


































From: 

To: 

Gladio Shilpa Vince V.S. 
Asst. Professor. 

Department of English, 
St. Joseph's College of Arts & Science for Women. 

Hosur 

The Principal and Secretary, 

St. Joseph's College of Arts & Science for Women, 

635126 

Rev. Sister, 

Hosur-635126 

Sub: Requisition of Maternity Leave 

needful. 

With much respect and gratitude, I was pleased to have informed you already that I am an 

expecting mother. As my delivery date is on 20" of March, I would like to avail my maternity 

leave from the month of February 2020 till May 202 1. I am very grateful for your kind grant of 

permission to take this period of leave to nurture my baby. 

I intent to make every attempt to complete all my tasks before I leave fromn the service. I 

would like to bring to your kind notice that a staff has already been sought in my absence. I 

thoroughly enjoy working at this premium institution and I look forward to continue my career 

here after my maternity leave. 

Thank you for understanding. I place my humble request to consider the above and do the 

Thanking you, 

Hosur. 
07.01.2020 

Yours sincerely, 

(Gladio Shilpa Vince V.S) 



From 

To 

Jenniffer. L, 
Asst Prof, Department of English, 

needful. 

REQUISITION LETTER OF MATERNITY LEAVE 

St. Joseph's College of Arts & Sciencc for Women, 

Hosur -635126 

The Secretary& Principal, 

Respected Sister, 

St. Joseph's College of Arts & Science for Women. 
Hosur -635126 

Sub: Requisition of Maternity Leave for twelve months 

With much respect and gratitude, I was pleased to have informed you already that I am an 

expecting mother. As my delivery date is on 25" of June, I would like to avail my maternity 

leave from the month of June 2019 to May 2020. I am very grateful for your kind grant of 

perimission to take this period of leave to nurture my baby. 

Iintent to make every attempt to complete all my tasks before I leave and I assure that | 

would be able to oversee the pending Magazine work along with the committee from home. I 

would like to bring to your kind notice that a stali has already been sought in mny absence. I 

thoroughly enjoy working here and I look forward to continuc my career here. 

Thank you for understanding I place my humble requcst to consider the above and do the 

Date: 26.04.2019 
Place: Hosur 

Thanking you, 

Yours sincerely. 

(Jennifter.L) 



From 

To 

L.Manjula, 
Assistant Professor, 

Department of Commerce, 
St. Joseph's College of Arts & Science for Women. 
Hosur. 

The Secretary, 
St. Joseph's College of Arts & Science for Women, 
Hosur. 

Through 

The Principal, 
St. Joseph's College of Arts & Science for Women, 
Hosur. 

Respected Sister / Madam, 

I am pleased to inform you that I am on my family way and my delivery date is on 02" 

April 2024. Hence, I request you to grant me leave and relieve me from all my duties from 15h 

March 2024. 

Date: 29,02.2024 

Place: Hosur 

Thanking You 

Yours Sincerely, 

L.Manjula 



From 

To 

B. Ruhitha Parwesh, 
Assistant Professor, 
Departimnent of Commerce, 
St. Joseph's College of Arts & Science for Women, 
Hosur. 

The Secretary, 
St. Joseph's College of Arts & Science for Women, 
Hosur. 

Through 

The Principal, 
St. Joseph's College of Arts & Science for Women, 

Hosur. 

Respected Sister / Madam, 

I am pleased to inform you that I am on my family way and my delivery date is on 15" 
September 2023. Hence, I request you to grant me leave and relieve me from all my duties from 
1 September 2023. 

Date: 30.06.2023 

Place: Hosur Arceged 

Thanking You 

30|ob|2o23 

Yours Sincerely, 

B. Ruhitha Parwesh 
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