Worksheet for Calculation of Military Supplement Payments

Oklahoma State University
Instructions are on the reverse side
	Name
	SSN

	 
	 


	
	From
	To

	Dates of Military Orders:
	 
	 

	Dates of Military Earnings Statement:
	 
	 


Full Semi-monthly Period Payment
	
	Bi-Weekly Paid Employees
	
	Monthly Paid Employees

	
	Hourly Rate
	Yearly Rate (hrly X 2080)
	Semi Monthly Rate (yrly/24)
	
	Monthly Rate
	Semi Monthly Rate (monthly/2)

	OSU Regular Pay
	
	
	
	
	
	

	Military Total Entitlements from Military Earnings Statement
	
	
	
	
	

	Difference: (OSU Regular Pay - Military Total Entitlements)
	
	
	
	
	

	Any amount OSU has already paid to employee
	
	
	
	
	

	Amount Due Employee: (Difference - Any amount OSU has already paid to employee)
	
	
	
	
	


Pro-Rating Partial Periods
	
	Bi-Weekly Paid Employees
	
	Monthly Paid Employees

	
	Hourly Rate
	Daily Rate (hrly X 8)
	Number of Days
	Totals (Daily X Days)
	
	Monthly Rate
	Yearly Rate (Monthly*12)
	Daily Rate (Yearly/260)
	Number of Days
	Totals (Daily X Days)

	OSU Regular Pay
	
	
	
	
	
	
	
	
	
	

	Military Total Entitlements from Military Earnings Statement
	
	
	
	
	

	Difference: (OSU Regular Pay - Military Total Entitlements)
	
	
	
	
	

	Any amount OSU has already paid to employee
	
	
	
	
	

	Amount Due Employee: (Difference - Any amount OSU has already paid to employee)
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Instructions for

Worksheet for Calculation of Military Supplement Payments

Oklahoma State University

You will need to complete one Worksheet for Calculation of Military Supplement Payments form for every military payroll period that an employee is on military leave and meets the requirements of House Bill 2264.  Please review the Administrative Procedures Payments to Military Reserve Employees Called to Active Duty, located at www.okstate.edu/osu_per/docfiles/admin-supervisor.htm#admin, for additional information.

1. Determine if you are paying for a full military semi-monthly pay period or a period less than a full semi-monthly period by looking at the dates on the military earnings statement. Full semi-monthly periods run from the 1st of the month to the 15th and from the 16th to the end of the month. If the military earnings statement that you are making payment on is less than a full semi-monthly period, complete the section of this form for "Pro-Rating Partial Periods". Otherwise, complete the section for a full semi-monthly period.

2. Once you have completed the section to determine the payment amount, the payment is the amount you enter into HRS.  Complete the section at the bottom of this form to determine what you enter into the Online Special Payment System to make the payment.
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