
How to File a Leave of Absence Request 

You MUST contact Voya Absence Resources to open a leave request or report intermittent absences for an approved leave. Voya Absence 

Resources provides you quick access to experts who can answer questions, review your requests and provide information regarding your job-

protected medical or family leave.   We believe you will find this very easy and convenient.  The benefits of this is to provide: 

- 24 hour/7 days a week access 

- Multiple ways to communicate: phone, computer and phone app 

- Direct communication with Voya Disability making it easier to get your short-term disability claim and payments processed quickly

 
 

 
In addition to calling Voya Absence Resources, you can also use their website or 

mobile app to do the following things: 

- Open a new leave request 

- View leave request details and decisions 

- General absence reports 

- Update information on a current leave 

- Learn about federal FMLA regulations 

- Contact VOYA Absence Resources directly 

 

 

 

 

 

 

IMPORTANT - You will need to continue to call the 

Benefits team to request a Personal Leave or Special Leave 

(COVID-19). Call Kerry Randolph at 678-376-6302 or Makela 

Gruman at 678-442-3058. 



Steps to Report your Intermittent Leave related absences  

 

There are three steps you must follow for the process to be successful: 

 

1. Report your absence to your Supervisor as you normally would do, so that they can plan the schedule and get back-up if needed  

 

2. Track your absences with Voya Absence Resources for your job-protected medical or family leave to prevent attendance problems.  

They provide you quick, convenient and easy access to report your absences.    

- 24 hour/7 days a week access 

- Multiple ways to communicate: phone, computer and phone app 

 

 

3. Report to the Benefits Dept how you want to be paid for your job-protected medical or family leave by completing the Intermittent 

Absence form and turn it in to the Benefits Team within 48 hours of the absence.  This will ensure that your absences are paid 

correctly and is confirmation of your request.  Submit your form to the Human Resources Department, email the form to 

Kerry_Randolph@rei.ricoh.com or fax to 770-613-6456. 

 

Have questions? Call Kerry Randolph at 678-376-6302 
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