Letter advising of revised maternity leave end date

 [date]

[Employee’s name]

[Employee’s address]

Dear [NAME]

Thank you for [EITHER giving us 28 days notice of your intention to bring forward your maternity leave start date OR giving us 28 days notice of your intention to postpone your maternity leave start date OR that you were absent for a pregnancy related reason on [INSERT DATE] OR you gave birth[ to your son/daughter]** on [INSERT DATE].]*

EITHER You have selected [DATE] as your new start maternity leave OR due to your pregnancy related absence/having given birth your maternity leave commenced on [DATE].  I am therefore writing to advise you that accordingly your maternity leave end date has changed and your 52 week maternity leave period will now end on [DATE].

Yours sincerely

[name]

[job title]

cc file

* delete as appropriate

** insert words of congratulation if appropriate

