
10 Steps to Maternity Leave Planning

1. two months out: set expectations for clients, vendors, 

followers, etc. talk about it on social media and add it to 

your email signature.

2. brain dump: tasks & responsibilities.

3. batch all of your work ahead of time.

4. schedule multiple team meetings to discuss any issues.

5. go ahead and contact anyone you know you might need 

over maternity leave and finalize everythingyou can ahead 

of time.

6. delete all emails while you’re gone.

7. set up an autoresponder to do the above tactfully.

8. send an email to your vip list.

9. plan to take off at least two weeks before your due date.

10. plan a re-entry phase.
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Email Signatures & Templates

email signature before maternity leave:

**A NOTE about MATERNITY LEAVE**
I’m about to have a baby! I’ll be taking maternity leave July 17th – October 31st,  
and will not be answering emails during that time. Callie and Olivia will be man-
aging the studio and my emails while I am away! Please contact Olivia@nancyray-
photography.com if you need anything while I am in newborn la la land.

email template during maternity leave: 

Hello!

Thank you so much for your email!  I am currently on maternity leave until No-
vember 1, 2017. We are so excited to welcome #babyrayinjuly into our family, and 
you are welcome to follow along with our journey as new parents on Instagram 
and our blog.

If you are a current or potential client or vendor, you are very important to us! You 
will hear from the studio within 72 hours. If you are inquiring about our wedding 
and family photography services, we are still accepting bookings during this time, 
and we look forward to connecting with you!

All other emails received will be deleted from my inbox, which may seem extreme! 
But, I know how important it is to completely step away from my business in 
order to be fully present with my family during this time. If you would like to get 
in touch with me, please re-send your email when I’m back at work beginning in 
November.

Thank you so much for your understanding! Here’s to a new season filled with 
sleepless nights and lots of cuddles!

Warmly,

Nancy Ray


