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        23 Sep 2021 
 

Commercial Manager, 
Galaxy Aerospace (M) Sdn Bhd 
A-01-02,Block A, 
Bangunan Perdagangan Siera,Ara Damansara, 
Jalan PJU 1A/5A,Ara Damansara, 
47301 Petaling Jaya,Selangor 
(Attn : Mr Nik Mohd Fareez bin Auddin) 
 

 
 

 
Dear Sir, 
 
- Maternity Leave Planning and Application 
 
I am writing this letter to inform you of my planning and application for 
maternity leave from work.  
 
 
2. For your information Sir,I intend to begin my maternity leave from now 
on September 23rd, 2021, and return to the office on Jan 5th, 2022, barring 
any unforeseen complications.  
 
The details of my leave planning as below; 
 

a) 23 Sep 21- 27 Sep 21(Given MC-5 days) 
b) 28 Sept 21- 27 Nov 2021 ( Maternity Leave -60 days) 
c) 29 Nov 21 - 5 Jan 22 (Unpaid Leave - 28 days) 

 
3. During my absencs all my task and responsibilities will be supported by 
my respective collegue as listed in my hand over table. Enclosed with this 
letter you will find a medical form with my doctor’s confirmation of the given 
Medical Leave.My emergency Ceasarean will be on 27 Sep 21. 
 
4. I will inform you as soon as possible if any changes in this plan should 
occur. I appreciate your consideration in this matter as I will need the benefit 
of maternity leave in order to recover from birth, bond with my child and 
attend all follow-up visits with my care providers. I can be contacted 
throughout my maternity leave via telephone at +60179090026.  
 
Thank you for your consideration. 
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Yours sincerely,  
 
 
 
Nurul Husna Mohamad Shariff 
Commercial Executive 
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