

Dear {Individual Name, Colleagues, Department, etc.}

Time marches on. It seems as if only yesterday I learned of my pregnancy, and today I'm notifying you of my upcoming maternity leave. My leave will begin on {Start Date} and last for four weeks. While this is an exciting time for me, it's also a little unnerving as this is my first child.
I'd like to take this opportunity to thank {Name(s)} for their continued support. Without your consideration and assistance things at {Company Name} would be very different, I'm sure. I'd also like to extend my thanks to our department head, {Name}, for granting me this extended leave. 
Finally, I'd like to acknowledge {Name(s)} as they'll be attending to my duties while I'm away. If you have any questions, they are more than able to handle them. Also, I include my contact information, {Email, Phone} if you need to consult with me during my maternity leave.

Sincerely,
Wendy Blake

