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Employee’s Supervisor/Team Leader or Designated Representative:  
Please complete the following to initiate the FMLA process and forward via Email to:

· myHR-EXULT(CSC-Woodlands, TX)

· G CASE MANAGEMENT
· HR Advisor
Hewitt:  Please issue FMLA paperwork to the employee mentioned below.

HR is responsible for putting employee on a Leave of Absence status in PeopleSoft.
Request for FMLA
	
	

	Employee:
	     

	Last Four Digits of Social Security Number:
	     

	Contact Number:
	     

	     Supervisor/Team Leader:

                  Contact Number:
	     
     

	     HR Representative:
	     

	First Date of Absence:
	     

	Return To Work Date (if known):
	     

	Leave Event:


	    Employee’s Health

    Birth, Adoption or Placement of a Child

    Child’s Health

    Parent or Spouse’s Health

    Additional qualifying reason as specified in BP policy
    Unknown

	Type of Leave:


	    Full Leave 

    Intermittent Leave 
    Reduced Schedule

    Unknown

	PLEASE ADVISE:

Do you request medical case management?


	    Yes 

    No
    Uncertain.  Please contact me.



	
	








