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	SUBJECT:  The Adjutant General – Travel and Reimbursable Expenses



1.
APPLICABILITY:  These policies and procedures apply to The Adjutant General.

2.
AUTHORITY/REFERENCE:
National Guard Regulation 37-111


Oregon Revised Statute 396.150 - 396.160


Oregon Accounting Manual 06 01 00.P0


State Personnel Office (AGP) Policy 99.500.01

3.
ATTACHMENTS:
None

4.
PURPOSE:  To provide policies and procedures for determining travel and reimbursable expenses of The Adjutant General.

5.
BACKGROUND:
a.
The Adjutant General is exempt from the overtime provisions of the Fair Labor Standards Act due to the nature of the work performed.  As an exempt employee, The Adjutant General works a professional workweek and is expected to work whatever hours are required to accomplish the duties of the position.

b.
Oregon Revised Statute (ORS) 396.150 requires The Adjutant General to be a member of the Oregon National Guard.  If Oregon National Guard membership ceases, the appointee shall be deemed no longer qualified for the position and shall be terminated from state service.

c.
Membership in the Oregon National Guard is a condition of appointment to the state position (ORS 396.150) and performance of federal duties in the Oregon National Guard is as a result of a condition of employment.  Therefore, payment of federal and state salaries during such service is appropriate and authorized.

d.
When performing federal duties in Inactive Duty or Annual Training status, or during those periods authorized by National Guard Regulation 37-111 paragraph 2.1, The Adjutant General is not required to be in leave status from state service.

e.
Federal and state duties referred to in paragraph 5d above may be performed concurrently whereby salary is earned concurrently.  Neither earnings shall be offset by the other.

6.
TRAVEL POLICY AND PROCEDURES:
a.
The Adjutant General is allowed to perform federal duties in state status and state duties in federal status due to the combined federal and state responsibilities of the position.  The Adjutant General has the flexibility to determine if travel costs will be reimbursed by the Federal Government, State Government, or a combination of both.  The following criteria, or any other reasonable documented criteria, may be used to determine how travel costs will be reimbursed:

(1)
Correspondence from the National Guard Bureau or other authority directing travel status.

(2)
Primary purpose of the travel - federal mission or state mission, or

(3)
When the travel supports both the federal and state mission:

(a)
The airline fare may be paid by either the Federal or State Government based on the primary purpose of the trip.

(b)
Travel reimbursement for each day may be based on whether the majority of the day’s activity supported the federal or state mission.

(c)
Miscellaneous expense reimbursement (telephone, fax, rental car, parking, etc) may be based on whether the activity supported the federal or state mission.

b.
Oregon Revised Statute 396.155 provides that “The Adjutant General shall be reimbursed for actual and necessary traveling expenses”.  The Adjutant General may elect to use State per diem rates in lieu of being reimbursed for actual and necessary travel expenses.

(1)
When claiming reimbursement for actual and necessary travel expenses, receipts are required for lodging and meals.  Gratuities up to 15% of actual meal costs are permissible and must be documented on the receipt.  Receipts are required for all other actual and necessary travel expenses that individually exceed $25.  Credit card  receipt forms with complete details of the purchase are valid for requesting payment.  When a receipt is unavailable or lost, a written statement is required, signed by The Adjutant General, providing the reason.

(2)
When utilizing per diem rates in lieu of reimbursement for actual and necessary travel expenses, receipts for lodging are required.  Receipts for meals are not required.  Receipts are required for all other actual and necessary travel expenses that individually exceed $25.  Credit card receipt forms with complete details of the purchase are valid for requesting payment.  When a receipt is unavailable or lost, a written statement is required, signed by The Adjutant General, providing the reason.

c.
When attending conferences, a copy of the agenda will be attached to the reimbursement request to document the date and time of the conference, purpose of the conference, and meals provided during the conference.

d.
A copy of the federal travel reimbursement request shall be attached to the state travel reimbursement request when The Adjutant General seeks reimbursement for travel from both the Federal and State Government.  The Financial Administration Division will perform a reconciliation between the federal and state reimbursement requests to ensure each expense reimbursement is from only one source.

e.
The Adjutant General’s state travel reimbursement requests will be reviewed and approved by the Oregon Military Department, Director of Financial Administration or designee to ensure compliance with applicable laws and policies.

7.
REIMBURSABLE EXPENSES:  The Adjutant General may be reimbursed by the state for expenses necessary to further the mission of the agency.  The mission of the agency is identified in the agency Legislatively Adopted Budget.  Examples of expenses that may be reimbursed include, but are not limited to:

a.
Purchase of a token of appreciation for a guest speaker.  Includes such items as a plaque, “Made in Oregon” basket, or other similar item.  A maximum expenditure of $50 is recommended as a guideline.  Expenditures exceeding $50 should be thoroughly documented.  The cost of the token of appreciation should be appropriate for the circumstances and meet the “Reasonable Person Rule” and “News Media Test”.  The reason for the guest speaker’s presentation will be fully documented.

b.
Purchase of a meal for the Adjutant General and a guest, and other individuals traveling with the guest (spouse, staff member) during a business meeting with the Adjutant General.  Purchase of a meal for the Adjutant General’s spouse when reasonably expected to be present for the business meeting.  The cost of the meal should be appropriate for the circumstances and meet the “Reasonable Person Rule” and “News Media Test”.  The purpose of the business meeting will be fully documented.

c.
The reimbursement of other miscellaneous items or services necessary to further the mission of the agency will be fully documented.  The expenditure will be appropriate for the circumstances and meet the “Reasonable Person Rule” and “News Media Test”.
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