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PER DIEM M & | E/LODG NG TAX CALCULATI ON WORKSHEET (FM S-4Q)

PURPCSE: To be conpleted any tinme per diem MIE, and | odgi ng are paid.
This form will assist in determning the portion that is
taxabl e, reportable, non-reportable and in the assignnent of
the applicabl e sub-code.

DATA | TEM COVPLETI ON | NSTRUCTI ONS
Al'l applicable fields nust be conpleted. Refer to APM A8. 851
for detailed policies and procedures. If using PDF form
certain fields automatically cal cul ate; these fields are noted
by an “*”.

NAVE Sel f expl anatory.

TRI P NO. For intra-island travel only, enter the correspondi ng nunber

TVL COMPLETI ON DOCH
SSN
PAYRCOLL #

ACTUAL RATE PAID
BU Rat e
/S
as

ACTUAL RATE PAI D
O her Than BU
I/S
as

FEDERAL ALLOW RATE
I NTRA STATE

of trips indicated on FM S-4A, Milti Intra State Travel -
Rei mbur sement Expense Form Do not enter if only one trip
t aken.

Enter travel doc nunber assigned to Enployee Travel Form
Sel f expl anatory.
Ent er payroll no.

This colum contains the current collective Bargaining Unit
rates for Intra State and CQut of State per diem neals &
i nci dental expenses, and same day neal all owance.

Travel er nust enter the total |odging expense when |odging is
handl ed as a separate expense apart fromper diem e.g. excess
| odgi ng.

These figures are automatically filled in the applicable cel
under Columm C, “Actual Rate Paid” bel ow.

This colum allows the user to override the BU rate wth
anot her authorized rate, e.g. Federal rates as stipulated in
project wite-up or ampbunts belowthe BUrate, elected by the
enpl oyee to avoid taxability.

Enter anpunts for Intra State and Qut of State per diem neals
& incidental expenses, same day neal allowance, and tota
| odging to override the current ampunts in Columm C, “Actua
Rate Pai d” bel ow.

Use this columm to enter the OCONUS Federal City Rate for
Hawaii travel. These figures are automatically filled in the
applicable cell under Columm D, “Federal Allow Rate” below, in
the “Intra-State Per Diem & M& E Cal cul ati on” section

Federal Allowable Rates are established by nultiple agencies
of the federal governnent and used by the IRS as a standard.
Ampbunts in excess of these rates are taxable.

These rates are avail able at:
http://ww.dtic. m |/ perdi em opdrform htm
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PER DIEM M & | E/LODGE NG TAX CALCULATI ON WORKSHEET (FM S-40)
FEDERAL ALLOW RATE Intra-State travel is classified as travel outside the
| NTRA STATE continental United States. Currently the federal rate for
(Cont’ d) every city in Hawaii is higher than the corresponding BU rate

FEDERAL ALLOW RATE
US & TERR

FEDERAL ALLOW RATE
FOREI GN

for per diemand neals & incidental expenses. As such, if BU
rates are paid, you may enter the BU rate in the Federal
Al l owable, Intra State colum, to net to zero.

However, sane day travel, not requiring overnight stay has
been determined to be entirely taxable by the IRS. The
Federal Allowable Rate is zero for all sanme day travel. *0.00
(zero)” for all sane day travel allowances, whether Per Di em
M&l E, or Sane Day Travel is a valid federal rate.

This colum is already filled with the Low and H gh Rates for
Continental United States travel. If travel is Qutside the
Continental United States (but not Foreign) enter the Federal
City Rate. O if traveler is authorized to use the CONUS City
Rat e, enter Federal City Rate. These figures are
automatically filled in the applicable cell under Columm D,
“Federal Allow Rate” below, in the “Out of State - US &
Territories Per Diem & M& E Cal cul ati on” sections.

Federal All owabl e Rates are established by multiple agencies
of the federal governnment and used by the IRS as a standard.
Anmpbunts in excess of these rates are taxable.

These rates are avail able at:

http// policyworks. gov/ org/ mai n/ nmt/ honepage/ ntt/ perdi em perd0O
1d. htm and

http://ww. dtic.m|/perdi em opdrform htm

Alist of high rate cities is available at the UH Travel
Site:
http//ww. f no. hawai i . edu/ FM S/ travel 3/ Travel nenu. j sp

Qut of State Travel to the United States and Its Territories
is classified as travel to the Continental United States
(CONUS) as well as travel OQutside the Continental United
St at es ( OCONUS) .

Use this columm to enter the OCONUS Federal City Rate for Qut
of State - Foreign travel. These figures are automatically
filled in the applicable cell under Colum D, *Federal Allow
Rate” below, in the “Cut of State - Foreign Per Diem & M E
Cal cul ati on” Secti on.

Federal Allowable Rates are established by nultiple agencies
of the federal governnent and used by the IRS as a standard.
Amounts in excess of these rates are taxable.

These rates are avail able at:
http://ww. st ate. gov/ ww/ perdi ens/

Qut of State - Foreign travel is classified as travel CQutside
the Continental United States - Foreign ( OCONUS- Foreign).
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PER DIEM M & | E/LODGA NG TAX CALCULATI ON WORKSHEET ( FM S-4Q)
COLUW A Ent er nunmber of days for Intra State Per Diem MIE, and Sane
No. of Days Day Meal All owance.
Intra State
Per Diem & Ml E Colums C and D will be automatically filled with the data
Cal cul ation above.
COLUWN A Ent er nunmber of days for OQut of State - US Territories Per
No. of Days Diem at CONUS Low Rate, CONUS Hi gh Rate and/or CONUS/ OCONUS
Qut of State - City Rate.

US & Territories
Per Di em
Cal cul ati on

COLUWN A

No. of Days

Qut of State -
US & Territories
M&I E Cal cul ati on

COLUWN A

No. of Days

Qut of State -
Forei gn Per Diem
& M&I E Cal cul ation

/S SUB- TOTALS

gs - Us &
TERRI TORI ES SUB-
TOTALS

O S FOREI GN SUB-
TOTALS

GRAND TOTAL

Colums C and D will
above.

be automatically filled with the data

US & Territories M&l E
CONUS/ OCONUS City

Ent er number of days for CQut of State -
at CONUS Low Rate, CONUS Hi gh Rate and/or
Rat e.

Colums C and D will be automatically filled with the data

above.

Ent er nunber of days for Foreign Per Diem and M E

Columms C and D will be automatically filled with the data
above.

Systemwi || calculate the subtotals for colums F, G H, and |

These subtotal s and the correspondi ng subcodes bel ow shal |l be
used to conplete the Enployee Travel Form

Systemwi |l calculate the subtotals for colums F,GH, and I.
These subtotals and the correspondi ng subcodes bel ow shal |l be
used to conplete the Enployee Travel Form

Systemwi || calculate the subtotals for colums F,GH, and I.
These subtotal s and the correspondi ng subcodes bel ow shal |l be
used to conplete the Enpl oyee Travel Form

Systemwill calculate the total Per Diem M&I E, and Lodgi ng
received by the traveler and conpute the Taxable, Non-
Reportabl e, and Reportabl e anpunts.



