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TO: All Holders of the Financial Planning and Control Manual

BULLETIN NUMBER:        265 November 12, 1999

SUBJECT: Calendar 1999 Year-End Taxable Travel Reimbursements

Attached is a copy of OSC Accounting Bulletin A460 / P955 dated November 12, 1999.  This
bulletin describes the calendar 1999 year-end procedures applicable to employee travel reimbursements
which are necessary to comply with IRS reporting requirements.  Taxable 1999 reimbursements for UCS
judges and nonjudicial personnel will generally be limited to any meal reimbursements associated with non-
overnight (day) trips, although that portion of any travel reimbursement which exceeds established IRS
maximums and is not supported by receipts is subject to withholding and W-2 reporting. 

Agency-entered travel vouchers containing taxable travel reimbursements must be received by OSC
no later than December 6, 1999 and should reflect payment dates no later than December 10, 1999.  Quick
Pay travel vouchers containing taxable reimbursements must be certified by December 9 and paid by
December 10. 

Taxable travel reimbursements paid between January 1, 1999 and December 10, 1999 will
automatically be reflected on calendar 1999 W-2's issued via PaySr and appropriate amounts will already
have been withheld therefrom. To the extent practical, taxable travel reimbursements should not be made
between December 11 and December 29, 1999, as the appropriate amounts will not be included as income,
nor will such amounts be taxed appropriately on the employee’s W-2.  Payroll agencies will be required to
prepare corrected 1999 W-2 statements for any taxable travel reimbursements paid between December 11
and December 29, 1999.
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Year-End W-2 Adjustments / Corrections

UCS district/administrative offices responsible for the processing of travel reimbursements will
receive a special VOU943, Listing of Taxable Travel Payments by Agency, which will include all taxable
travel reimbursements made between December 1, 1999 and December 10, 1999. As provided in Part VI
/ Chapter 1.060.6 of the Financial Planning & Control Manual, this report must be verified to ensure the
proper entry and recording of taxable reimbursement amounts for calendar 1999.  Any IRS penalties levied
for inaccurate or incomplete reporting will be assessed against the agency responsible.

Please ensure distribution of this bulletin to all personnel within your respective jurisdictions who
may be responsible for the processing of, or the monitoring of internal controls relating to, judicial and /or
nonjudicial travel reimbursements.
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Purpos e Update  cale ndar ye ar-e nd proce dure s  re lating to taxable  trave l
re im burs e m e nts  in orde r for th e  State  to com ply w ith  IRS re porting
re q uire m e nts . Th is bulle tin re place s  Bulle tin A441/P1008.

Type s of # Taxable  trave l re im burs e m e nts  include :
Taxable / Exce s s  Taxable  Pe rsonal Car M ile age  (PCM ) 
Paym e nts Re im burs e m e nts

/ Exce s s  Pe r D ie m  Paym e nts
/ Non-O ve rnigh t M e al Allow ance s   
/ Paym e nts  to e m ploye e s  taxable  unde r th e  IRS 

O ne -Ye ar Rule

Back ground # Exce s s  PCM  and Pe r D ie m  Am ounts   
/ IRS rule s  re lating to e m ploye e  bus ine s s  e xpe ns e

re im burs e m e nts  re q uire  w ith h olding and W -2 re porting
on any e xce s s  am ounts  paid. 

/ "Exce s s  am ount” is  th e  portion gre ate r th an th e
applicable  Fe de ral rate  and not substantiate d by
re ce ipts . 

/ 19 9 9  m axim um  rate  allow e d by IRS for PCM  is  32.5
ce nts  pe r m ile  from  January 1st th rough  M arch  31st and
31 ce nts  pe r m ile  from  April 1st th rough  D e ce m be r 31st.

.
/ Curre nt m axim um  Fe de ral pe r die m s  for th e  contine ntal

US can be  found on th e  Com ptrolle r's  Inte rne t H om e
Page : h ttp://w w w .osc.state .ny.us/age ncie s /

# Non-O ve rnigh t M e al Allow ance s  
/ IRS re q uire s  e m ploye rs  to re port and w ith h old incom e

and e m ploym e nt taxe s  from  m e al allow ance s  for 
non-ove rnigh t trave l (day trips).

# O ne -Ye ar Rule  
/ IRS re q uire s  e m ploye rs  to re port trave l  re im burs e m e nts

and w ith h old incom e  and e m ploym e nt taxe s  if
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e m ploym e nt aw ay from  h om e  at a s ingle  location is
re alistically e xpe cte d to last for m ore  th an one  ye ar. 

# Explanations  of rule s  for e xce s s  PCM , Pe r D ie m  Am ounts ,
Non-O ve rnigh t M e al Allow ance s  and O ne -Ye ar Rule  can be
found in th e  Accounting Controls  and Spe cial Proce dure s
M anual, Volum e  XI, Se ction 8.

Age ncy  # Age ncie s  s h ould h ave  taxable  trave l re im burs e m e nts  paid by
Re q uire m e nts  th e  CAS on or be fore  D e ce m be r 10, 19 9 9 .

 / O th e rw is e , age ncie s  w ill be  re q uire d to pre pare
corre cte d  W -2 state m e nts  for 19 9 9 , and initiate  Social
Se curity/ M e dicare  de ficie ncy de ductions  th rough
PaySR in 2000.

 
 # Re q uire d date s :
 / Vouch e rs  containing e xce s s  am ounts  to be  e nte re d by

O SC m ust be  re ce ive d by O SC NO  LATER TH AN
12/1/9 9 .

 If e nte re d by age ncie s , m ust be  re ce ive d by O SC NO
LATER TH AN 12/6/9 9 .

 / Batch e s  of Quick  Pay Trave l vouch e rs  to be  paid by
12/10/9 9  m ust be  ce rtifie d for paym e nt by 12/09 /9 9 .

 / Paym e nt date s  on vouch e rs  m ust  be  12/10/9 9  or
e arlie r.        

CAS/Payroll # Taxable  trave l re im burs e m e nt data is  transfe rre d from  th e  
Proce s s ing CAS to th e  Payroll Syste m  at m onth  e nd, January th rough

Nove m be r.   
  # Th is  ye ar, a spe cial transfe r from  th e  CAS to PaySR w ill be  run

on D e ce m be r 10, 19 9 9 .
  T Th is  trans fe r w ill include  vouch e rs  w ith  taxable

re im burs e m e nts  paid from  D e ce m be r 1 th rough
D e ce m be r 10. 
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  / Th e s e  re im burs e m e nts  w ill appe ar as "Taxable
Expe ns e " on Adm inistration payroll ch e ck s date d
12/22/9 9  and Institution payroll ch e ck s date d
12/30/9 9 . 

  / Appropriate  am ounts  w ill be  w ith h e ld from  th e s e
paym e nts .

  
Avoid Ye ar-End # Avoid paym e nt of taxable  trave l re im burs e m e nts by th e
Taxable  Trave l by th e  CAS from  12/11 th rough  12/29 .  (CAS is dow n 
Paym e nts  12/30 and 12/31.)
  / If taxable  trave l re im burs e m e nts  are  paid by th e  CAS

during 12/11 th rough  12/29 , th e y w ill not be  include d as
incom e  nor taxe d appropriate ly on th e  e m ploye e 's  W -2
is s ue d by PaySR.

  
  / Taxable  trave l re im burs e m e nt paym e nts  m ade  by th e

CAS during 12/11 th rough  12/29  w ill re q uire  age ncie s
to pre pare  corre cte d W -2 s tate m e nts  for 19 9 9 , and
initiate  Social Se curity/M e dicare  de ficie ncy de ductions
th rough  PaySR in 2000.  

Corre cte d # A ye ar-e nd Payroll bulle tin w ill be  is s ue d instructing age ncie s
W -2's in th e  pre paration of corre cte d W -2's  for 19 9 9  and th e  

m e th od of initiating Social Se curity/M e dicare  de ductions  
      th rough  PaySR in 2000. 

 CAS REPO RTS  # Age ncie s  w ill re ce ive  a spe cial VO U9 43, Listing of Taxable
Em ploye e  Trave l Paym e nts by Age ncy, for th e  
D e ce m be r 10, 19 9 9  transfe r.  

 / Th e  VO U9 43 w ill print at age ncy printe rs .  
  / Age ncie s  w ith out printe rs  w ill re ce ive  th is re port

th rough  th e  m ail. 
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 # Age ncie s  w ill re ce ive  th e  m onth ly VO U9 43 for D e ce m be r, but
it w ill contain only th e  taxable  e xpe ns e  transactions  paid afte r
D e ce m be r 10.

# Th e  VO U9 43 re ports  s h ould be  us e d to confirm  taxable
am ounts  paid during D e ce m be r, and to ide ntify any paym e nts
re q uiring W -2 corre ctions  and Social Se curity/M e dicare
de ficie ncy de ductions . 

PCM  CO RRECTIO NS 
# All corre ctions  to e xce s s  am ount paym e nts  on th e  PCM  file

m ust be  m ade  by 12/29 /9 9 , so th at th e  am ounts  on th e
PCM 010 can be  re concile d w ith  th e  e xce s s  am ounts  re porte d
on th e  e m ploye e ’s  19 9 9  W -2.

# O th e r corre ctions  th at age ncie s  ch oos e  to m ak e  to th e  PCM
file  m us t be  m ade  by 1/07/00 to be  re fle cte d on adjuste d
ye ar-e nd re ports .

Que s tions  ??      # D ire ct payroll q ue s tions  on th is bulle tin to Eile e n Coope r at
(518) 473-19 89 .

               # D ire ct oth e r q ue s tions  to th e  Accounting Inform ation Ce nte r
               at (518) 473-1170 or AcctSys @ osc.state .ny.us


