Office of State Finance

Voluntary Buyout

Agency Reimbursement Procedures

5/13/2010

Pursuant to HB 2363, of the 2nd session of the 52nd Legislature, 2010, the Office of State Finance (OSF) has established the following procedures to reimburse agencies for eligible voluntary buyout expenditures from the Voluntary Buyout Agency Reimbursement Revolving Fund.  OSF will begin taking applications on Monday, May 10, 2010.
1. Agency identifies eligible employees and enters into a contingent agreement with said employees.  

a. The contingent agreement must contain the language stated in HB2363, subsection D of Section 2 and should include, as a best practice, an Age Discrimination in Employment Act (ADEA) waiver.
b. The Office of Personnel Management (OPM) has a sample separation agreement document for agencies to reference.

2. Agency completes the OSF Voluntary Buyout Agency Reimbursement Application.  This is a two-page application that allows for up to 30 employees to be submitted at once.  
a. Applications will only be accepted for retirement or separation dates within 90 days from the date of submission. On each application, all employees must be retiring or separating on the same day. Additional applications will be required for separate different dates. Multiple applications can be submitted at one time.  
i. Ex: the submission date is 05/10/2010 and the retirement or separation date for all employees is 08/01/2010, the form will be approved.
ii. Ex: the submission date is 05/10/2010 and the retirement or separation date is 09/01/2010, the form will be denied.
iii. Ex: the submission date is 05/10/2010 and the form contains multiple retirement or separation dates, the form will be denied.  
b. Agency remits reimbursement application to the OSF by e-mail to accounting@osf.ok.gov. The application must be submitted by an individual authorized on the agency signature card filed with the Transaction Processing Unit of OSF.   

3. OSF personnel will review the reimbursement applications, assign application numbers in the order received, and confirm back to the agency the status of the request.  

a. Confirmations will be e-mailed to the individual who submitted the original request.
b. If the fund balance is sufficient to reimburse the reimbursable cumulative total on the application, the application will be approved. 
c. If the fund balance is insufficient to reimburse the reimbursable cumulative total on the application, the application will be denied. 

4. OSF will process reimbursements in the order in which they were received, subject to verification of eligibility for the expended amount.
a. Agency will submit OSF Form 2363C via e-mail to request reimbursement for the eligible expenses that were processed through payroll.
b. OSF will verify eligibility of the expended amount and process payment to the agency.
NOTE:  If any part of the requested amount is deemed to not be eligible for reimbursement, the reimbursement will be reduced by said amount and the remainder will be reimbursed. 

c. Agency will be notified by e-mail when the payment has been processed and provided with the necessary details of the transaction.   
i. Payments will be made to agency clearing accounts.  The agency must then transfer the amount to a revolving fund.  
ii. If no revolving fund is available, an agency may request an interagency reimbursement fund (fund 443) be created.  A help desk case will be required to complete the fund setup. 
5. As a condition of reimbursement, the agency certifies on the reimbursement application that the budget work program (BWP) full-time-equivalency (FTE) count for the fiscal year that includes the actual retirement date will be reduced by the number of employees indicated on the application for a period of not less than thirty-six (36) months.  

6. Agencies found not to be in compliance with statutory provisions, will be required to repay the amount of reimbursement received back to OSF. 
7. The provisions of HB 2363 do not preclude an agency from entering into a voluntary buyout agreement pursuant to Section 840-2.28 of Title 74 of the Oklahoma Statutes which does not provide for any reimbursement of funds.  
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