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Employee requests Leave

Employee receives Request Letter & Leave Packet

Faxes completed Letter & FMLA Form to Leave of Absence Coordinator

:
Employee returns completed Letter & FMLA Form to Manager* and Medical

Certification Form tolEmponee Health
Employee Health notifies Leave Ciordinator if approved or denied
Leave Coordinator ?ntacts Manager*

Leave Coordinator sends Approval or DeniaiLetter to employee and copy to manager
Manager* initiates ACT Leave Documenlt and sends all required attachments
Leave Coordinator reviews &lapproves ACT Document
Continuing Communication
L §
Employee

Department LOA Employee Health
Coord

Return from Leave Form sent to Employee Health

L §
Employee Health notifies Leave Coordinator if approved to return

: g
Leave Coordinator contacts Manager* regarding decision

L X
Department initiates Return from Leave ACT Document

L §
Leave Coordinator approves ACT Document

*or Designated Departmental Contact



