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POLICY






MEMORANDUM

	SUBJECT:  Rules, Regulations and Procedures Governing the Reimbursement of Commercial Drivers’ License Fees
	REVISION NO.:  1
POLICY NO.:      5

	ISSUED BY:  Office of Planning and Budget


1.
Legislative Authority

O.C.G.A. 45-7-33 and 45-7-34 authorizes the reimbursement of application fees for a commercial driver's license to employees of all state agencies and charges the Office of Planning and Budget with the following responsibilities:

The Office of Planning and Budget shall establish such rules, regulations, and policies as are necessary to administer such a program of reimbursement for all state employees.

Accordingly, these regulations have been developed which cover the reimbursement and accounting for application fees of a commercial driver's license.  Each agency is authorized to set specific policies, establish procedures and use forms within the regulations listed below.

2.
Approval of Application Fees for Commercial Drivers' Licenses

In order to receive reimbursement for a commercial driver's license application fee, an employee must obtain authorization from his/her agency head or other designated official prior to making application.  Each agency should establish a written policy designating persons/positions that may authorize and approve the reimbursement.  Lists of signatures of approving officials should be made available to fiscal office personnel responsible for issuing reimbursement checks.


The form of such written authorization shall be designed by the agency head or other designated official.

3.
Amount of Reimbursement
The amount of the reimbursement for expenses incurred in filing an application for obtaining a commercial driver's license shall be the amount of the application fee set forth in Article 7 of Chapter 5 of Title 40 of the Official Code of Georgia Annotated.

An employee shall be eligible to recover the costs associated with filing an application for a commercial driver's license only once.  Any costs of filing additional applications for a commercial driver's license shall be borne by the employee.

4.
Recovery of Application Fees by Employees

Application fees incurred in filing an application for a commercial driver's license shall be recovered by the employee upon submission of the following:

· Copy of the Test Authorization Form received from Public Safety; and

· The written authorization from the agency head or official.

These documents shall be submitted to the appropriate office for reimbursement.

5.
Accounting for Application Fee Reimbursements

Funds expended for reimbursing employees' application fees for commercial drivers' licenses shall be accounted for as "Other Operating Costs" (Account Code - 627000, or a subsidiary account thereof) on departmental records.  A record shall be maintained of employees who are reimbursed.

6.
Effective Date

These rules, regulations and procedures shall become effective on February 21, 1990 and may be updated as necessary from time to time for the effective administration of applicable State Law.

This policy was reviewed and revised by the Office of Planning and Budget September 2006.
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