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Instructions: 
Complete all attached schedules; several of the fields on the first page of the application populate automatically using information from the schedules. 
The form must be completed fully and accurately to ensure correct reimbursement and continued eligibility for reimbursement.
If you employ a contractor to provide driver education services, obtain information from the contractor before submitting.
Submit the completed form by e-mail from a password-protected e-mail account using the SUBMIT button at the end of the form. Add your program name to the subject line after the words "DE Reimbursement Application –". (Example: DE Reimbursement Application – Hill High School)
To make corrections to this form after it has been submitted, correct the form and resubmit it with the word "REVISED" added to the subject line. (Example: DE Reimbursement Application – Hill High School REVISED)
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APPLICATION FOR REIMBURSEMENT FOR DRIVER EDUCATION PROGRAM
For courses beginning on 
and ending by
Provider information
Driver education contractor information (if applicable)
Reimbursement request overview (Some fields in this section populate automatically from the worksheets below.)
1.         Total number of driver education students completing a minimum of 30 hours of instruction,6 hours of practice driving, 6 hours of behind-the-wheel observation, and 5 hours of supervisedhome practice 
2.         Total driver education costs (from Expense Summary Worksheet)
3.         Total driver education tuition, fees and other income (from Income Summary Worksheet)
4.         Total driver education costs less tuition (Line 2 minus Line 3)
5.         Total driver education costs with profit (Line 4 plus 12%; commercial driving schools only)
6.         Driver education cost per pupil (Line 4 divided by Line 1)
Free and reduced scholarship:
7.         Amount of individual low-income/no-income scholarship (max $75 per student)
8.         Number of students that qualify
9.         Free and reduced subsidy total amount (Line 7 times Line 8)
Adaptive package adjustment:
10.         Expense related to geographic/demographic consideration (per pupil)
11.         Number of students that qualify
12.         Adaptive package additional subsidy total (Line 10 times Line 11)
Certification and submission
By typing my name in the signature box below, I certify that:
•         The information contained in this application is true and correct.
•         Any driver education fees collected and retained have been reported on Line 3 of this application.
•         No part of this claim has been paid prior to this application.
•         A corresponding list of students has been entered electronically in the ODOT Student Data Entry System (SDES).
•         The provider's program complies with all applicable requirements in ORS 336.790 to 336.815 and OAR 737-015.
•         An assurance form has been submitted for the current year prior to submission of this application. 
I agree that typing my name in the signature box and submitting this application from a password-protected official e-mail account is the equivalent of a manual signature for the purposes of this application.
After completing the two worksheets below and the fillable fields on this page, click the Submit button to send the application to ODOT Transportation Safety's Driver Education program.  
EXPENSE SUMMARY WORKSHEET
1.         Teacher salaries chargeable to driver education, prorated from total salaries
         a. Classroom teacher (personnel costs, benefits, and other costs)
         b. Behind-the-wheel teacher (personnel costs, benefits, and other costs)
         c. Administrative costs (personnel costs, benefits, and other costs)
         Salary expenses, Expense Subtotal 1:
2.         Vehicle expenses
         a. Lease or rental costs of training car(s)
Total costs for this claim:
         b. Insurance costs for all vehicles used for this claim
         c. Vehicle (complete a line for each vehicle used in driver education; click "+" to add a line)
VEHICLE REFERENCE OR NAME
VEHICLE YEAR
PURCHASE DATE
DEPRECIATION COST THIS VEHICLE
Total vehicle depreciation costs:      
         d. Vehicle expenses (gas, oil, maintenance, equipment)
         Vehicle expenses, Expense Subtotal 2:
3.         Instructional materials and equipment expenses
         a. Instructional materials and equipment (course texts, CDs, notebooks, computers, etc.)
         Instructional materials and equipment expenses, Expense Subtotal 3:
4.         Administrative and non-salary expenses
         a. Advertising and memberships (can include corporate and individual memberships in associations)
         b. Facility rental 
         c. Conference attendance expenses (not covered through other means; i.e. WOU for PacNW)
         d. Supplies (paper, office supplies, photocopying services, etc.)
         e. Other expenses (bank fees, professional fees, internet and web site, other non-salary items)
DESCRIBE EXPENSE
COST
         Administrative expenses, Expense Subtotal 4:
         Expenses Total:
INCOME SUMMARY WORKSHEET
It is important that you show reduced tuition in the "Tuition Amount" box for those students who have accessed the free and reduced subsidy. Example: You normally charge $250 per student, and 7 students used the subsidy; your sheet should show 7 students at $175 and the rest of the students at $250.
1. Tuition
TUITION AMOUNT
NUMBER OF ENROLLMENTS
TOTAL
         Tuition income, Income Subtotal 1:
2. Fees
FEES COLLECTED
AMOUNT
 Missed class fees
2
Lab fees
3
Book fees
4
Other fees
         Fees income, Income Subtotal 2:
Income Total:
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