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FMLA., Short-Term Disability, and FAMLI Forms Submission Instructions

To help aid you in filling out the various forms you may need during or after a pregnancy, we have some
helpful tips to guide you to ensure that your paperwork is completed in a timely manner. There are
important details listed in bold. Please read this carefully to avoid any delays in your time off or
submission of your paperwork.

*Please be aware we are only able to document what is in our notes and what you have discussed with a
provider. We must be truthful in filling out the paperwork and will only be able to approve what is
medically necessary.

Please submit your FMLA, Short-Term Disability, and FAMLI forms through the patient portal or email
to Tracy Korsmeyer at tkorsmeyer@whcaobgyn.com.

Before Submitting:
e Be sure to complete all patient portions of the forms.
e Indicate how you'd like the forms returned:

o Emailed back to you or Faxed to your employer or HR department (please provide the
fax number)

Processing Time:

e Forms are typically completed within 1-3 business days. Please plan accordingly. We
recommend to have your FMLA forms to us by 28 weeks and your FAMLI forms by 32-34 weeks

Spousal Leave:
e We can complete FMLA and FAMLI forms for your spouse, but cannot for other family members.
Important Information About Leave:

e Standard maternity leave: NOTE — We have no control over the amount and how long you are
paid - that is between you and your employer and the FAMLI program.

o 6 weeks for vaginal delivery and 8 weeks for cesarean delivery for FMLA

o FAMLI leave allows up to 12 weeks - time beyond this requires ongoing SERIOUS
medical conditions.

e Any pre-delivery leave that is not medically necessary must be arranged directly with your
employer. We do not complete forms for non-medical leave.

e Medically necessary leave before delivery must be approved by your provider
FAMLI Program (State of Colorado):

e You must apply for FAMLI benefits within 30 days of your delivery.
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e Late applications will not be approved by the State



