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1. APPLICABILITY:  This policy applies to all Oregon Military Department employees conducting travel for which costs are being reimbursed by an outside entity, to include the federal government.
2. AUTHORITY/REFERENCE:  Oregon Department of Administrative Services,

Controller’s Division, Oregon Accounting Manual (OAM):

OAM 40.10.00 (Policy)

3. PURPOSE:  To provide guidance to Oregon Military Department (OMD) state employees on the process of reimbursing the agency for travel costs paid by an outside entity.

4. GENERAL POLICY:  Personnel are not allowed to receive travel expense reimbursements directly from outside sources for travel that occurs while on official state travel status. The employee is to be reimbursed by the agency per state policies.  If an employee receives payment from an outside entity in any form, to include a check or an ACH deposit directly to his/her account, the employee is required to remit a check to the agency for the amount of the deposit and provide documentation of the amount transferred.
Employees are required to remit a check to the agency within 10 business days of the funds being deposited in their account. Employees shall provide documentation showing when funds were transferred to them by the outside agency.
Should funds not be reimbursed within 45 business days of the last day of travel the employee shall notify their manager and the appropriate fiscal staff as to the status of the reimbursement.
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