























Form 2212B (06/19)
PHOTOCOPY LOCALLY AS NEEDED

Template for Memorandum
“Military Leave Verification/Documentation”

Use Facility Letter Head
(See Directive #0008, “Use of Department Stationery & Business Cards”)

MEMORANDUM

TO:

FROM: , Attendance Control Officer
SUBJECT: Mandatory Documentation for Military Leave
DATE:

In accordance with Directive #2212, “Military Leave,” in order to be approved to use
Military Leave, employees MUST submit one or more of the following for authorization:

Authorization for Military Duty
e Military orders

e Annual schedule of military training
e Memorandum from a Company Commander stating the employee will be
performing ordered military duty or military training and proof of military service

ND must submit one or more of the following for verification/documentation:

Proof of Military Service
e Copy of Leave and Earning Statement (LES); or

e Other payroll record which details the period of time paid for military duty

Our records indicate that the following dates have not been properly documented:

Please provide the required documentation by the following date: (allow
reasonable time)

Please note that failure to comply with Department policy may result in the initiation of an
investigation and the absence charged as unauthorized leave without pay. Appropriate
administrative action may be taken.

Attendance Control Officer

Cc:  Timekeeping/File
Attendance Control Officer



Form 2212C (06/19)

PHOTOCOPY LOCALLY AS NEEDED

Employee Name:

Military Leave Worksheet

Calendar Year:

Date

Military
Orders /
Drill Schedule

Received
(Authorization)

Leave &
Earning
Statement

Received
(Documentation)

Certificate of
Training Drill
Received

(Must state employee
has attended Drill)

RDOs

Calendar
Days
Remaining
30

Work
Days
Remaining
22




Form 2212D (06/19)
PHOTOCOPY LOCALLY AS NEEDED

Template for Memorandum
“‘Receiving Retirement Service Credit for Military Service”

Use Facility Letter Head
(See Directive #0008, “Use of Department Stationery & Business Cards”)

MEMORANDUM

TO: Employee who has Returned from Active Military Service

FROM:

Deputy Superintendent of Administration/Regional Director/Assistant Director of Personnel
SUBJECT: Receiving Retirement Service Credit for Military Service

DATE:

Welcome back and thank you for your military service.

Per the Office of the State Comptroller Payroll Bulletin #1299, to ensure members of the
New York State and Local Retirement System, who have been honorably discharged or
released from military service receive appropriate retirement service credit, the
employee must forward a copy of their discharge papers to the e-mail address:
msunt@osc.state.ny.us or send a copy of their discharge papers to the address:

NYS Retirement System Military Unit
110 State Street
Albany, New York 12244-0001

If you have any questions regarding your military service credit, please contact the New
York State and Local Retirement System Call Center at 1-866-805-0990.


mailto:msunt@osc.state.ny.us

