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This is a template.  Prior to implementation, it should be amended to reflect your organization’s practices and legal obligations.

Leave Exhausted - Alternate Position Requested Notice

[Date]

Dear ________________,


This letter is to inform you that your [FMLA/OFLA] leave, which began on [Date], has been fully exhausted as of [Date].

This letter also serves as a response to your request on [Date] to return to an alternative position instead of your former position as [Original Job Title] upon your return from [FMLA/OFLA] leave. 

To confirm, your former position as [Original Job Title] is available to you. We have, however, taken your request for an alternative role, based on personal preference, into consideration.

At this time, the Company is [able or unable] able to provide an alternative position.

· [If able: Please see the attached job offer for the alternative position of [Job Title]. Please notify [Name of Human Resources Department/Contact Person] at [Email Address or Physical Address] by [Date – provide employee a reasonable amount of time – typically 10 days] of your decision. If we do not receive your written acceptance or rejection by this date, we will proceed with your return to your former position as [Original Job Title].
· [If unable: you will be returned to your former position as [Original Job Title].

Additionally, based on the information we have received, your return-to-work date is [Date]. If this changes, please notify [Name of Human Resources Department/Contact Person] at [Email Address or Phone Number] as soon as possible.

Please be aware that if you do not return to work by [Date], in accordance with Company policy, we will consider this a voluntary resignation. 

If you have any questions about this letter, please contact me directly at __________________.

Sincerely,

[Name]
[Title]
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