CAJS-SP                                                                                                        
        31 January 2005
MEMORANDUM FOR Unit/ Organization Commanders

SUBJECT: State Personnel Programs Policy Memorandum # 2005-04 

                   2004 Emergency State Active Duty (ESAD) Forms W-2

1. The enclosed W-2 Forms are for National Guard members who performed Emergency State Active Duty while assigned to your unit/organization. These W-2 forms are NOT for Inactive Duty Training (IDT), Annual Training (AT), Active Duty Special Work (ADSW) or any other federal active duty.

2. Please ensure these W-2 Forms are provided to your soldiers/airman as quickly as possible to facilitate their ability to complete appropriate 2004 income tax reporting requirements. If a soldiers/airman is no longer of your unit, mail to their last known address.

3. Any Military Department W-2 Form that is undeliverable should be returned to State Personnel Programs (OTAG Box # 27) with a short memorandum explaining why they were undeliverable and what attempts your unit/organization underwent to get this important tax form to the individual. State Personnel will retain undeliverable W-2 Forms for two years.

4. It is also important that your soldiers/airman keep track of this W-2 Form. There is an $8.50 administrative fee for each request for a duplicate W-2 Form. All checks for duplicate W-2 Forms will be made payable to the Military Department.

5. Additional questions and/or concerns may be addressed to the undersigned or my deputy, CW4 Dave Tollefson, at (916) 854-3077 or (916) 854-3678, respectively.
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JAMES L BERDAN
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Director, State Personnel Programs
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