Instructions
Managing leave requests that may be covered by the Family and Medical Leave act can be complex and technical because of federal regulation requirements. This cover letter allows you to personalize this process and to address any circumstances that may be unique to your employee’s situation. Please seek assistance from your Human Resources Consultant for situations that may present unusual difficulties, such as an employee who may be incapacitated or who may have become injured or ill while out of town.

Date

[Employee Name]
[Employee Title]
[Department or Home Address]

Re:	Leave of Absence

Dear:	 [Name]

[Select an opening]
[I hope this letter finds you enjoying your family's new addition.]
[I am sorry that you are experiencing health challenges.]
[I am sorry that you have a family member who is experiencing health challenges.]
[I can only imagine the demands you must be experiencing with your family member having been called to duty.]
[Supply your own opening]

In the midst of all that you have going on, I want to make sure you understand how your leave request will be processed. As you have requested leave that may be covered by the Family and Medical Leave Act (FMLA), the University must comply with federal requirements to ensure that you are informed about the FMLA’s entitlements, whether your leave will covered by the FMLA, and whether there are any additional tasks for you to complete for your leave to be approved.
I am sending you the following documents with this letter:
· The Family and Medical Leave Act Information Summary (describes the provisions and entitlements of the FMLA).  
· The Family and Medical Leave Act Form (describes how your leave request is being processed). 
· [optional only if included – The Family and Medical Leave Certification Form (helps us confirm the amount of time off you will need).]

[Select a conclusion]
[Most importantly, please take the time to bond with your child. We’re look forward to your return to work.]
[Most importantly, please take the time your doctor(s) recommend for recuperation. We want you back, but we want you back healthy and rested.]  
[I hope the time you are spending to care for your family member has enabled their health to improve.]
[I hope your family member’s deployment is successful and that (he)(she) returns safely.]
[Supply your own conclusion]

[bookmark: _GoBack]If you have any questions about your leave or FMLA coverage, please let me know. Alternatively, you may contact our Human Resources Consultant, [insert HRC Name], at (206) -, or email [enter him or her] at [enter id]@uw.edu. Either of us will be happy to assist you with any questions.

Sincerely,
(name)
(title)

cc: 	Benefits Office
	Employee file
