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Date
Person addressed
Object : Request for 5-day leave for the birth or adoption of my child 

Mrs, Mr,

In conformity with clause 7-4.21 (birth) or 7-4.30 (adoption), I am informing you I will take a leave with salary on the occasion of the birth or adoption of my child on the following dates :      .

Please find enclosed a medical certificate attesting that my spouse will give birth (or has given birth) on       or a document attesting of the adoption.
Please receive, Mrs, Mr, my best regards,

Name

Address
encl.
Proof of birth or adoption
c. c. 
Union
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