New Time Limits for Expense Submissions
Recent developments at the Internal Revenue Service have led to changes in OHSU policy about submitting reimbursement requests for travel, entertainment and non-travel business expenses.
In a nutshell, departments will have 60 days from the date an expense was incurred to submit reimbursement requests. After 60 days, an expense will be treated as income to the employee unless extenuating circumstances exist. After 90 days, no exceptions will be possible, even with extenuating circumstances. After six months, expenses will not be reimbursed, granted an exception, or paid as additional pay.
In addition to the time limit change, travel expenses charged to personal credit cards or paid out-of-pocket will not be reimbursed in advance
The new policy will begin July 1, but a grace period for expenses already older than 60 days will extend to July 31.
The above changes resulted from the IRS recent definition of its “reasonable period of time” for expense submission as 60 days. The change are reflected in the CFS Reimbursement Policy & Procedure document and related forms; the Exception Request Form and Instructions and the Travel Reimbursement form and Instructions.
 Questions or concerns may be directed to Mary Justice, senior manager, Central Disbursements, at 503 494-4714.
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