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TO: All Holders of the Financial Planning and Control Manual

NEW ACCOUNTING PROCEDURES

BULLETIN NUMBER: 265 November 12, 1999

SUBJECT: Cadendar 1999 Y ear-End Taxable Trave 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 reimbursementsfor UCS
judgesand nonjudicial personnel will generally belimited 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 receiptsis subject to withholding and W-2 reporting.

Agency-entered travel voucherscontaining taxabletravel reimbursementsmust bereceived 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'sissued 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, asthe appropriate amountswill not be included asincome,
nor will such amounts be taxed appropriately on the employee’ sW-2. Payroll agencieswill berequired to
prepare corrected 1999 W-2 statementsfor any taxable travel reimbursements paid between December 11
and December 29, 1999.




Y ear-End W-2 Adjustments/ Corrections

UCS digtrict/administrative offices responsible for the processing of travel reimbursements will
receive a special VOU943, Ligting of Taxable Travel Payments by Agency, which will include al taxable
travel reimbursements made between December 1, 1999 and December 10, 1999. Asprovided 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 amountsfor calendar 1999. Any IRS penaltieslevied
for inaccurate or incomplete reporting will be assessed against the agency responsible.

Please ensure digtribution of thisbulletin to all personne within your respective jurisdictions who
may be responsible for the processing of, or the monitoring of internal controlsrelating to, judicial and /or
nonjudicial travel reimbursements.
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Year-End Procedure for Taxabll Trane I Reim bursem ents A460/55 | 11/12A9
Purpose Updat callndar yearend procedures re hting to taxabl tawe 1l

reimbursements inorderfortte Stat wcompk witt RS reporting
requirrments. This bu Btn rep bhces Bulltin A441/P1008.

Types of # Taxab 1 trane Ireim bursements inc bide:
Taxab 1 / Excess Taxab l RersonallCar Millage (PCM)
Paym e nts Reim bursem ents

/ Excess PrrDiem Payment

/ Non-O\e migh tMealA Bbw ances

/ Payments to empbyees taxabll undertie RS
One-Year Rul

Back ground # Excess PCM and RerDiem Amounts
/ RS rulls re hting o empbbyee business expense
reimbursement require w it h o ling and W -2 re porting

on any excess amounts paid.

/ "Excess amount’’is te portion gratr tan te
appkabl FRderal rak and not substantatd by
receipts.

/ 1999 maximum rat albwed by RS for PCM is 32.5
cents permill from January 1°*t rough March 31°tand
31lcents permill from ApriK**t rough December31°t

/ Currentm aximum Federalperdiems forti e continental
US can be found on tte Compttolrs hemetH ome
Page: h tip:/Av ww .osc.state .ny.usAage ncies/

# Non-O\e migh tMealA Bbw ances
/ RS requires empbyers to rportandwith ol income
and empbymenttaxes from meallalbw ances for
non-o\e migh t trane I(day trips).

# One-Year Rul
/ RS requires em pbyers © reporttrane Ireim bursem e nts
and withol income and empbyment taxes if

1-
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empbymentaway from home ata singll bcaton is
rrabktcal}f expecttd to hstformore t an one year.

# Exp knations of rulls for excess PCM, Per Diem Amounts,
Non-0\e migh tMeallA Bbw ances and One-Year Rull can be
found in te Accounting Controll and SpecialProcedures
Manual Vo lime X1 Section 8.

Agency # Agencies shoulll h ane taxabll trane Breim bursement paid by
Requirement tie CAS on orbefore December10, 1999.
/ Otterwise, agencies will be requirrd t prepare

comectd W-2staement for1999, and inittat Social
Security/ Medicare deficiency deductions t rough

PaySR in 2000.
n Required dats:
/ \ouch ers containing excess am ounts t be entred by
OSC must be receined by OSC NO LATER TH AN
12/1A9.

Fentred by agencies, mustbe receined by OSC NO
LATER TH AN 12/6A9.

/ Batch es of Quick Pay Traxe louchers t be paid by
1271049 mustbe certified for paymentby 12/09 A9 .

/ Payment dats on wouchers must be 12/10A49 or

earkr.
CAS/ayro i # Taxab I traxe Iieim bursem entdata is trans®ned fiom te
Processing CAS o te PayrolSysem atmont end, January t rough
Nowe mber.

# This year, aspeciallransrfrom t e CAS t PaySR wilbe run
on December10, 1999.
T This transfer will inclide “ouchers witt taxabl
reimbursements paid from December 1 t rough
December 10.
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Bu B tin No. Date

A\oid Year-End #
Taxabl Trane 1

Comectd #
W -2"s

CAS REPORTS #

Avoid paymentoftaxabll trane Breim bursements by tie
by e CAS fiom 12711 @ rough 12/29. (CAS is dow n
Paym e nts 12/30 and 12/31.)

/

A year-end Payro libu Btin w i lbe issued instructing age ncies
in t e preparaton ofconected W-2's for1999 and te

met od ofinitating Socia BSe curity Medicare deductions

t rough PaySR in 2000.

Agencies willreceine aspecialNMOU9 43, Listing of Taxab il
Empbyee Trane IPayments by Agency, fortie
December10, 1999 transtr.

/
/

These reimbursements will appear as "Taxabll
Expense™ on Administraton payrol checks datd
1222A9 and hsttuton payrol checks datd
12/30A9 .
Appropriat amounts will be witthe B from tese
payments.

If taxabl trane Ireimbursement are paid by e CAS
during 12711 @ rough 12/29 ,t ey wilhotbe inc hded as
incom e nor taxed appropriat ¥ on e empbyee’s W-2
issued by PaySR.

Taxab 1 trane Breim bursement payment made by tie
CAS durnng 12711 t rough 12/29 wiBrequire agencies
t prparr conectd W-2 staements for 1999, and
iniiat Socia ISe cunityMedicare de ficiency deductions
t rough PaySR in 2000.

The MOU943 willprintatagency printrs.
Agencies witout printers will receine tis report
t rough te mail
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u Agencies wilreceine e montt ¥ \MOU9 43 forDecember, but

itw i lcontainonk t e taxab l expense transactions paid afeer
December 10.

u The MOU9I43 rports shoull be used to confinm taxabl
am ount paid during Dece mber, and to ide ntify any paym ents
requinng W-2 conections and Sociall SecuntyAMedicare
de ficie ncy deductions.

PCM CORRECTD NS
# A BEconections O excess amountpayments on te PCM fill
mustbe made by 122949, so tatte anountt on te
PCM 010 canbe reconcildw it te excess amount reported
onteempbyee 3T 1999 W-2.

# Otierconections &t atagencies ch oose to make to tte PCM
fil mustbe made by 10700 © be reflcttd on adpstd
year-nd reports.

Questions 7? = Direct payro Mquestions on tis bu Mtin © Eillen Cooper at|
(518)473-19 89 .

u Directot erquestions o t e Accounting lhform aton Centr
at(518)473-1170 or AcctSys @ osc.stat .ny.us




