, I wish to be placed on an unpaid leave of absence from (start date) to (end date). During my unpaid leave, I will be in accordance with the FMLA and NJ FLA.

At the end of my statutory family leave, I wish to return to work on (date). 

I also wish to have (number) months of active health insurance during my leave. My full contributions will be paid to the Manville School District.

Sincerely,

Name
Title
Location


Cc:	Dr. Jamil Maroun
	Supervisor and/or School Principal
      	Devanshu Modi
[bookmark: _GoBack]	Jennifer Sanders
      	Tiffany Zona
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