


2. If the certification document is not complete, issue an extension letter and request more 
information. 

3. Employee must report all FMLA leave absences to Human Resources.  This requirement 
does not excuse the employee from reporting his absence according to his departmental 
operating procedures. 

4. Upon receipt of the certification document, manage the medical absence by documenting 
missed days on the Leave Tracking form. 

5. 


