LETTER AGREEING REQUEST FOR A KEEPING IN TOUCH DAY
Dear [NAME]

I hope you and baby are well and that you are enjoying your maternity leave.  

Following your request to attend work as a Keeping in Touch Day, I would like to invite you to attend work on [DATE] for the purposes of [DESCRIBE WORK THAT WILL BE DONE].  

As you are aware, you are entitled to work for up to 10 days (Keeping in Touch Days) during your period of maternity leave without losing your right to statutory maternity pay (SMP). 
I would be grateful if you could contact me to confirm that you will be attending.
Yours sincerely
[NAME]

