NGUYEN THANH NAM
A: Tan Binh, HCMC
M: 0912 345 678
E: nguyen. ...@gmail.com

APPLICATION FOR LEAVE OF ABSENCE
Subject: Paternity leave application
14* June 2019
· Mr. Donal Trump
· HR Manager
· ABC Apartment
Dear Mr./Mrs. {Recipient’s Name},
[bookmark: _GoBack]I am writing this letter to let you know that my wife is in the final stage of her pregnancy and the due date is fast approaching.
Since this is going to be our first baby, I am way too excited to see my child and desire to be with her during the delivery and a couple of weeks post the delivery.
As we stay alone and my parents are going to join us in a few weeks, I request you to grant me leave for 30 days, beginning from the {date}.
I have transferred the important duties to my associate {name of the person}, and he/she will look after the tasks until I get back to work.
I hope you understand my situation and authorize my paternity leave as soon as possible.
Thanks and regards,

	Nguyen Thanh Nam

