Procedures for Moving Expense Reporting

FY2002 and Beyond
A new account code has been created in SFS to report non-taxable moving expenses.  Account 2147 (Legacy code 2126) will be used for non-taxable moving expenses and Account 2146 (Legacy code 2125) will be used for taxable moving expenses.  For Madison campus use Legacy code 2125 for all moving expenses.  The Madison moving expense contact (Jose Carus) will split the expenses for tax reporting.

1. Effective July 1, 2001, responsibility rests on the campuses to do the taxability analysis and enter the data in the accounting system for moving expense payments.  All campuses will use the new Moving Expense Analysis Sheet to determine the taxable and non-taxable portions of moving expenses instead of form 4782 or other spreadsheets that are currently being used. Campuses will maintain all moving expense analysis documentation locally.  If you need help with the analysis, please call Jose Carus at 608 262-0582.     

2. All permanent interface campuses will submit by the 10th of each month, for moving expenses for the previous month, a Moving Expense Analysis Sheet for each employee incurring such charges.  Use the new coding for taxable and non-taxable moving expenses on all applicable transactions.  Jose will run a query each month extracting data from an SFS database to check the validity of what was submitted by your campus.  You must use the two separate accounts when interfacing with SFS.
3. Starting July 1, 2001for those campuses live on SFS, the moving expense taxable and non-taxable determination should be made at the time the payment voucher is initiated in AP, and coded accordingly.  This information will be used as the basis for an SFS query that will be run the 5th business day of every month for the previous month.  Jose will use this information and forward this on to UWPC Payroll staff so that FICA taxes can be withheld for the taxable payments.  IMPORTANT: We will also be tracking any adjustments to accouints 2146 and 2147 made via journal voucher.  Any adjustments made to account 2146 require completion of a Moving Expense Analysis Sheet.   Those worksheets must be submitted to Jose Carus so he can determine to whom the adjustment was made.  Also Jose will forward this information to central payroll as well.
4. Campuses live on SFS must enter Social Security Numbers in the vendor file for employees paid moving expenses.  Jose will be calling your contact person for this information if no SSN is entered.
5. The Moving Expense excel workbook shows a line-by-line explanation on how to complete the analysis sheet as well as the Moving Expense Analysis Sheet itself.  Jose also provided samples of different scenarios.  He provided training on use of this form at the Financial Services Conference in April.  If an employee has questions about taxability/non-taxability, they should contact the moving expense contact person at their campus since the responsibility of analysis rests with the campus.  If the campus contact persons have questions, they can direct them to Jose at 608 262-0582.  

List of Campus Contacts for Moving Expense Processing
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