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Justification of Expense:
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I cerify that the expenses incurred were paid from my personal funds and

that the expense item was preapproved as an authorized Oregon Wing

expenditure. Signature

Instructions: This form is used by members of Oregon Wing to request reimbursement for authorized expenditures that are not coverd by USAF
CAPF 108 procedures. Allowable uses of this form include reimbursement of sortie fuel expenses incurred in CAP glider tow flights where funds have
been collected and forwarded to Wing Headquarters to cover the expenses (see policy on Glider Tow Operations), or to collect reimbursement for
expenses related to an authorized ZBB line item that has been approved. This form may be printed and mailed, along with the receipt(s) to wing
headquaters or it may be emailed to Wing Headquarters (save as .htm, then use the mail to option) with an attachment containing a jpg or pdf copy of
the receipt. If emailed, no physical signature is required. Incomplete forms will be returned without action.
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	Date:
	1 Jan 2007

	Subject:
	Oregon Travel Reimbursement Policy

	To:
	Oregon Wing Staff

	From:
	Chief of Staff, Oregon Wing


1) Members of the Oregon Wing staff have instances where travel to in state and out of state locations for official business is required. In many of these cases, the member may wish to obtain financial assistance from Oregon Wing general funds to pay part of the travel costs. This memo defines the travel reimbursement policies for the Oregon Wing.
2) It is generally accepted that senior wing staff members understand that they will be expected to fund all or a portion of any travel associated with their position. Oregon Wing does not have sufficient funds to cover all these expenses.
3) For authorized travel within the wing boundaries, the Oregon Wing policy is that the wing can pay for fuel used for automobile travel to and from the member’s home to the location that they are traveling to. Wing will not pay for lodging, per diem, or commercial air transportation costs.
4) For travel outside Oregon Wing, the policy is that for authorized travel, the wing can pay up to 50% of the lowest commercial air fare and 50% of the government maximum lodging costs for the destination city. No other per diem or travel expenses will be funding by Oregon Wing.

a) The lowest commercial air fare shall be determined by using the Travelocity.com web site (http://www.travelocity.com)and choosing the lowest available fare (including taxes) that is published for travel more than 30 days from the estimate. 
i) If the travel date is less than 30 days from the submission date, the lowest fare for 30 days from the submission date will be used. 

ii) See the example later in this document.

b) The maximum lodging costs shall be obtained from the official Pentagon per diem tables available at https://secureapp2.hqda.pentagon.mil/perdiem/perdiemrates.html for the destination city. See the example later in this document.

5) All travel reimbursement requests shall be made using line item ZBB requests and will be reviewed and slotted during a wing staff meeting (live or virtual).  
a) For intra state travel, the request should include the actual mileage based on a web based map program and the vehicle used expected miles per gallon. The prevailing fuel cost can be used to determine the projected cost.  
b) For interstate travel, the request shall include copies of the web pages showing the air and hotel lowest amounts. 
6) If the request is slotted above the ZBB cut line, the request will be placed on the agenda of the next wing finance committee meeting. If approved by the finance committee, the member may then incur the expenses and can submit copies of the actual receipts for the trip on the Oregon Wing expense form (http://www.orwg.cap.gov/operations/expenseReport.htm). The total amount submitted may not exceed the amount allocated in the ZBB.

7) Example: Consider a proposed trip from Portland to Atlanta for a two night conference that will be held in 45 days. 

a) [image: image1.emf]

We see that the lowest airfare for this trip is $396 (total with taxes), so we can request that the wing fund $198 or the commercial air costs. There is no requirement that the member use this fare; however, the wing will only reimburse actual costs up to $198.
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When we examine the government per diem to determine the allowable lodging costs, we can see that the maximum lodging cannot exceed $124 per night. For our 2 nights, we will be authorized to be reimbursed for one half of the two night charges of $248 or $124.
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We would make copies of both web pages and submit a request to enter a line item on the ZBB for $322. Our request would include justification for the trip and for using wing funds to reimburse our expenses.

d) If the ZBB line item is above the cut line and the finance committee approves the expense, we could attend the conference and request wing reimbursement on the wing expense form if we have receipts for air travel costing $248 or more and our hotel expenses are shown to be $248 or more. If the receipts are for less, the amount requested may not exceed the 50% limit. 
Peter Andersen, LtCol, CAP

Chief of Staff
Oregon Wing
