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

Medical Certification Not Provided – First Notice 

[Date]

Dear ________________,

This letter serves as a reminder regarding the medical certification required to support your request for protected leave under [FMLA/OFLA].

On [Date], we provided you with the notice of rights and responsibilities under [FMLA/OFLA] and requested that you submit medical certification within 15 days. The deadline for submitting this documentation was [Date]. As the date of this letter, we have not yet received your medical certification.

To ensure your leave is protected under [FMLA/OFLA], please submit your medical certification to [Name of Human Resources Department/Contact Person] at [Email Address or Physical Location] by the end of the workday on [Date – 7 calendar days from Date]. 

If you fail to provide the required documentation, your leave will not be protected under [FMLA/OFLA]. Consequently, all recent and future absences will be subject to the Company's attendance policies, which may lead to corrective action, up to and including termination of employment.


If you have any questions about this letter or your need for protected leave, please contact me directly at _________________________.




Sincerely,


[Name]
[Title]
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