(Sample letter to be given by Human Resource Professional, Manager, or Supervisor to employees hired after April 14, 2006 who have not yet completed a DMA form) 

Dear ___________________:

The Department of Homeland Security has requested that The Ohio State University notify all employees hired since April 14, 2006 about requirements related to Ohio Revised Code sections 2909.32, 2909.33, and 2909.34. These provisions were enacted by the legislature to provide an additional deterrent to counter and foil potential terrorism in Ohio.  

The statute requires that managers and supervisors collect and review a new form titled “Declaration Regarding Material Assistance/Non-assistance to Terrorist Organizations” or (DMA) form and that a copy of the Terrorist Exclusion List (TEL) be provided as well. 

I am requesting that you please review the TEL sheet, complete and return the DMA form to your manager or supervisor by October 31, 2006.  The completed DMA form will be retained centrally by your unit’s Human Resource Professional and a copy of the DMA form will also be placed in your personnel file.  Please note that failure to complete and return the DMA form may result in termination of employment.
If you have any questions regarding the DMA guidelines or wish to access our Frequently Asked Questions, please visit the following web sites at: http://www.hr.osu.edu/hrpubs/offer/DMA-Guidelines.pdf ; http://www.hr.osu.edu/hrpubs/offer/DMA-FAQ.pdf  
You may also access the Department of Homeland Security at www.homelandsecurity.ohio.gov for further information on this subject.

If you have any other related questions please contact the Office of Human Resources, Organization and Human Resource Consulting at 614 – 292-2800. 
Thank you in advance for your cooperation.

Sincerely,

HRP, manager or supervisor

