
1 
 

COMPLETING THE REIMBURSEMENT APPLICATION 
 
 
Indicate whether you are a public or private provider. 

 
 
Enter the earliest date of your requested courses and the latest completion date.  
 
For Course Name: list the date range for all entries within DMV2U for which you are requesting 
reimbursement. IMPORTANT: You must also include a list of student names who’ve completed your 
courses for which you’re claiming on this reimbursement form. TSO will pull a list from DMV2U and 
match it with your included list.  
 
EXAMPLE:  

 
 
In the following section, you will list all provider information, including phone numbers, address, email, 
etc. 

 
 
 
GENERAL INSTRUCTIONS 
IMPORTANT: All income and expenses listed on the application must be relevant to the time period listed 
on the front page. If your application covers a time period of six months, do not list expenses for 9 
months or 12 months, etc.  
 
NOTE: Any time you see a field with a -/+ behind it, you can click on the + icon to add more rows or on 
the - icon to delete a row.  
 
 
REIMBURSEMENT REQUEST OVERVIEW 
 
Field 1 In this field, enter the total number of students you are claiming for reimbursement. 

This number should match the total number of students in all courses listed in the 
Course Name section above.  
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EXAMPLE: 

 
 
 
This next section is for reporting how many students received the Free/Reduced Subsidy. The majority 
of the time, the amount in Field 7 will be $75, the maximum amount allowed per student. Some schools 
offer a smaller amount, because the course cost is very low to begin with.  
 
Field 8 The number of students who qualified for the F/R Subsidy. 
Field 9 Will auto-calculate.  
Fields 10 & 11 Will be completed only if you have an Adaptive Strategies agreement on file with the 

Driver Education Program Office at ODOT. In most cases, these are left blank.  
 

 
 
EXPENSE SUMMARY WORKSHEET 
NOTE: Page 6 of this walkthrough contains a sample list of acceptable income / expense categories. 
Items not on this list may still qualify; these are just suggestions. If you’re not sure about an item, email 
us at ODOTDEMail@odot.oregon.gov with your question.  
 

 
 
Field 1a All costs for the classroom teacher, including salary, benefits and other costs 
Field 1b All costs for the behind-the-wheel teacher including salary, benefits and other costs 
Field 1c All costs for administrative work including salary, benefits and other costs 
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Field 2a Enter the number of cars being leased or rented and then the total costs for this claim 
Field 2b All insurance costs for vehicles included on this claim 
Field 2c List all vehicles used in the program, including a number or id you use to reference each 

vehicle, the vehicle year, purchase date and any depreciation for the time period 
covered in the claim 

Field 2d All maintenance and operation costs not included in the previous fields 
 
 

 
 
Field 3a All costs related to instructional materials and expenses (e.g. a laptop and/or projector 

for use in providing the curriculum, etc.) 
 
 

 
 
Field 4a All costs associated with advertising your program, dues for memberships to 

professional organizations related to driver education such as ADTSEA, etc.  
Field 4b All costs related to facility rental. If a classroom or office is rented for the purpose of 

delivering the driver education program, these costs can be listed here 
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Field 4c All costs associated with attendance at a driver education or traffic safety related 
conference if the conference content relates to driver education or traffic safety 

Field 4d All costs related to supplies for the program (e.g. copy paper, photocopying, pencils, and 
other office supplies, binders, etc.) 

Field 4e Other expenses, including web hosting fees, bank fees, professional fees for driver 
education continuing education courses, etc.) Hint: See page 6 for a list of 
allowable/unallowable expense categories. This list is not exhaustive; it is meant to be 
an example. If you are unsure if an expense is allowable, please contact ODOT to inquire. 

 
Expenses Total This field will auto-populate 
 
 
INCOME SUMMARY WORKSHEET 
 

 
 
 
Field 1 List the $ amount charged for a course and the number of students who were enrolled 

at that rate. If you have students who are paying different rates, list each rate and the 
number of students separately.  

 
Example: There are 39 students being claimed for reimbursement. The cost for 
course delivery is normally $475. Nine students received the $75 F&R 
scholarship. List as follows: 

$475 for 30 students = $14,250.00 
$400 for 9 students = $3,600.00 

 
NOTE: The number of students listed in the Income Tuition section must match the number of students 
listed on the front page of the application in the course list and in Field 1 of the Reimbursement Request 
Overview section.  

 
Field 2 List any fees collected for the noted reasons (missed class fees, lab fees, etc.) 
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**Return to the front page** 
 

 
 
These fields will have auto-populated with the totals for each appropriate section.  
 
Field 2 Should match the total amount listed for Expenses Total box located after the Expenses 

Summary Worksheet Section.  
Field 3 Should match the total income amount located at the end of the Income Summary 

Worksheet Section.  
Fields 4, 5, 6 Will auto calculate based on the figures in Fields 2 and 3.  
 
Field 6 Will display the driver education cost per student that is claimed in your application. If 

this amount is less than $210, you will be reimbursed that amount per eligible student 
(plus 12% allowable profit, for commercial driving schools only). If this amount is greater 
than $210, you will be reimbursed $210 per eligible student.  

 

 
 
Review all entries and then be sure to sign the document at the bottom. Typing your name in the 
Signature field will suffice.  
 
Click on the Submit button and the document will be auto-emailed to the 
ODOTDEMail@odot.oregon.gov email box.  
 
REMINDER: Please send a list of students claimed for reimbursement with your application.  
 
 
 
  



6 
 

NOTE: For your reference, a SAMPLE completed application with representative information and figures 
is included below.  
 
 

SAMPLE ALLOWABLE / UNALLOWABLE EXPENSES 
NOTE: This is not an exhaustive list. If unsure about an item, please contact ODOT. 

 
Allowable 

Bank Charges 
Bank Service Charges 
Bookkeeping Expense 
Computer / Internet Expenses 
Credit Card Charges 
Dues & Subscriptions 
Garbage 
Health Insurance 
Office Supplies 
Professional Fees 
Repair & Maintenance 
Telephone 
Temp Service Fees 
Travel Expense 
Utilities 

 
Unallowable 

Bad Debt 
Collections 
Donations 
Employee Gifts 
Meals and Entertainment 
Stock Buy Outs 
Uniforms 
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