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Employee receives 
military orders 

Employee notifies immediate 
supervisor and agency Human 

Resource office of leave of absence 
request and provides copy of 

military orders 

Agency HR and Payroll reviews 
 Deployment Process document 

with employee including Military 
Leave and Military Donated Leave 

policy information. 

Employee submits 
request for 

reimbursement to 
Agency HR Office 
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Agency HR 
• Determines eligibility. 
• Notifies employee of approval 

or denial of request. 
• If approved, authorizes agency 

payroll to initiate payment. 

Agency Payroll 
Processes payment as per 
OSPS Military Leave of 
Absense Handbook. 
 

Manual check to agency 
for release to authorized 
representative.  Follow 
agency check release 
process. 
 
Agency submits all 
documentation to DAS-
HRSD.

Operations Division 

• Receives payment 
authorization from 
HRSD. 

• Accounting Services 
Mgr authorizes 
payment. 

• Reimburses agency 
authorized amount. 

END

END 

HRSD 
 
• Reviews 

documentation. 
• Authorizes Operations 

Division to reimburse 
agency. 


