
What records do I need to keep when my employee takes paid sick leave or 
expanded family and medical leave? 
 
Regardless of whether you grant or deny a request for paid sick leave or expanded 
family and medical leave, you must document the following: 

• The name of your employee requesting leave; 
• The date(s) for which leave is requested; 
• The reason for leave; and 
• A statement from the employee that he or she is unable to work because of the 

reason. 
 

If your employee requests leave because he or she is subject to a quarantine or 
isolation order or to care for an individual subject to such an order, you should 
additionally document the name of the government entity that issued the order. If your 
employee requests leave to self-quarantine based on the advice of a health care 
provider or to care for an individual who is self-quarantining based on such advice, you 
should additionally document the name of the health care provider who gave advice. 

If your employee requests leave to care for his or her child whose school or place of 
care is closed, or child care provider is unavailable, you must also document: 

• The name of the child being cared for; 
• The name of the school, place of care, or child care provider that has closed or 

become unavailable; and 
• A statement from the employee that no other suitable person is available to care for 

the child. 
 

Private sector employers that provide paid sick leave and expanded family and medical 
leave required by the FFCRA are eligible for reimbursement of the costs of that leave 
through refundable tax credits. If you intend to claim a tax credit under the FFCRA for 
your payment of the sick leave or expanded family and medical leave wages, you 
should retain appropriate documentation in your records. You should consult Internal 
Revenue Service (IRS) applicable forms, instructions, and information for the 
procedures that must be followed to claim a tax credit, including any needed 
substantiation to be retained to support the credit. You are not required to provide leave 
if materials sufficient to support the applicable tax credit have not been provided. 

Reference: Families First Coronavirus Response Act: Questions and Answers found on the following DOL 
webpage: https://www.dol.gov/agencies/whd/pandemic/ffcra-questions#15 
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