
     SAMPLE  LETTER 
 
(DATE) 
 
 
Dear State Employee: 
 
Section 5923.05, Ohio Revised Code, authorizes payment of a supplement to those 
employees who are called to active duty, as a result of a Presidential Executive Order or 
an Act of Congress, for a period in excess of thirty-one days.  The supplement will be 
calculated by determining the difference between your monthly gross state salary and the 
sum of your monthly gross military pay and allowances.  The law authorizes a 
supplement of up to $500 a month.  As an example, if your state monthly gross salary is 
$1500 and your monthly gross military pay and allowances is $800, you will be eligible 
to receive the maximum supplement of $500.  Federal, state, municipal, school district 
income tax, Medicare and attachments will be withheld as applicable.  No deductions 
however will be made for the retirement systems, union dues, fair share fees or voluntary 
deductions. 
 
Within one month of receipt of this letter, you will need to provide our human resources 
office with the following documents so that the military supplement can be processed for 
you: 
(1) A copy of your orders or letter from your commander showing you were called to   
 active duty for a period in excess of 31 days as a result of the President’s 
 Executive Order or and Act of Congress, 
(2) Copies of all military pay vouchers for the period spent on active duty; You may 
 request copies of pay vouchers from the payroll officer attached to your military  
 unit. 
(3) Upon your discharge, a copy of discharge, or evidence of completion of active  

service under honorable conditions; 
(4) Complete health, basic life, dental and vision form which is enclosed. 
 
Our agency is working closely with the Department of Administrative Services and will 
process the payment of the military supplement and continuation of insurance coverage 
as quickly as possible. 
If you have any questions, contact (agency contact person) at (phone number). 
 
 
Respectfully, 
 
(Agency) 
 
Enclosure 
 


