SAMPLE NOTIFICATION LETTER

FOR THOSE ELIGIBLE TO RECEIVE PAY BENEFITS 
PURSUANT TO CHAPTER 137 OF THE ACTS OF 2003, AS AMENDED BY CHAPTER 77 OF THE ACTS OF 2005

Dear ________________:

Address

We are pleased to announce that on August 26, 2005, Governor Romney signed legislation, Chapter 77 of the Acts of 2005, which amended Chapter 137 of the Acts of 2003 that provided compensation and other benefits to employees of the Commonwealth of Massachusetts who have been called into active military service since September 11, 2001.  This new legislation takes effect immediately and expires on September 11, 2008.  Employees will be paid the difference between their base state pay and base military compensation (excluding allowances), if the base state pay is higher.  The amended legislation may mean that you are entitled to additional differential pay (either on an ongoing or retroactive basis) because the definition of base military pay now excludes allowances.

The differential to which you may be entitled is calculated using your base state pay and does not include any additional compensation, such as overtime, shift differential, hazardous duty, educational incentives or call back pay.  The military compensation to be used for this calculation is defined as base pay excluding all allowances, such as housing, uniform, combat pay, spousal allowance, etc. as well as overtime pay, shift differential pay, hazardous duty pay or any other additional compensation received for military service.   

To process your pay differential, the following documentation is required:

· A copy of your military activation orders.

· A Signed Payroll Information Release Form (attached) authorizing us to contact your military pay authorities as necessary.  Please note that this form must be notarized or witnessed by someone authorized to administer oaths (e.g., a military officer) and may be completed by someone with the power of attorney to act on your behalf.

· Documentation proving power of attorney if someone other than you completes and signs the Payroll Information Release Form.

· Your Military Leave and Earnings Statements covering your entire tour of active duty, or if you are currently deployed, up to the present date.  These past statements are needed to process your retroactive pay adjustment.  If LES statements are not available, an acceptable alternative is a letter from the Active Duty Department of your particular service branch (contact information can be obtained by calling the Customer Service line of the Defense Finance & Accounting Service- (800-332-7411).  It is our understanding that the military can provide summary pay information (retroactive annual or multi-year) on these letters.  These letters take about a month to obtain and will be faxed to you upon request.  

Information regarding military pay is available using the following link: 

https://mypay.dfas.mil/mypay.aspx  
When you have the required documentation, send or fax it to your department: 


(INSERT PAYROLL ADDRESS AND FAX NUMBER HERE)

Notify the Payroll Director of your department if you wish to change, for the purpose of direct deposit, the bank account on file with your agency.
We urge you to submit the documentation necessary to process your pay differential at your earliest convenience.  The sooner that we receive it, the sooner we can process the pay benefits to which you are entitled.  

Note:  
Part-time employees are covered but not intermittent employees or contractors.  Seasonal employees are covered, but only for military duty served during the normal time of their seasonal assignments.

We are proud to be part of this effort that recognizes your dedication and commitment to serve your country, and we are pleased that we can take these measures to ease the considerable sacrifices that you and your family have had to endure.

Sincerely,

Insert Name and Title of Manager signing this letter

