
EMPLOYER NOTICE

OPERS
277 East Town St.
Columbus, OH 43215

Changes to the OPERS disability benefit application process and form

WHO SHOULD READ THIS NOTICE
Payroll and human resource professionals

SITUATION OVERVIEW
OPERS has made changes to the disability benefit application process which required the Report of Employer 
for Disability Benefit Applicant form (DR-4) to be updated. The new form dated November 2021 is attached. 
The former version of the DR-4 form will not be accepted after Dec. 31, 2021.

Report of Employer for Disability Benefit Applicant form (DR-4) valid version:
•	 The new version is dated (11/21) in the bottom left-hand corner and it was released for use on October 

29, 2021.
•	 The former version is dated (09/18) in the bottom left-hand corner and is considered valid for use only 

through Dec. 31, 2021. 

Changes to the Report of Employer for Disability Benefit Applicant form (DR-4) by Step:
Step 1:	 Employee Personal Information - No Changes 
Step 2:	 Certification by Department Head
	  Employees Job Title – Expanded the amount of space to enter the job title 
	  Employer Reported Physical Job Demands - Required                                          
	  Top Portion (Education) - Not Required
	  Department Head Info - Required 

•	 	 Department Head First and Last name 
•	 	 Title
•	 	 Signature (Must be signed by the Department Head) 
•	 	 Date

Step 3:  Certification of Fiscal Officer
	   Fiscal Officer information - Required

•	 Employer Name 
•	 Department / Division 
•	 Fiscal Officer First & Last name 
•	 Title 
•	 Signature (Please be sure this is an Authorized Signer) 
•	 Date 

No information is required on page 6, so it does not need to be returned to OPERS. 

(continued)
Dec. 2,  2021



For a current listing of OPERS Board members, please visit opers.org

It is your responsibility to be certain that OPERS has your current physical and e-mail address on file. If OPERS is not made aware of address 
changes, we cannot guarantee that you will receive important information pertaining to OPERS public employers. This Employer Notice is written 
in plain language for use by public employers who are subject to coverage under the Ohio Public Employees Retirement System. It is not intended 
as a substitute for the federal or state law, namely the Ohio Revised Code, the Ohio Administrative Code, or the Internal Revenue Code, nor will its 
interpretation prevail should a conflict arise between it and the Ohio Revised Code, Ohio Administrative Code, or Internal Revenue Code.  Rules 
governing the retirement system are subject to change periodically either by statute of the Ohio General Assembly, regulation of the Ohio Public 
Employees Retirement Board, or regulation of the Internal Revenue Code. If you have questions about this material, please contact our office or 
seek legal advice from your attorney. 

THINGS TO KEEP IN MIND WHEN COMPLETING THE DR-4 FORM
•	 Be certain the Employee’s Job Title on the Report of Employer for Disability Benefit Applicant form (DR-4) 

and the job description match exactly. No abbreviations.
•	 Be certain the Department Head provides their signature and the date on page 4. 
•	 Be certain the Fiscal Officer provides their signature and the date on page 5. 
•	 If the Fiscal Officer is a newer employee,  be certain they have been added to the OPERS Authorized 

Signer list. 
•	 Please complete and submit pages 1 through 5 for review. There is no information required on page 6 

so it does not need to be submitted.  

WHY THIS IS IMPORTANT

It is important that employers complete the updated DR-4 form going forward. Because the former 
version of the form will only be accepted through Dec. 31, 2021, an employer’s failure to submit the 
updated form after that date will result in the form being rejected which will prolong the disability 
application process.

WHOM TO CONTACT FOR MORE INFORMATION 
Contact your Employer Outreach representative with questions or comments at (888) 400-0965, or by email 
at employeroutreach@opers.org.


