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1. 
Introduction
The Portland VA Research Foundation (PVARF) is an independent nonprofit corporation that supports research and educational activities at the Portland Veterans Affairs Medical Center (VAMC).  The PVARF administrative office is located in Rooms G217 and G218 of Building 104 on the medical center grounds.  The establishment of such corporations was allowed by an act of Congress to provide a flexible mechanism for the receipt and administration of funds to support academic activities.  The sole purpose of non-profit research corporations housed in VA facilities is to advance the research and educational missions of the Department of Veterans Affairs through the support of activities approved by the Research and Development (R&D) or Education Committees of VA facilities. The PVARF is subject to federal oversight by the VA Secretary, the Inspector General, the Internal Revenue Service, and the U.S. Comptroller General, even though Oregon state law governs its day-to-day operations.

The mission of the PVARF administrative office is to provide helpful, efficient, and friendly support to staff at the Portland VAMC.  Your feedback on our performance is appreciated.  This manual was created to assist account holders in managing funds held in the PVARF. All of the forms in the appendices of this Manual may be photocopied and submitted to the PVARF administrative office when needed. Forms may also be obtained at the PVARF office. The Policy and Procedure Manual and forms are also available on the Portland VA R & D website/ PVARF link under the “forms” tab.

2.  Research and Education Activities

Funds administered for research projects are managed separately from funds administered for education projects.  Funds received by PVARF for support of research cannot be allocated to educational activities, unless the donor has made no restrictions on the use of the funds or has provided specific permission for reallocation of the funds.  Likewise, funds received for support of education cannot be reallocated for support of research only under the same conditions. Research and education funds will be kept in separate internal accounts.

Project Approval:  All research projects must receive a formal approval by the VA Research & Development (R&D) Committee and other appropriate subcommittees prior to any funds being expended by the PVARF.  Such committees and subcommittees may include: R&D Committee, Institutional Review Board for Human Subjects (IRB), Institutional Animal Care & Use Committee (IACUC), and/or Subcommittee on Research Safety.  All educational projects must receive formal approval by the VA Education Committee.

Principal Investigators:  PVARF uses the term Principal Investigator to designate the individual who has overall authority and responsibility for conducting a research or education project.  The principal investigator (PI) for each project/activity must hold a VA appointment and also must be the same person who is named in the approval granted the project by the VAMC Research & Development Committee or Education Committee.  The PI for each project/activity is responsible for hiring and managing all personnel for their activity. 

Upon request and approval from the appropriate PI, the PVARF will pay personnel from the appropriate research or education account fund.

3.  Conflict of Interest

Each PVARF employee and board member involved in PVARF activities is subject to Federal Laws and regulations on conflicts of interest in the performance of official functions. At the beginning of their involvement with the PVARF, the above persons shall familiarize themselves with the "Standards of Ethical Conduct and Related Responsibilities of Employees” and must sign a statement verifying that they are aware of and in compliance with the federal laws and regulations applicable to federal employees with respect to conflicts of interest related to the performance of their official functions.

4.  Establishing an Account

VA non-profit corporations may not receive or administer funds unless the funds are associated with and approved by the medical center's R&D or Education Committees. Therefore, in order to open an account in the PVARF, a PI must have at least one active research or education proposal that has been approved by the appropriate facility committee. 

To establish an account at the PVARF, a PI must complete a New Account Request form (Appendix A) and submit it to the Executive Director (ED).  The New Account Request form identifies all individuals who have signature authority for requesting disbursements from the account.  It also allows the PI to specify the research activities that will be supported by the account. The ED will forward the Account Request form to the Research Service administrative office that will confirm presence of an active, approved research or education project, sign the form and forward it to the PVARF.  

There is no restriction on how many accounts an investigator may have.  A separate account will be opened for each active research project.  Upon ending the research project and based on the funding source restrictions, the remaining funds will either be returned to the sponsor or transferred to the investigator’s General Purpose account.  

5.  Deposit of Funds in Accounts

Funds may be accepted by PVARF from such sources as private non-profit agencies engaged in the support of research and/or education, from commercial organizations involved in the development of new drugs and devices or in the support of medical research and/or education,  or from groups or individuals to defray the costs of scientific meetings or other legitimate academic functions.  All checks should be made payable to Portland VA Research Foundation.  .  Funds donated in support of a particular activity can be accepted only if the responsible investigator holds an appointment at the Portland VA Medical Center and has an active research or educational project approved by the facility's appropriate committees.  

Federal law allows funds donated to the VA Medical Center's General Post Fund for general VA research or educational purposes to be transferred to the PVARF.  Other funds donated to the general post funds for a specific project may be transferred to the PVARF only if the donor provides consent. 

No checks will be accepted by PVARF without an identified account into which the checks will be deposited.  All checks should be submitted directly to the PVARF administrative office. A letter acknowledging receipt of each check will be sent to the respective donor, and a copy of the letter will be maintained in the PVARF files.  

6.  Indirect Costs

The term Indirect costs (IDC) denotes funds that are removed from the account to support the administrative costs of operating the corporation. These costs are incurred for common or joint objectives and, therefore, cannot be identified readily and specifically with a particular research project or an education activity.  These costs are allocated to the direct activities through the use of the IDC cost rate.  The PVARF has no other mechanism than indirect costs to pay for its administrative expenses.  Investigators should plan for IDC cost assessments when developing project budgets and communicate this need to funding sources.  

The IDC rate for federal or industry-sponsored research is 20%.  The IDC rate for projects sponsored by scientific foundations will be the rate allowed by the organization or 20%, whichever is less IDC will not be assessed on funds from non-profit organizations that have a stated policy of not providing IDC. There will be no IDC assessment for unrestricted donations by individuals, but donations from commercial entities may be assessed.

The IDC assessed on an education account will be determined based on the following criteria: 

Unrestricted Education Grants: The funds are used to invest in education purchases only. The indirect cost assessed will be 0%.  If an employee is hired under this grant then a one time 3% fee based on the employee’s salary will be assessed.

Educational Grants: The funds are used to plan and conduct conferences or meetings.  The indirect cost assessed will be 10%.  This cost will include payment, employee hiring, deposit processing and human resource services.  The cost of processing credit cards will be the actual transaction fees assessed by the processing bank.

Any charges requested for research a 20% indirect cost rate will be assessed. 

7.  Purchases/Expenditures
General Information
Purchases made through PVARF must be in support of a research or educational project approved by the appropriate Portland VAMC committees.  All purchases must be in compliance with Internal Revenue Service (IRS) guidelines for non‑profit corporations.  In cases where requests for payment do not have an obvious direct link to a research or educational project, a clear explanation of how the expense is related to the investigator's project must be provided, or there will be a delay in providing payment.  Examples of such written justifications are:
[A purchase order for a personal computer]  "This computer will be housed in the project office and will be used by the study's research assistant to maintain a log of enrolled patients, to enter study data into a database program, and to perform statistical analyses on study data using SPSS software."

[A check request for purchase of a box of printer cartridges]  "These are toner cartridges for the laser printer in the project office that prints the individualized questionnaire generated for each subject enrolled in the study."  

[A check request for postage expenses]  "This payment covers postage fees for 300 mailed questionnaires at $0.78 per questionnaire."

Please contact the PVARF administrative office in advance if you have questions about the research justification of a planned purchase.  Supplies, equipment, and needed services may be purchased on the open market. Any item over $10,000 must have at least three (3) bids unless sole source justification can be provided.

Purchases/expenses that are primarily of a personal nature cannot be paid through PVARF.  Examples of such personal purchases/expenses include (but are not limited to): wedding or baby gifts, birthday parties, gifts or flowers to individuals, and contributions to other charities.  Purchases for workplace refreshments, such as coffee, water and soft drinks, will not be reimbursed.

Requests for disbursement of funds should be prepared on either a PVARF Check Request or Purchase Order form.  The Check Request form can be found on the PVARF website under “Forms”.  The Purchase Order form must be signed out from the PVARF administrative office.  The form must be signed by an individual who has signature authority for the specific account to which the disbursement will be charged.  All check request and purchase order forms must have attached supporting documentation and the Research Justification completed.  All travel, business meals, professional membership and contractor expenses must have accompanied a corresponding appendix. 

Purchase Orders are used for vendors who will bill the PVARF at a later date.  The numbered Purchase Order forms must be signed out from the PVARF administrative office and kept secured until used. Purchase Orders must have a full description of the product, quantity ordered, per unit price and extended price. If freight or transportation is billed as a separate item, freight bill must accompany invoice.  The complete vendor address, and phone number must be included.  Inform all vendors that all invoices must reference the purchase order.  All items are to be ordered by the investigator.  The Purchase Order should then immediately be sent to the PVARF administrative office.  If a justification for how the order is related to the investigator's research is not included on the Purchase Order, an accompanying memo should provide this explicit justification. When the order is received, the packing slip or confirmation of delivery must be sent to the PVARF administrative office.  “Blanket” Purchase Orders can also be set up with prior approval from the administrative office.  “Blanket” Purchase Orders must be renewed every year.  

Check Requests are used to obtain reimbursement for items already purchased and paid for by an individual or when an immediate check is required. Check Requests must be complete and have a description of goods purchased, the vendor address, individual's home address (if personal reimbursement), and an explanation of the research purpose of the expenditure. Invoices and other supporting documents must be attached.  Reimbursements require original receipts or paid invoices supporting the payment.  An authorized account signer must sign all check requests.  It is essential that the research or educational purpose of each purchase be clearly stated in the section of the form that designates the justification for the purchase (see examples above).  The justification can be explained in an accompanying memo if additional space is required.  Check Requests that do not include a clear justification will be returned to the investigator before being processed.  

Personal reimbursements to individuals for items previously purchased should be requested only for small purchases.    Reimbursements will not be allowed for expenditures if there are insufficient funds in the account.   Upon receipt in the PVARF administrative office, a Check Request will be reviewed for adequate fund balance, account restrictions and proper supporting documentation.  Upon securing signatures of authorized foundation staff, the request will be processed within 7 business days.

Account Reports
Project Income Statements will be sent to the   account holder on a monthly basis. The statement has 4 columns and provides activity for the current month, YTD activity, YTD Budget numbers(if applicable) and the variance between budget and actual.  The bottom of the statement provides your “Ending Net Assets” which is the amount of money left in your account.  

8.  Equipment Purchases

All equipment purchased with PVARF funds will be labeled as PVARF property and inventoried as to location and assignment.  All capital equipment remains the property of the PVARF.  The PVARF Board of Directors must approve transfer or sale of any and all capital equipment.  Priority for transfer or sale is as follows:  Principal investigators who purchased the equipment, other PVARF investigators, and other requestors.  

Transfer of equipment may only be made to another not-for-profit institution. Correspondence to the receiving institution as well as their acknowledgement and acceptance must be retained for documentation.  The party requesting the transfer of equipment (usually a PI) is responsible for the shipping of the equipment.  The PVARF President must approve the sale of any equipment. Proceeds from any sales will be deposited to the PVARF corporate operating fund.

The PVARF may donate any equipment to the VA, which will then maintain and inventory  the equipment.  Correspondence regarding the donation as well as the VA’s acknowledgement and acceptance must be retained for documentation.

Equipment includes items that will be used in an ongoing basis in a laboratory or office, such as microscopes, machines, computer hardware, and some types of computer software.  It does not include consumable supplies. If the relationship of the equipment to a research or education project is not readily apparent, the investigator should request prior approval from the PVARF administrative office.

 All equipment purchases should be made through checks issued to suppliers (rather than personal reimbursements). A Purchase Order and Appendix W- Asset Tracking form (rather than Check Requests) must be completed for equipment valued in excess of $1,500.  

Prior authorization is needed for computer equipment and computer software that will be connected to or installed on the VA Network independent of the cost.  Please fill out Appendix X (Computer Hardware/Software Purchase Authorization Form) and submit to the PVARF Executive Director. The VA IT department will then review the information.  Upon approval, the equipment or software can then be ordered. When the order is received, the VA IT department will provide installation services.

The PVARF administrative office will maintain an inventory list for equipment purchases made from each account.  For each equipment purchase greater than $5,000, and for all purchases of computer equipment valued at more than $1,500 an identifying number will be assigned to the item.  Investigators will be required to affix a label with the identifying number to each equipment item.  An inventory list will be maintained that records identifying features and serial numbers of each item for each account.  A physical inventory of the items on each list will be made once per year.  Computer equipment will be kept on the inventory list for a total of three years.  Other equipment will be kept on the inventory list between five and seven years.  At the end of these periods, the equipment will be considered obsolete and not maintained on the PVARF inventory list (although it still remains property of the PVARF).  

Equipment Requirements:

	Use Purchase Order rather than Check Request
	> $750

	Personal Reimbursement Acceptable
	< $250



	Equipment on Seven (5) Year Inventory List
	> $5,000

	Computer Equipment on Three (3) Year Inventory List
	> $1,500


9.  Travel Expenses and Travel Advances

PVARF funds may be used to support domestic or foreign travel expenses to bona fide scientific meetings or for other activities that are directly related to conducting research or educational projects.

Non VA Employees- No prior authorization is needed from PVARF for travel that is obviously linked to an investigator’s research or educational program (e.g., a national meeting or scientific conference). If the link is not readily apparent, the traveler will need to obtain approval prior to the trip by submitting a Travel Authorization/Reimbursement form (Appendix C).  This form should be accompanied by documentation that provides dates, location and purpose of trip.  Obtaining prior approval will help to ensure that the traveler will be able to receive reimbursement for the costs of the trip.  All travel that is outside of the United States requires prior approval from the PVARF.

VA Employees-:All travel by VA employees paid for by the PVARF must be pre-approved in accordance with the appropriate VAMC policies. If you are a VA employee seeking reimbursement from PVARF for travel related to your research or education programs and you are expecting  to travel on “Authorized Absence” from the VA, prior approval is required using the(VA Form(VA1010B). Contact Jacob Fenner extension 56623 in the R&D office for assistance. As a government employee going on domestic or foreign travel, you are responsible for complying with the requirements of your employer 

 NOTE: Persons traveling on Foundation funds cannot use government rate airfares. All Foundation paid travel will be at the basic coach rate. If you make changes to your ticket for which there are charges, you or your project will be charged for the changes. Generally, cost is reduced with a Saturday night stay over. If you can document that the cost for the hotel / per diem for the extra day is equal to or less than the difference in air travel with the Saturday night stay over, you may take advantage of this option.

Although travel is a necessary part of research and education activities, it is also one of the areas closely scrutinized by auditors and oversight agencies.

Advance Payments for Travel
The PVARF will provide advance payments for business travel, if necessary, to pay lodging (direct payment only), conference registration and per diem meal expenses.  Advance payments for lodging and conference registration will only be paid if requested with a Check Request form and a Travel Authorization/Reimbursement form with documentation.  Appropriate documentation from the hotel will show the name of the traveler, the reservation dates, and room rate.  Appropriate documentation for conference registration will show the name of the traveler, conference date and registration cost. Per Diem rates for meals are set at the prevailing federal per diem rate for the destination city. No receipts are required for meals and incidentals. Days of traveling to and from Portland will be prorated for the time away.  

Any advance payment request must be submitted using the PVARF Travel Authorization/Reimbursement form and Check Request form at least ten (10) working days prior to departure.  The Check Request must include the traveler’s home address. 

Upon return, actual expenses for lodging and/or other reimbursable expenses must be submitted using a Travel Authorization/Reimbursement form, a Check Request form and appropriate supporting documentation.  If the actual expenses are more than the prior advance, additional costs will be reimbursed if appropriate. If the actual lodging expenses are less than the prior advance, the traveler will be asked to pay back the excess amount.  If the excess amount has not been repaid by January 15th of the following year, the excess amount becomes taxable income to the traveler, and notification will be forwarded to the IRS.  After an advance payment for either per diem meals or  airline tickets has been made, no further payments will be made for these items.

Reimbursement
All travel expenses, except meals and ground transportation, which are appropriately documented (original receipts, etc.) will be reimbursed in full, unless there are insufficient funds in the account to cover the reimbursement.  In that case, the reimbursement will be made up to the amount of available funds. The PVARF will reimburse for meals during the trip at the per diem rate of $60 per day regardless of the travel destination.  The per diem rate is based on $10 for breakfast, $15 for lunch and $35 for dinner.  Days of traveling to and from Portland will be prorated for the time away. 
Reimbursement for hotel rooms cannot exceed $300 per night.  Reimbursement for ground transportation cannot exceed $25 per each leg of trip, i.e. airport to hotel, taxi from home to airport.  If ground transportation exceeds $25 per leg of trip, an original receipt is required.

If travel costs are to be divided among the PVARF and another organization (such as the VAMC or OHSU), a copy of the other organization’s travel report and a letter outlining payment arrangements must be included.  All requests for reimbursement must be submitted on a Travel Authorization/ Reimbursement form and a Check Request form and include appropriate documentation.  The traveler should be sure to fill in every space on the Travel Authorization/Reimbursement form and the Check Request form before submitting them.

Reimbursable travel expenses DO NOT include expenses incurred for travel costs of spouse, dependents, or anyone other than the traveler.  Nor do they include social or sightseeing costs, liquor, hotel mini-bar charges, flight insurance, movies, laundry, hair care, shoeshines, or other personal grooming.

The acceptable travel expenses and documentation required are:

	Personal car mileage
	Reimbursed at federal mileage reimbursement rate

	Airline travel


	Original airline ticket receipt is required.  First class travel is not permitted.  

	Bus, rail
	Actual expense, receipts required if over $25 per leg of trip.

	Taxi, bridge or ferry
	Actual expense, receipts required if over $25 per leg of trip.

	Car rental
	Actual expense, receipts required.  Include a justification of why car rental was used instead of public transportation.

	Parking
	Actual expense, receipts required, $9.00 per day Maximum

	Registration
	Actual expense, receipts or copy of registration form required.

	Hotel
	Actual expense (not to exceed $300 per night), receipts required.

	Meals
	Per diem only of $60 per day, based on $10 for breakfast, $15 for lunch and $35 for dinner. Travel days to and from Portland will be prorated.

	Phone calls/Fax
	Phone Cards are provided. 


Instructions for Completing the Travel Authorization/Reimbursement Form

The Travel Authorization/Reimbursement form must be completed before the request will be processed.  Incomplete forms will be returned to the traveler for completion, thereby delaying reimbursement.  The itinerary of the trip must be clearly indicated.  On separate lines, indicate the date and time of each departure and arrival and the primary mode of transportation (such as airline or train). Individual expenses should then be entered for all items of expenditure on each day of the trip.  Usually, there will be at least one line for each day of the trip. In the section "Purpose of Meeting", indicate the actual dates of the meetings or conferences attended and the relationship to the research project being supported by the PVARF account.  The per diem rate of $60 per day should be included on the form.  Travel days to and from Portland will be prorated.  Appendix D is an example of a correctly completed Travel Authorization/Reimbursement form. 

10.   PVARF Travel Stipend for Funded VA Investigators

The PVARF will provide each funded “VA investigator” with support to attend one scientific meeting per calendar year where an abstract submitted by the investigator has been accepted for presentation (talk or poster).  A “VA investigator” is defined as being eligible to receive VA research funds from Medical Research, HSR&D, RR&D or Cooperative Studies.  The following conditions must be met:
The investigator is principal investigator (PI) on a peer-reviewed grant from the VA or NIH that is active during the calendar year in question.  For VA Cooperative studies, PI is the study chair.
The investigator has an account at the PVARF.

· At no time during the calendar year in question has the investigator submitted a grant from an institution other than the PVARF unless prohibited by the granting agency (examples of funding sources not allowing use of the PVARF include VA, NIH, and the national branch of the American Cancer Society).

· At no time during the calendar year in question has the investigator deposited research funds from industrial sources in any institution other than the PVARF.

· All expenses related to the meeting will be covered up to a maximum of $1,800. These include abstract submission fee, registration, airfare, hotel, meals, and other expenses related to travel as described in the section above.  Cash advances for travel will not be provided.  Prior to committing personal resources, the investigator should forward a copy of the notification that the abstract has been accepted to the AO, Research Service and confirm that the investigator is eligible to have the trip in question reimbursed under this policy.

· A request for reimbursement utilizing the PVARF Travel Authorization/ Reimbursement form and the approved travel stipend funding letter should be forwarded to the PVARF administrative office after the trip is completed.  All guidelines for reimbursement listed in the section above must be followed.

This program for support of VA investigators will be reviewed each year by the PVARF Board of Directors and extended only if the Board concludes that sufficient reserve funds are available to continue it.  No commitments can be made that this current program will be continued in future years.

11. Visiting Scientist Program- Only one per PI per year

PVARF will allow a group of at least three (3) VA investigators to invite a scientist to visit the Portland VA Medical Center for the purpose of delivering a seminar and meeting with VA scientists individually to discuss research.  Ideal uses of this program will be to promote collaborations or solicit input on pending grant applications.  The target audience for the seminar would be the entire Research Service.  The sponsoring PIs should advise the speaker that a presentation on the level of a Scientific American article would be ideal, rather than a talk targeted at a group of experts in a highly focused area.  An individual PI may host only one (1) visiting scientist per academic year (September-June).

Funds will be provided by PVARF for the following expenses:

1. Up to $750 honorarium

2. Hotel for 1-2 nights

3. Dinner with the visitor and up to 4 VA scientists 

4. Round trip air fare (coach class)

5. Incidental expenses (taxi, airport parking)

Prior approval from the ACOS/R&D is required.  To utilize this program three (3) funded PIs should jointly sign a memo listing the name of the visiting scientist and requesting that he or she be approved for the program.  This should be sent to the ACOS/R&D along with a copy of the individual’s curriculum vitae.

If the request is approved, the group of investigators is responsible for extending the invitation and setting up the itinerary.  A copy of the final itinerary should be sent to the ACOS/R&D.  The PVARF office will reserve a room, prepare the announcement and provide lunch for the seminar.

12. Defraying Publication Costs

Purpose:  To provide funds to cover or partially defray the costs associated with publishing peer-reviewed reports of original research findings.  For each manuscript accepted that meets the criteria below, up to $250 will be provided to cover page charges.  To be eligible for reimbursement, the PI must make this request prior to returning the galley proofs and the AO/ACOS/R&D must have had a chance to review the galley proofs to make certain that VA support and employment is properly acknowledged. 

Funds will be provided for costs related to pages charges, reprints, etc. if a galley proof is submitted to the Administrative Officer of R&D Service and the following criteria are met:

· PI must be the fist, last or corresponding author

· Author must be at least 5/8 VA employee

· Manuscript must be a report of original data (not a review) that has been accepted into a peer reviewed journal

Procedure:  

Hand deliver the galley proof of the manuscript and a copy of the invoice to the AO of R&D Service.  Indicate if you want the $250 moved to a VA account or a PVARF account and provide the account number.  

The AO for R&D will process the request within 24 hours and return the galley proof to you and place your manuscript on the R&D Committee agenda for the next scheduled meeting.  

The manuscript must acknowledge VA research support and VA employment according to the procedures outlined below.  The galley proof will be checked for this information by the AO.  

PROCEDURES FOR ACKNOWLEDGING VA RESEARCH SUPPORT AND VA EMPLOYMENT


a.  Acknowledgement of VA Research Support.  All publications and presentations of VA research results must contain the following (or equivalent) acknowledgement:


(1)  “This material is based upon work supported (or supported in part) by the Office of Research and Development (add as applicable Medical Research Service, Rehabilitation R&D Service, Health Services R&D Service, or Cooperative Studies Program), Department of Veterans Affairs.”


(2)  If VA provided no direct research funding, but the research involved the use of other VA resources, e.g., facilities or patients, publications or presentations must contain a similar acknowledgement.  For example, “This material is the result of work supported with resources and the use of facilities at the (name and location of VA medical center).”


b.  Acknowledgement of VA Employment.  Authors of clinical and research manuscripts, abstracts, books, book chapters, and presentations must acknowledge their employment using the following format:  “VA Title, VA Service, Department of Veterans Affairs Medical Center, [City], [State].”


(1)  When the author also holds a faculty appointment, the academic title and school also                 may be acknowledged.


(2)  When the Principal Investigator (PI) has a 5/8ths or more VA appointment, VA must be named first, regardless whether VA is the primary source of funding or where the   funds are administered.


(3)  Authors or presenters of research results are required to list VA employment first if any of the following conditions apply:


(a)  Work was funded primarily from VA resources (50 percent or more), either directly or             indirectly;


(b)  The research was conducted primarily in VA facilities; or the


(c)  First author was a junior scientist (e.g., resident, fellow trainee) whose salary may not               have been provided by VA, but who primarily used VA funding or facilities, or whose mentor or supervisor was primarily employed or funded by VA.
13.  Expenses for Recruitments and Relocations

PVARF funds may be used to support expenses associated with the recruitment of new investigators.  Reimbursement may be requested for expenses incurred by an applicant and spouse for one interview trip, if the applicant is being recruited for a position that will enhance the research program of the Portland VAMC. Reimbursement for the applicant's spouse is acceptable since it provides an opportunity to survey the housing market and other local facilities.  The payment of spousal expenses applies to only one interview trip.  A maximum of five days of expenses will be reimbursed.  Expenses will include coach air travel, meals, lodging, tips, telephone and car rentals.  All expenses must be properly documented, and original receipts are required.  The Travel Authorization/Reimbursement form and Check Request form should be submitted for each traveler when requesting recruitment payments. 

There are two types of payments that can be made to employees for actual moving expenses. Both types are reportable to the IRS.   These payments can be made only to PVARF employees, so if moving expenses are planned as part of a recruitment package, necessary steps to process the individual as a PVARF employee must be undertaken before any payments are made.

The first type of moving expense payment is a recruitment bonus.  This payment is treated as ordinary income by the IRS, with FICA and income tax withholding made.  No receipts or other documentation are required.

The second type of moving expense payment is reimbursement for actual expenses.  Payments made in this category will be reported to the IRS as income, but no FICA or income tax withholding will be made.  All payments must be justified by including original receipts for expenses directly related to moving household goods and personal effects to the Portland area and traveling from the previous residence to Portland (including lodging during the trip).  The receipts will be returned to the employee after the payment is made, so that the individual can use them for income tax reporting requirements.  The following expenses are not permissible for this category or reimbursement: meals during the move, pre-move trips, temporary living expenses, home sale or purchase expenses, security deposits, real estate taxes, etc.  For a complete list of nondeductible expenses, see IRS publication 521, “Moving Expenses.”

If equipment or supplies have been donated by another institution to aid an investigator in setting up a new research or education program at the Portland VAMC, then shipping these goods to the VAMC may be arranged using a PVARF Purchase Order or Check Request.

14.  Expenditures for Training of Employees and Investigators

Tuition payments or registration fees may be paid for courses that directly relate to the activities of an approved research or education project.  Examples include courses on statistical analysis of research data or on programming computer databases.  If the course is held at a distant site, the tuition was personally paid, and there were travel expenses, submit the reimbursement request using the travel reimbursement procedures described in Section 9 above.  For tuition paid directly to the institution, submit the request using a Check Request form.  As supporting documentation, include the original tuition statement and a written description of the relationship of the course to the approved research or education project.

This policy does not apply to general educational courses, such as coursework for attaining college degrees.  Such expenses are the responsibility of the individual employee and are not reimbursable.

15.  Contractual Arrangements with Independent Contractors

At times, it may be necessary and prudent to utilize the services of an independent contractor. Independent contractors often provide skills, knowledge and professional expertise that are not readily available in the workplace.  As a result, PVARF recognizes the need to enter into contracts and has established the following procedures that must be followed prior to entering into a contractual arrangement.

The IRS has specific guidelines regarding who may be considered an independent contractor. In order to determine whether a contractual arrangement falls within these guidelines, it is necessary for PVARF to receive documents (the written contract and contractor selection statement) at least five (5) working days prior to the commencement of the contract.

Please follow these steps:

1. Submit signed contract documents to the  PVARF Executive Director five working days prior to commencement of the contract.

2. PVARF will review the contract documents  and authorize the contract.  A copy of the approved contract will be returned to the investigator.

3. Upon completion of the contract, submit a Check Request for payment. The Check Request should refer to the assigned contract and should have an original invoice from the independent contractor attached.

If documents are not received in advance for PVARF review and authorization, payment may be refused.

Criteria for determining whether an individual or organization is qualified to function as an independent contractor are summarized on the Independent Contractor Selection form (Appendix E).  

16.  Payments to Consultants

Consultants are individuals who provide technical expertise needed for completing a research project or education program.  While employees provide ongoing work on a project, consultants normally provide services on an interim or short-term basis.  Criteria useful in determining whether to use a consultant rather than an employee to meet project needs include:

1. If the specialized skill, knowledge and resources to be provided by the consultant are not available within the Portland VAMC.

2. If the work cannot be done in a reasonable time with the investigator’s existing work force.

3. If an independent and impartial evaluation of a situation is required by a consultant with recognized professional expertise and stature in a field.

4. If it will be less expensive to perform the work with a consultant rather than with an employee.

The qualifications of an individual to serve as a consultant can be established by possession of an advanced scientific degree or documentation of prior work.  This information needs to be documented via curriculum vitae or resume.

Requests for payments to consultants should be submitted on a Check Request form.  Include the consultant’s curriculum vitae or resume with the request.  The payments are subject to IRS rules for reporting non-wage income.
17.  Reimbursement for Business Meal/Entertainment Expenses
The PVARF, as an independent non-profit research corporation, must be compliant with tax law and VA oversight policies and is constrained in the type of meal and refreshment expenses that can be reimbursed.  The following situations are acceptable for business meal or refreshment reimbursements:

1. Meals with applicants for advertised scientific positions at the Portland VAMC   (limit $60 per person).

2. Meals with out-of-town visiting scientists to discuss research or education plans  (limit $60 per person).

3. Minor refreshments for research planning or educational activities such as lectures or workshops.  The dollar limit for the total cost of refreshments cannot exceed $5 per person.

4. Reimbursements for meals provided to employees when they are asked to work extra hours outside their normal tour of duty, such as working in the evening to finish urgent projects related to the approved research (limit $15 per person).

Any deviation from these guidelines requires prior approval from the PVARF administrative office.  

Requests for payments or reimbursements for business meal or refreshment expenses must have the following documentation:

1. Name and title of person(s) who attended

2. Purpose of meeting

3. Nature of discussions held at meeting

4. Date and duration of meeting

5. Place of meeting

6. Original receipts for all expenses for which reimbursement is requested.

This documentation should be provided by filling out the PVARF Business Meal Expense form and submitting the form with a Check Request form.  A spouse, dependant, or companion’s portion of the meal will not be reimbursed, nor will charges for any type of alcoholic beverages.

18.  Expenses for Conferences Hosted by a PVARF Account Holder

Tuition and fee payments made by attendees may be deposited in PVARF accounts only when the following conditions are met:

1.
The Portland VAMC is prominently identified as sponsor or co‑sponsor of the conference.

2. The conference content includes either:

a. An education program previously approved by the VAMC Education Committee; or

b. Presentations of research findings and/or information about the application of research results to clinical practice, when the research results come from a project previously approved the VAMC R&D Committee.

Expenses for the conference may be reimbursed from the research or education account if appropriate original receipts or invoices are provided, along with an explanation of the relationship of each expense to the conference.  Acceptable expenses include honorariums (not to exceed $750), rental of conference space, refreshments, and travel expenses.  Requests for payment of expenses should be submitted on a Check Request form.

19.  Professional Licenses and Memberships

National VA policy prohibits use of PVARF funds to pay for professional licenses or fees for VA employees.  License fees for employees who work exclusively for PVARF may be paid if such licensure is directly related to the activities of the approved project. Payments may be made for registration fees of continuing education or professional organization activities as long as the attendance is for a purpose directly related to the approved project.  Funds may also be spent for publications that relate to the approved project.  Professional membership fees may be paid in a situation in which an employee of the Portland VAMC or the PVARF is required to join the organization to serve as the official representative of the VAMC or the PVARF to that organization.

Membership fees may be paid in the special situation in which the membership provides a free subscription to a journal that is directly related in its content to the project being supported by the PVARF account.  In this situation, provide information about the journal on the Professional Membership Payment Request form (Appendix G).

20.  Expenses for Off-Site Offices and Laboratories

It is expected that project activities supported by PVARF accounts will be housed on the Portland VAMC grounds and that the project will not require expenses such as remodeling, construction, utilities, electricity, water, power, telephones, or leasing of space.   PVARF funds may not be used to support expenses of home offices.
There may be special situations in which it is necessary to conduct research or education project activities off-campus. In such cases, prior approval must be obtained for any expenditure requested to support off-site activities.  The first step in seeking prior approval for off-site expenses is to submit a written request to PVARF that describes the specific project and which specific project activities will be conducted off-site.  The request should include a detailed budget for the off-site expenses and a justification as to why the activities cannot be housed on the Portland VAMC grounds (i.e., the VAMC was unable to provide space for the activity because…).

Utility expenses for on-site offices and laboratories may be paid with PVARF funds when there are excessive needs related to a specific project, such as contract telefax services used for data collection.

21.  Donations to Other Organizations

PVARF funds may not be used for charitable donations to other organizations.  

22.  Oregon Health & Sciences Research Stores

Some research programs may require periodic expenditures using Oregon Health & Sciences’ University (OHSU) research store.  To accommodate these needs, OHSU permits creation of an account against which research expenditures are made.  

The purpose of research store account is to facilitate expenditures that otherwise cannot be made through the PVARF.   Investigators who desire to set up an OHSU research store account should contact the PVARF Accounts Payable Department. 

OHSU submits an invoice to PVARF on a monthly basis for charges to each account. The invoiced amount will be removed from the investigator’s PVARF account after receipt of each invoice, and a check will be issued to OHSU for that amount. 

23.  OHSU Sub Award Procedures

Investigators who plan to utilize OHSU employees or other research services, and have funds at the PVARF will need to request a Sub Award. The Sub Award Form is used when there is an external funded sponsored project awarded to PVARF or when a VA researcher has unrestricted funds. Instructions and “PVARF Sub Award Form” are on the PVARF form website (Appendix R). 

 This mechanism can also be reversed.  Investigators need to contact their OHSU department to request an OHSU/PVARF sub award. 

24.  Reimbursement of VAMC Costs

Investigators who incur patient care costs specifically for a research project must reimburse the medical center for items such as laboratory, imaging, ambulatory care, inpatient care, medical service procedures, and pharmacy.  The AO for Research Service assesses clinical costs from the Administrative Review that is required from all investigators who submit research protocols that involve human subjects and could potentially use VA clinical resources.  Investigators must declare their effort and resource utilization for each protocol, and these costs are assessed monthly from the investigator’s account.

25.  Payments to Research Subjects

Investigators requesting payment to a subject for their participation in research activities must submit the name, and mailing address for each subject.  If a research subject receives in total $600 or more in a calendar year, the PVARF must submit information on the payments to the IRS.

Payments to research subjects include honoraria for participating in studies and direct payments for expenses of study participation, such as travel reimbursements.  A request for payment to research subjects is submitted on a Check Request form.

Documentation of the research project approval by the R&D Committee and the Institutional Review Board (IRB) for Human Subjects is also required before issuing payment to a research subject.  Description and amount of payments to subjects are submitted to the IRB as part of the initial application process.

26.  Petty Cash Funds

Petty cash funds may be established only when the investigator has established a compelling need.  A request for a petty cash fund should be submitted via a Check Request  accompanied by a written memorandum to the PVARF Executive Director.  The memorandum should include an explicit description of how the funds will be used and why payments cannot be made through issuance of checks.  If the request is approved, petty cash funds may be used only for the purpose described in the memorandum of request.  No more than $300 may be kept in petty cash funds.  If additional funds are required following an initial approved request (i.e., to replenish the petty cash fund), the investigator must submit a new Check Request form along with a complete report of the use of the existing funds and original disbursement receipts.  Each report must include:

1. PVARF Account Number and title of research project.

2. Name of each individual who received cash.

3. Original signature of each individual.

4. Date cash was received.

5. Amount of cash received.

6. Purpose of payment.

Petty cash funds will be issued via a check made payable to the investigator, who will have sole responsibility for administration and security of the funds.  All cash is to be stored in a locked box or otherwise secure location.

By January 31 of the following year, a complete report on the status of the petty cash funds must be submitted to the PVARF administrative office.  The report must include a description of how all funds were spent and the amount of remaining unspent funds.  If this report is not submitted or is incomplete, the petty cash funds will be reported to the IRS as personal income to the investigator.

27.   Delinquent Accounts
Investigators are responsible for ensuring that expenditure commitments do not exceed the available funds in their account.  For research or education programs with employees, account funds will be obligated to cover anticipated payroll expenses for the next two months. These obligated funds will not be made available for other expenditures.  If the total account balance falls to $2000 or less, the investigator will be contacted immediately to make arrangements to add funds to the account or to make other arrangements for the payment of employees.  For all accounts, any Check Requests or Purchase Orders that are submitted for payment from an account that does not have sufficient funds to cover the requested payment will be returned to the principal investigator without payment.

28.   Disposition of Accounts Upon Retirement or Resignation from the  Portland VAMC


Accounts in the PVARF are established for the express purpose of supporting research or education programs approved by the designated medical center committees.  When an investigator retires or resigns, it is expected that responsibility for the account will be transferred to another qualified investigator.

If the original investigator continues to conduct the project and/or collaborate with investigators still at the Portland VAMC, the original investigator may retain authority for the account for one year after leaving the Portland VAMC.  At the end of that one‑year period, responsibility for the account must be transferred to another investigator.  If this is not done, the funds will be transferred into the PVARF corporate administrative account.

If the project is transferred to another institution, the PVARF may transfer the funds to another qualified non‑profit organization if the following conditions are met:

1. The investigator explains in writing how the project will be carried out at the new institution.

2. The investigator provides written documentation that the new institution has approved the project and accepted responsibility for its conduct.

3. The investigator certifies that the receiving organization is a qualified non‑profit institute whose mission is to conduct research or education activities.

29.  Malpractice Coverage for Clinical Work 
No PVARF employee may provide clinical care to patients as part of his/her employment unless prior arrangements for malpractice insurance coverage have been made.  

PVARF employees who will conduct clinical work must complete applications for malpractice insurance prior to beginning the clinical activities.  Verification of clinical credentialing through the VAMC is also required.  Thus, all arrangements for malpractice insurance coverage should be made through the PVARF administrative office.

30.   Policies for Supervisors

Recruitment and Hiring
Principal investigators with approved projects may set up accounts at the PVARF and hire employees to support these projects. Hiring employees must be coordinated between the PVARF and the Research Service administrative offices.  If an investigator fails to notify the PVARF and Research administrative offices of a new hire, the individual will not be considered a PVARF employee and will not be paid for hours worked.  Employees can be paid only for hours worked after their official start date.

Records must be kept of the procedures followed for recruiting and selecting the individual hired for the job.  This process must adhere to the following guidelines:

1. Prepare a description of the duties and specify the qualifications for the position.  See Appendix H for information to be included in the job description.

2. Determine the salary level you plan to pay for this position.  Guidelines for determining salary levels are included in Appendix I.  These guidelines will assist you in meeting community standards.  However, you must evaluate your current staff wages, skills, and job descriptions for internal consistency.

3. Factor in the benefit costs of the position.  A full time employee hired through the PVARF can have a benefit cost of up to 27%.  See Appendix J for a breakdown of benefit costs. 

4. Advertise the position in some manner, such as a newspaper, newsletter, or electronic bulletin board to recruit qualified candidates.  See Appendix K for guidelines in preparing a job advertisement.

5. Schedule interviews with prospective candidates.  Conduct the interviews (see Appendix L for guidelines in interviewing techniques).  Rank and retain the results of interviews and the reason for selection.  Retain the resumes or CVs, the advertisement, and your notes from the interviews for two years.

6. Complete the PVARF Personnel Request packet (available at the PVARF Human Resource office) and submit all of this information to the PVARF HR office for initial processing at least one week prior to the employee’s start date. The employee cannot begin work before all paperwork and training has been completed

7. The PVARF is required to comply with Oregon State laws on minimum wage.

Permanent and Temporary Employees
At the time of initial appointment, the investigator will designate on the Personnel Request form whether the employee is a temporary or permanent employee.  A temporary employee is defined as one who is expected to work 90 days or less for the total duration of employment. Permanent employees are considered those who are expected to work greater than 90 days.  After hiring, a temporary employee can be converted to permanent status by notification of the PVARF administrative office.  At the time of such change, the employee will become eligible for health insurance coverage if the individual works 30 hours per week or more.  No employee can remain on a temporary status for more than six months.

Exempt Employees

Unless they are designated as being in the exempt category, all PVARF employees are eligible for overtime pay (1.5 times the hourly rate) for all work performed in excess of 40 hours per week.  However, some PVARF employees are designated as being exempt from overtime payments. Please contact the PVARF Human Resources for each new hire if you need assistance in classifying a position as exempt or non-exempt. 

Workers’ Compensation

Employees of the PVARF are covered by the Workers' Compensation Insurance.  Employees are categorized by the type of work they do.  Charges for workers' compensation insurance are based on the perceived workplace hazards, so it is very important to designate the employee's duties at the time of hiring or whenever job activities change significantly.  This designation will be reflected in the job description (see above).  Based on its past experience, PVARF employees are placed into two job categories:

1. Administrative or management employees who work in an office setting and do not usually work with chemicals or laboratory equipment.

2. Employees who have positions in laboratories or the animal facility in which they have frequent contact with laboratory animals and work with chemicals. 

Please circle the appropriate category on the Personnel Request form.

Transferring an Existing VA or OHSU Employee to the PVARF
As funds to support research and education fluctuate, it is frequently necessary to pay salary support for research assistants and other employees from different sources.  If the person being hired as a PVARF employee is transferring from another position at the Portland VAMC or Oregon Health & Sciences University (OHSU), a formal recruiting process does not need to be followed. The PVARF Personnel Request and accompanying forms will still need to be completed for each person transferring into the PVARF.

If a PI wishes to reinstate a former PVARF employee, a new Personnel Request form must be submitted to the PVARF Human Resource Department for review and approval prior to beginning work.

Simultaneous Employment by the PVARF and the VAMC
Part-time or full-time VA employees may be hired as part-time non-exempt employees of the PVARF.  Initiation of the part-time PVARF employment must be accomplished through the procedures described in the previous section.  No VA employee may work for the PVARF on government time.  Any salary or wages earned as a PVARF employee must be for hours worked outside of the VA tour of duty and for duty different from the individual's VA work.  A VA employee may not receive wages from the PVARF at the direction of the employee's federal supervisor for services performed off-duty, which are part of that person's official duties.  

All individuals who are employed by both the VA and PVARF must complete a Memorandum of Understanding that documents the weekly hours committed to working for the VA, PVARF, and any other employers.  The form included in Appendix P can be used for this purpose.  If the individual being hired is an investigator, the ACOS/R&D will be asked to approve the hiring, and a specific plan for weekly schedules of work will be required.

Nepotism
The PVARF permits the employment of qualified relatives of employees as long as such employment does not, in the opinion of the corporation, create actual or potential improprieties or conflicts of interest.  Individuals who are related by blood or marriage are permitted to work in the same facility, provided no direct reporting or supervisory-management relationship exists.  That is, no employee is permitted to work within the chain of command of a relative if the other relative could influence one relative’s work responsibilities, salary, or career progress.  For purposes of this policy, a relative is defined as a spouse, child, parent, sibling, grandparent, grandchild, aunt, uncle, first cousin, or corresponding in-law or step-relation.  This policy applies to all job categories, including permanent, temporary, and part-time employees.

Employment of Minors

 For individuals who have passed their 16th Birthday but have not attained their 18th Birthday, there are no restrictions on the hours they work during the day, but they may not work more than 44 hours per week.

Hiring Non-US Citizens
Principal investigators can hire non-U.S. citizens if the candidate has an Alien Registration Receipt Card (INS Form N-550 or N-570), which is commonly called a green card.  Immigration law is complex and changes rapidly, therefore it is important to contact the US Department of Labor locally or in Washington, D.C. to determine whether your candidate is eligible for employment at the PVARF.  These procedures generally require employers to show that efforts to recruit US citizens at the prevailing wage rate for the position have not produced qualified candidates.

J-1 Visa (Exchange Visitor) employment for professors and researchers requires form IAP-66 (Certificate of Eligibility for Exchange Visitors Status).  This form describes what kind of work the candidate may perform.  The candidate will also need a letter of authorization from the J-1 program sponsor if the candidate wishes to be paid for other activities.  The proposed employment must be directly related to the original exchange visitor program objectives.  The candidate may be able to obtain permission for occasional lectures or short-term consultations at another institution.  The proposed employment must be directly related to the objectives of the J-1 program and must be incidental to the primary program activities.  Letters from the prospective employer and the supervisor must be sent to the International Center for approval.

H-1B Visa (Alien in a Specialty Occupation) employment for professionals or those of distinguished merit and ability requires an I-94 form which indicates how long the Visa is effective. Obtaining an H-1B Visa requires a lead-time of at least 6 months.  Professional workers and/or people with college degrees must petition for an H-1B Visa for a specific institution.  The candidate must have a separate H-1B Visa for each institution.  Non-citizen physician graduates of foreign medical schools may be granted H-1B Visas for patient care positions if they have passed the U.S. Medical Licensing Examination or its equivalent and the English language proficiency examination given by the Educational Commission on Foreign Medical Graduates. 

Payroll Costs
All employees incur costs for taxes and insurance that will be charged to the investigator and/or deducted from employees' paychecks.  Withholding for both federal and state income taxes will be made for all employees and is deducted from their paychecks. 

For the purpose of budgeting employee costs, the total charges for employer taxes and other benefits depend on the fixed percentages described above and whether the employee receives 

Health insurance or reimbursement of bus passes.  The total cost will range from 11% to 29%. 
Orientation Videos and Annual Training

The PI is responsible for ensuring that the employee receives orientation to the assigned research area and that the employee completes the safety computer modules available at http://www.va.gov/portlandrd/training/index.htm prior to beginning work.  The safety training consists of a series of annual on General Safety (for all Research Service personnel), Chemical and Laboratory Safety (for those who work in a wet laboratory) and Radiation Safety (for any employee who uses radioactive substances) through the website.  The appropriate annual safety training is mandatory for all research personnel.  

Change in Status

PVARF strives to maintain accurate personnel data and employee status information. As such, the PVARF administrative office is dependent upon PI’s or employees for reporting changes such as: personal mailing addresses, telephone numbers, emergency contacts, educational accomplishments, and other important status changes. Please refer to Appendix S to report changes in status to Human Resources.

Salary Increases
All Salary Increases are to be requested in a letter, memo or e-mail to the Executive Director.  Please attach the performance review with this request.   Please refer to Appendix V for a sample performance review form. PI’s who wish to increase the salary level of a PVARF employee who has assumed a higher level of responsibility or obtained an advanced degree should submit the request to the Executive Director with sections A and B of the performance Review form completed. 

For cost of living increases, the request must be submitted prior to the beginning of the calendar year in order for the increase to become effective the first pay period of the new year. Cost of living raises should range from 3-5% of the base salary.  Please complete Appendix S and send to the Executive Director. 

Bonus Awards
Principal investigators who wish to provide a monetary performance award for employees of the PVARF must submit a detailed justification to the PVARF.  A monetary award can be granted to an individual employee or a group of employees for exceptional performance on a specific project or assignment or unusual competency in a situation related to employment. All PVARF employees who have been employed for more than 90 days are eligible to receive an award.  Temporary or intermittent employees are not eligible for a bonus award.  An employee may only receive one award per calendar year.  The basis for the award should be fully described in a written narrative format, providing clear, concise and factual information upon which the award recommendation is based.

The amount of the monetary award should reasonably reflect the level of award but cannot exceed $1,500 (before taxes) and should be commensurate with the scope and impact of the employee(s) performance. PIs should be consistent in recommending awards within their program area to improve employee morale.  Monetary awards are taxable, and the PI should take into account that approximately 33% of the amount will be deducted for tax purposes. The PI must have the funds available in his/her account to cover the bonus and related payroll costs.  The President of the PVARF will evaluate each request for a performance award, notify the PI in writing of the decision, and provide documentation to the PVARF administrative office.  The employee will receive the bonus check with the next distribution of paychecks.  

Award Table

	Moderate – Change or contribution to an operating principle, practice, procedure or program.
	Up to $500 Before Taxes

	Substantial – Significant or important change, contribution to, or modification of an operating principle, practice, procedure or program.
	Up to $1,500 Before Taxes


Disciplinary Action
Disciplinary action is considered a dimension of performance evaluation. It is a corrective process to help employees overcome work-related shortcomings, strengthen work performance and achieve success. When problems occur, they must be handled in reasonable ways which jointly support the concept of positive discipline and minimize the interruption of the research. Employee discipline may be needed and, as a corrective procedure, is an integral part of the PVARF employment policy. Underlying discipline, however, is an expectation that supervisors will direct their efforts toward employee development and success.

The procedures are not expected to be rigidly applied, but are suitable for most discipline situations. Depending upon the circumstances in individual cases, repeating a step, jumping a step or moving to immediate discharge may be appropriate. Discipline procedures range from: 

1. Oral reminder - The first step, where discussion occurs between supervisor and employee concerning minor work problem; no documentation is placed in the employee's file, but supervisor should keep a record concerning the circumstances. 

2. Written reminder - usually the second step; if offense is of a serious nature, this may be the first step. Employee is provided a written summary of the supervisor's concerns and copies are retained in appropriate personnel files.(Appendix T) 

In instances where supervisors are uncertain as the appropriate level of discipline to be imposed they are encouraged to discuss the situation with the Director of Human Resources. 

Resignations/Terminations
When an employee terminates his/her employment with the PVARF, the investigator must immediately inform the PVARF administrative office, so that a final paycheck can be issued in a timely manner.  The State of Oregon has set up the following guidelines that must be met:

1. When an employee resigns without prior notice: The final paycheck must be given to the employee within five working days unless a regular payday occurs within the five-day period.  Then the employee must receive their final paycheck on that regular payday.

2. When an employee resigns or is laid off with advance notice: When at least 48 hours of notice is given, the final paycheck is due on the employee’s last day worked.

3. When an employee is terminated without advance notice: The final paycheck must be paid not later than the end of the first business day after the termination.

The state can assess large penalties for final paychecks that are late.  To avoid penalties, the PI must inform the PVARF administrative office with a “Change Status” form  of  as soon as  they know that an employee is leaving.  The form should contain the following information:

1. Employee name

2. Last day of employment

3. Why the employee is terminated (e.g., project ended, employee quit, fired, etc.)

4. If the employee was fired, provide details for unemployment purposes

5. Employee's current address and home phone number

The PVARF administrative office will then send to the investigator an Employee Clearance form.  This form is the checkout procedure in order for an employee to receive his/her final check.  It is important that the investigator completes this form in a timely manner.  Employees who have health care coverage must be offered insurance continuation. Failure to do so may result in serious fines.

Unused annual leave will be paid as a lump sum on the employee's final paycheck.  However, unused sick leave will not be paid.

On-the-Job Injuries

Any on-the-job injury involving an employee must be reported immediately to the PVARF administrative office, regardless of severity.  Serious injuries will be referred immediately to the Employee Health Office or Emergency Care Unit at the Portland VAMC.  For injuries involving loss of work, the employee will be placed on sick leave status.  After investigation of the incident, the employee’s sick leave will be restored if it is judged that the lost work was appropriately due to the injury.  The employee's supervisor must promptly prepare a detailed report of all circumstances involving the injury using the Supervisor's Report of Injury form (Form 1763) (Appendix Q).  This form should be submitted to the PVARF administrative office.
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