How to File an
FMLA Claim

Family Medical Leave (FML) Benefits

You may qualify for FML benefits if you or a family member
has a serious health condition that is disabling. To be

eligible, [you must have been employed a total of 12 months
(excluding any 7 year gap in employment) and have worked at
least 1,250 hours in the 12 months preceding your leave start
date.] You are allowed to take up to 12 weeks of unpaid leave
for yourself or if you:

Are caring for a family member;
Have an approved intermittent leave of absence;
Are approved for a military exigency leave; or

Have an approved leave of absence for the purposes of
baby bonding with a newborn/placed/adopted child.

[If available, Family Medical Leave may be applied "after a
period of incapacity lasting more than three consecutive full
calendar days.” Additional individual State entailments may
also apply.]

Matrixmakes it easy for youtofilea
claim24 hours aday,7 days aweek.
Go to matrixeservices.com
tofileaclaim.

Or, if you don’t have Internet access,
youcancall1.866.533.3438.

PLABORATODIES

Information You Will Need to Report a Leave of Absence
Depending on the type of leave, you will be asked to provide
some basic information. Having the following information
readily available when you report your absence to Matrix will
speed up the process:

Personal Information: Name, address, telephone number,
and the last four digits of your Social Security Number.

Job Information: job title, job description, workplace
location and address, work schedule, supervisor's name
and telephone number, date of hire, and last day worked.

Provider Information: Name, address, telephone number,
and fax number for each treating provider.

Authorizing the Release of Your Medical Information

The release of medical information to Matrix is critical for the
evaluation of your request for Family Medical Leave. With the
convenient wallet card below, Matrix has made it easier for
your physician to share the required information to ensure
prompt claims processing and timely payment.

To use, sign the attached wallet card and present it to your
treating licensed physician, medical practitioner, hospital,
clinic or other medically related facility. If we need any
additional medical information to process your benefits
payment, your signature will authorize the release of that
information to Matrix.

MATRIX
ABSENCE MANAGEMENT
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Matrix Absence Management

Medical Record Release
Family Medical Leave

By signing this card below, | hereby authorize my medical provider
to release my medical records to Matrix Absence Management to
assist in the review and processing of my FML claim.
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Employee Signature

FOLD HERE

If you are absent from work due to an illness or injury or have a
scheduled absence for reasons such as a hospital stay or scheduled
surgery, you will need to contact Matrix Absence Management

to report your claim. You can report your claim up to 30 days in
advance of your absence.

FML — If you or your family member have a serious health condition
that is disabling, you may be allowed to take up to 12 weeks unpaid
leave for your own serious health condition or to care for a family
member with a serious health condition.

Tofile a Family Medical Leave (FML) claim, go to
matrixeservices.com.

Or, if you don’t have Internet access, you can call
1.866.533.3438.



