
Drafting a letter to request an extension of parental leave
involves clear communication and a respectful tone. This guide
provides a free template for such a request, along with a
realistic example, essential components, and tips for writing.

 

Purpose of Extending Your Parental Leave
Letters

Request Additional Leave: Clearly state your need for
extending your current parental leave.
Explain the Reasons: Provide a concise explanation for
why the extension is necessary.
Discuss  Potential  Impact:  Address  how  your  extended
absence  might  affect  your  work  and  suggest  possible
solutions.
Express Commitment: Reaffirm your commitment to your job
and your intention to return.

 

Key Components of a Letter for a Seamless
Parental Leave Extension Request
Introduction: State your current situation regarding parental
leave.

Reason  for  Extension:  Explain  why  you  are  requesting  an
extension.

Proposed New Return Date: Suggest a new date for your return
to work.

Plan for Work Impact: Discuss how your extended leave might
affect your duties and propose solutions.

Reaffirm Commitment: Reiterate your dedication to your role
and the organization.



Closing: Conclude with a request for a response and provide
your contact details.

 

Tips  for  Writing  a  Parental  Leave
Extension Request Letter
Be  Clear  and  Concise:  Clearly  state  your  request  and  the
reasons behind it.
Maintain Professionalism: Keep a professional and respectful
tone throughout the letter.
Offer  Flexibility:  Show  willingness  to  discuss  alternative
arrangements.
Express Gratitude: Thank your employer for their understanding
and support.
Proofread:  Ensure  the  letter  is  error-free  and  clearly
communicates your message.

 

Parental Leave Extension Request Letter
Template

[Your Name]
[Your Position]
[Your Company]
[Company Address]
[City, State, Zip Code]
[Email Address]
[Phone Number]
[Date]

[Manager’s Name]
[Manager’s Position]
[Company Name]
[Company Address]
[City, State, Zip Code]



Dear [Manager’s Name],

I am writing to request an extension of my current parental
leave. As you are aware, I am scheduled to return to my
position  as  [Your  Position]  on  [Original  Return  Date].
However, due to [reason for extension, such as ongoing family
needs,  health  issues,  etc.],  I  find  myself  in  need  of
additional  time  before  resuming  my  duties.

I am therefore requesting to extend my parental leave until
[Proposed New Return Date]. I believe this additional time
will allow me to manage my family responsibilities effectively
and return to work fully prepared to contribute to our team’s
success.

I understand that my extended absence may impact my team and
ongoing projects. To mitigate this, I propose [suggest any
potential solutions, such as a part-time return, remote work
possibilities, or temporary reallocation of critical duties].

I am committed to my role at [Company Name] and appreciate
your understanding and support during this important time in
my family’s life. I am open to discussing this request further
and finding a mutually beneficial solution.

Thank you for considering my request for an extension of my
parental  leave.  I  look  forward  to  your  response  and  am
available for a conversation at your earliest convenience. You
can reach me at [Your Phone Number] or [Your Email Address].

Sincerely,

[Your Signature (if sending a hard copy)]
[Your Printed Name]

 

Example Letter Using the Template

Michael Anderson
Senior Analyst



DataCorp
123 Business Road
Tech City, TC 12345
michael.anderson@datacorp.com
(555) 321-9876
May 8, 2024

Susan Lee
Human Resources Manager
DataCorp
123 Business Road
Tech City, TC 12345

Dear Susan,

I am writing to request an extension of my current parental
leave. As you are aware, I am scheduled to return to my
position as Senior Analyst on July 1, 2024. However, due to
unforeseen family health issues, I find myself in need of
additional time before resuming my duties.

I am therefore requesting to extend my parental leave until
September 1, 2024. I believe this additional time will allow
me to manage my family responsibilities effectively and return
to work fully prepared to contribute to our team’s success.

I understand that my extended absence may impact my team and
ongoing  projects.  To  mitigate  this,  I  propose  to  stay  in
regular communication with my team and provide any assistance
remotely, if feasible.

I am committed to my role at DataCorp and appreciate your
understanding and support during this important time in my
family’s life. I am open to discussing this request further
and finding a mutually beneficial solution.

Thank you for considering my request for an extension of my
parental  leave.  I  look  forward  to  your  response  and  am
available for a conversation at your earliest convenience. You
can  reach  me  at  (555)  321-9876  or
michael.anderson@datacorp.com.



Sincerely,

Michael Anderson

 

Parental Leave Extension Request Letter
Template Variation

[Your Name]
[Your Position]
[Your Company]
[Company Address]
[City, State, Zip Code]
[Email Address]
[Phone Number]
[Date]

[Manager’s Name]
[Manager’s Position]
[Company Name]
[Company Address]
[City, State, Zip Code]

Dear [Manager’s Name],

I hope this letter finds you well. As you know, I am currently
on parental leave, scheduled to end on [Original Return Date].
I am writing to respectfully request an extension of this
leave  until  [Proposed  New  Return  Date],  due  to  [briefly
explain the reason, such as child care challenges, health
reasons, etc.].

I have been exploring various solutions to balance my family
responsibilities with my professional commitments. While I am
eager to return to my role as [Your Position], I believe that
an extension of my leave would be beneficial for both my
family and [Company Name].

During this extended period, I am willing to [suggest any ways



you can support your team or stay engaged, such as part-time
work, remote support, periodic check-ins].

I am grateful for the support [Company Name] has provided
during my parental leave and am committed to ensuring a smooth
transition upon my return. I appreciate your understanding and
am open to any suggestions or modifications to this request.

Please let me know if we can arrange a time to discuss this
matter further. Thank you for considering my request for an
extension of my parental leave.

Best regards,

[Your Signature (if sending a hard copy)]
[Your Printed Name]


