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Lodging 
Reasonable expenses for furnished rental accommodations in area, including utilities, basic television, and basic internet service.  Additional services above and beyond basic options are the employee’s responsibility. Lodging situation and circumstances should be discussed with supervisor prior to arrangements being finalized.

Lodging accommodations could be one of the following options: Apartment, Hotel/Motel, Rental property, or Mobile home

Meals and Incidentals
A daily per diem rate will be established by county according to the GSA benchmark unless the Division General Manager approves in writing a different per diem specific to the jobsite.  The jobsite and/or owner may define the maximum allowable expenses based on contractual terms or local practices.  

*Reasonable tips (for cabs, meals, luggage) and laundry mat fees are considered reasonable business expense.

Home Visits
Return trips to your permanent home are reimbursable two (2) weekends a month (normally every other weekend) based on the status of work at the individual jobsite.  An employee’s family may travel to jobsite location in lieu of an employee home visit, but not in addition to.  Reimbursement for the family’s travel expenses, such as airline tickets, will be limited to the spouse and will not include children or other family member’s visiting the jobsite location.  Family members are not eligible for meals and incidental expense reimbursement or per diem separate from the employee’s.  All home visit trips must be pre-planned and approved by supervisor.


If issued a company vehicle, mileage for home visits is recorded on the vehicle mileage log as business purpose and therefore not taxable.
Expense Reporting 
All temporary living expenses should be submitted on a separate expense report for processing.  Receipts are required for any daily expenses not included in the per diem.  

Tax Policy
Reimbursable lodging and travel expenses for assignments in one location and expected to last for more than twelve (12) months will be reported as taxable W-2 income each pay period in accordance with IRS regulations.  Taxable income will be grossed up at standard IRS tax rates.  Upon assignment, the Accounting department will meet with you to discuss the tax impact.

If the assignment is expected to be less than twelve (12) months at the start of the assignment, reimbursable lodging and travel expenses will not be converted to W2 income earned.

If the assignment is subsequently determined to last longer than twelve (12) months, reimbursable lodging and travel expenses will be converted to W2 income earned as of the date of re-determination and will not be applied retroactively.

Other
Any other reimbursable arrangements for temporary living expenses associated with a temporary assignment must be reviewed and approved in advance by the appropriate senior manager and Human Resources.

