[bookmark: _Hlk134022450]Template
This is a template.  Prior to implementation, it should be amended to reflect your organization’s practices and legal obligations.

Pending Exhaustion of Leave Notice

[Date]

Dear ________________,

This letter is to inform you that your current leave under [FMLA/OFLA] which began on [Date] is approaching its maximum duration of 480 hours within a 12-month period. As of the date of this letter, you have used [Number of Hours] out of 480 hours of [FMLA/OFLA] entitlement. 

For your reference, the 12-month period for your [FMLA/OFLA] leave is calculated [OFLA – forward from the Sunday prior to the day your leave began; FMLA – forward from the day your leave began]. You will be eligible for a new leave period starting on [Date].

After you have used the remaining hours, you will have exhausted your [FMLA/OFLA] coverage, and any subsequent time off for this reason will no longer be protected under [FMLA/OFLA] Laws. If you still require additional leave, please contact [Name of Human Resources Department/Contact Person] at [Email Address or Phone Number] to discuss your options.

We are committed to working with you to explore any potential accommodation or additional leave, if available. 

Please be aware if you fail to report to work as scheduled or without properly requesting an extension of leave, you will be considered to have voluntarily resigned. 

If you have any questions, please contact me directly at _________________________.



Sincerely,


[Name]
[Title]
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