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Date
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Company Name
Address
City, State Zip Code

Dear Ms. Manager,
I want to draw your attention to the fact that I shall resign from my current position with your organization. As you may already have known, I am currently expecting a baby whose expected date of delivery is one month from now.
I want some private space in the last month of my pregnancy to prepare adequately for my delivery. After that, I shall require another three months to heal from childbirth and nurture my newborn peacefully.
My departure from your firm shall exert some toll on you. I appreciate the critical role I played in your firm during my stay here. To help mitigate the adverse side effects of my departure, I offer myself to aid with the transition. Kindly reach me on my contacts XXX-XXX-XXXX or xyz@abc.com.
Many thanks in advance for your understanding. If, after the expiration of the three months after my delivery, you will not have found a substantive replacement, kindly consider re-hiring me for the post.

Sincerely,
Your Signature (hard copy letter)
Firstname Lastname

