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Employee Seeking Disbursement 
Employee:

· Meets eligibility criteria.
· Submits required documentation as per State HR Policy 60.020.05.
Disbursement Process 
Agency Human Resource Office:
· Reviews documentation for completion, eligibility, and disbursement amount.
· Submits power-of-attorney to Department of Justice for review and approval, if applicable.
· Notifies employee or employee’s authorized representative if request is approved or denied
· If disbursement approved, contact DAS Financial Services to confirm fund availability prior to authorizing payment.

· Upon fund availability confirmation, contact agency payroll with payment authorization and disbursement amount.
Agency Payroll:
· Processes MDL payment in accordance with DAS Oregon Statewide Payroll Services (OSPS) Military Leave of Absence Handbook instructions.
· Payroll will direct deposit payments if the employee has a previously authorized net pay direct deposit in OSPA.
· OSPS will send manual checks to agency payroll for release to authorized representative. Check release authentication process - follow normal agency process.
· Send copy of all documentation and payment information to DAS CHRO.
DAS – CHRO:

· Reviews transaction for completeness, eligibility and payment.

· Authorizes payment reimbursement to DAS Operations Division Business Services Unit.
DAS – Operation Division Business Services Unit:
· Receives all documentation and payment authorization from DAS CHRO.
· Accounting Services Manager authorizes payment.

· Reimburses agency for authorized amount.[image: image1.png]DA
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