Date
Dear Mr. Mathew,
It is to notify you that the leave request, along with the supporting evidence, that you submitted on 1st June 20XX, has been approved. You are allowed to take a leave from the 15th of June 20XX till the 14th of July 20XX. You should resume work by 15th July 20XX.
We have analyzed your case under the Family and Medical Leave Act (FMLA) of 1993. As your father is suffering from a severe medical condition and needs someone to look after him all the time, we have allowed you to take time off work. You are eligible to include all your paid leaves (17remaining) in this leave period as well. However, the remaining 13 days will be unpaid leaves.
In this one-month period, we expect you to arrange a full-time caretaker till you resume work, to avoid any future long leaves. In addition, we want you to be in touch with your colleagues throughout the month and sign the required documents on time to avoid any disruptions in the office work in your absence.
If you want to contact us, you may do so at [X].
Thank you.
Regards,
Jill Watson.
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