Attached are instructions and an example of how to submit DI documents and reduce TR docs when tax withholding is required for foreign travelers

Quick Summary:

The total gross reimbursable expenses in the example (what reimbursement would have been without taxes) S 954.00
The individual tax withholding percentage required in this example (provided by Foeign Tax office) 30%
Tax Withholding Needed S 286.09

The TR document was reduced to the net amount of amount $667.91

| do like how the preparer utilized the special circumstances tab to restrict the reimbursement. This helps ensure we don't issue the tax
portion to our travelers and also forces the accounting lines to be adjusted.

SPECIAL CIRCUMSTANCES

I
If there is an expense limit imposed by department or grant or some other budgetary restrictions
on this trip, please enter the expense limit here $ 667.91

Question for TR Documents - did you stay overnight with family or friends?:
$286.09 is the adjustment for the 30% tax for Verena's travel visit to CSU. JP Verena also
purchased her own airfare because it was more convenient for her. JP

The reduced amount you enter as as restriction should also match the amount submitted on the DI document.



Business & Financial Services COlO %9
Tax Services

University
Taxable Travel Procedure ~ Foreign Non-Employees

All travel payments made in support of foreign national individuals who are not employees and are not U.S. citizens or
permanent residents, are evaluated by the Foreign Tax Office for potential tax issues.

For travel payments to fall under the accountable plan rules for travel, and be considered nontaxable, they must:
0 Have a business purpose;
0 Be primarily for the benefit of the University; and
0 Be associated with a service performed for the University.

PROCESS — ARRANGING TRAVEL FOR NON-EMPLOYEE FOREIGN NATIONALS:

1. Submit TEM AR Customer Form to A/P, noting that traveler is foreign and a non-employee

2. A/Psends ad hoc approval request of KFS Customer document to Foreign Tax. Foreign Tax evaluates for Tax issues and
a. Approves travel as nontaxable, without need for additional information; or
b. Contacts Traveler and Arranger for more info, then determines travel is either nontaxable or treaty exempt; or
c. Determines withholding is applicable.

3. Create the TA as usual.

IF TRAVEL REIMBURSEMENT IS DEEMED TO BE TAXABLE, ARRANGER MUST:

1. Create a DI for tax withholding amount, listing account 2420000-2301 in the "To" section to accrue the tax amount and
listing the expense account in the “To” section for the same amount.

2. Create the TR for the net amount of travel reimbursement (gross minus tax withholding)

3. List DI # on TR for cross-reference. Note: Travel Services will not pay TR unless ‘Final’ DI is noted on the TR.

NON-REIMBURSED TRAVEL PAID BY GHOST CARD:

> Departments are discouraged from using Ghost Cards to pay travel expenses for Foreign Non-Employees because, if
travel support provided is taxable to the recipient, there is no way to withhold the tax and it becomes a departmental
expense.

» Tax expense for taxable travel support provided to Foreign Non-Employees will be charged by A/P, on a monthly basis,
to the departmental account used to purchase Ghost Card ticket. If purchased on a 53 or 99 account, tax will be
charged to the continuation account.

» When a University department pays an individual’s taxes, the tax amount paid is considered additional income to the
recipient. In effect, each payment of taxes results in more taxable income and more taxes.

» The IRS has approved a procedure commonly known as “grossing-up” to calculate the additional tax amount when
taxes are paid on behalf of another individual.

» The formula to calculate a tax gross-up is: Grossed-up Tax = [Original Tax Amount / (1 — Tax Rate)]
For example, $500 travel support is provided for a Foreign Non-Employee and paid with a Ghost Card. The applicable
tax rate is 30%. The tax expense charged to the department will be: Grossed-up Tax =[$150/ (1 —30%)] = $214.28



4/22/2020 KFS :: Travel Reimbursement

Doc Nbr: 22376746

Initiator : I
TEM Doc # :

Travel Reimbursement

DOCUMENT OVERVIEW

OVERVIEW

“Description:
03/01/2020 MUNICH

Organization
Document Number :

)
I

FINANCIAL DOCUMENT DETAIL

02

*Bank Code:
GENERAL DISBURSEMENTS

REPORTS

TRIP OVERVIEW

TRAVELER SECTION

*Traveler Type Code: Non-Employee
First Name:
Street Address Linel:
City Name : NEUCHING 85467

Country Code : Germany
Email Address:

https://kprd.is.colostate.edu/kfs-prd/temTravelReimbursement.do?methodToCall=docHandler&docld=22376746&appDocld=T-127673&command=disp...

Status: FINAL

Explanation: Final reimbursement to

I O™
Sociology campus visit
March 1-10 less 30%
tax rate from DI
22274505

Total Amount: 667.91

Last Name : |
Street Address Line2 :

State Code:
Zip Code:

Phone Number :

Created: 02:08 PM 03/30/2020
TR Status : Department Approved

177



4/22/2020

Liability Insurance: No

TRIP INFORMATION SECTION

*Trip Type Code : International
* Trip Begin: 03/01/202004:06 PM
* Primary Destination: MUNICH Per Diem Links

Primary Destination
Country/State:

* Business Purpose : Munich, Germany 3/10/2020

GERMANY

Delinquent TR Exception:

TRAVEL ADVANCES

TRAVEL ADVANCES

PER DIEM EXPENSES

PER DIEM EXPENSES

Grand Totals

Grand Totals: Meals & Incidentals:0.00  Lodging: 0.00

ACTUAL EXPENSES

ACTUAL EXPENSES

* All fields required if section is used

*Expense Type Company

*E Dat
xpense Late Code Name

* Expense
Amount

KFS :: Travel Reimbursement

*Trip End: 03/10/2020 04:06 PM

Primary Destination
County:

Customer Report

Miles: 0 Mileage Total: 0.00 Daily Total: 0.00

Non-

Tz |
Reimbursable axable

Currency Rate

https://kprd.is.colostate.edu/kfs-prd/temTravelReimbursement.do?method ToCall=docHandler&docld=22376746&appDocld=T-127673&command=disp... 2/7



4/22/2020 KFS :: Travel Reimbursement
03/01/2020  Airfare 891.00 1 No No

Notes: United Airlines (1701)

ACTUAL EXPENSES DETAILS - AIRFARE - 1

1
. * Expense Type * Expense Non-
Expense Date Code Amount $Us Reimbursable Taxable
03/01/2020  Airfare 891.00 891.00 No No
1
Notes Round trip from Munich, Germany to Denver, Colorado and back.
*Expense Type Company * Expense Non-
* C Rat Taxabl
Expense Date Code Name Amount urrency Rate Reimbursable axaple
03/01/2020  VISA Expenses 14.00 1 No No
2 Notes: Visa Expenses
ACTUAL EXPENSES DETAILS - VISA EXPENSES - 2
N *Expense Type Company * Expense Non-
Expense Date Code Name Amount Currency Rate Reimbursable Taxable
03/01/2020  Shuttle/Bus/Taxi 49.00 1 No No
3 Notes: Groome Transportation
ACTUAL EXPENSES DETAILS - SHUTTLE/BUS/TAXI - 3
IMPORTED EXPENSES
* All fields required if section is used
RECONCILED EXPENSES
Status Document Number Card Type Expense Date Name Travel Company Amount

TRAVEL EXPENSE TOTAL

TRAVEL EXPENSE TOTAL
https://kprd.is.colostate.edu/kfs-prd/temTravelReimbursement.do?methodToCall=docHandler&docld=22376746&appDocld=T-127673&command=disp... 3/7



4/22/2020 KFS :: Travel Reimbursement

Total Expenses: 954.00
Less Manual Per Diem Adjustment: - 0.00
Less Non-Reimbursable: - 0.00
Eligible for Reimbursement: 954.00
Encumbrance Amount: 0.00 Apply Expense Limit: 667.91
Less CTS Charges: - 0.00
Amount due Corporate Credit Card: - 0.00
Total Reimbursable: 667.91
Less Advances from this Trip: - 0.00
Reimbursement from this Trip: 667.91

SPECIAL CIRCUMSTANCES

SPECIAL CIRCUMSTANCES

If there is an expense limit imposed by department or grant or some other budgetary restrictions
on this trip, please enter the expense limit here $ 667.91

Question for TR Documents - did you stay overnight with family or friends?:
$286.09 is the adjustment for the 30% tax fo | ave! visit to CSU <o
purchased her own airfare because it was more convenient for her. JP

GROUP TRAVEL

VIEW REIMBURSEMENT HISTORY

REIMBURSEMENT HISTORY - TRAVEL REIMBURSEMENTS T-127673

Document Request

Number - Trip Begin: Status Hold Cancel Amount
2020-03-01 Department

22376746 fal fal 667.91
16:06:00.0 Approved alse alse

CONTACT INFORMATION

https://kprd.is.colostate.edu/kfs-prd/temTravelReimbursement.do?methodToCall=docHandler&docld=22376746&appDocld=T-127673&command=disp... 4/7



4/22/2020

CONTACT INFORMATION

Contact Name:
Contact Phone Num :

Contact Email Address:

KFS :: Travel Reimbursement

Contact Campus Code: MC

TRAVELER CERTIFICATION

STATEMENT

(TBD)

SUMMARY BY OBJECT CODE

ACCOUNTING DISTRIBUTION

Object Code Expense
Source
OUT OF

6132 POCKET
OUT OF

6134 POCKET

Unselect all

ASSIGN ACCOUNTS

ACCOUNTING LINES

SOURCE

SUB-

*Non-Employee Certification: No

Object Code Name

Intl NonEmployee Travel Misc

Intl NonEmployee Travel
Common Carrier

SUB- ORG REF

*CHART  *ACCOUNT ACCOUNT *OBJECT OBIJECT PROJECT ID

Sub Total

63.00

891.00

Total

Remaining:

*EXPENSE

Remaining
Amount

18.79

267.30

286.09 USD

SOURCE *AMOUNT | ACTIONS

https://kprd.is.colostate.edu/kfs-prd/temTravelReimbursement.do?methodToCall=docHandler&docld=22376746&appDocld=T-127673&command=disp... 5/7



4/22/2020

Cco

Colorado...

LINEDESCRIPTION

Cco 133403
Colorado... Q

Sociology-...

Line
Description

CcO 133403
Colorado... Q
Sociology-...
Line

Description

AGENCY LINKS

nACTCN

1067

Sociology ...

1067

Sociology ...

PAYMENT INFORMATION

KFS :: Travel Reimbursement

6132

Intl NonE...

6134

Intl NonE...

PRE-DISBURSEMENT PROCESSOR STATUS

GENERAL LEDGER PENDING ENTRIES

VIEW RELATED DOCUMENTS

NOTES AND ATTACHMENTS (7)

* Note Text :

OUTOF
POCKET

OUT OF
POCKET

TOTAL:

0.00

44.21

623.70

667.91

8o

&

Attachme
Choose

https://kprd.is.colostate.edu/kfs-prd/temTravelReimbursement.do?method ToCall=docHandler&docld=22376746&appDocld=T-127673&command=disp...

6/7



4/22/2020

rud i cuy

TIMESTAMP

03/31/2020
08:24 AM

03/31/2020
12:37 PM

03/31/2020
12:37 PM

03/31/2020
12:37 PM

03/31/2020
12:41 PM

04/02/2020

07:38 AM

04/02/2020
07:47 AM

ROUTE LOG

AD HOC RECIPIENTS

KFS :: Travel Reimbursement

NOTE TEXT

Taxable!

airfare receipt

shuttle receipt
VISA processing receipt

KFS __Distribution Of Income And Expense Doc 22274505 -
Approved

Tripexplantion :- attending the Department of
Sociology Graduate Program Visit Days.

Dlis final and 30% taxed.

ATTACHED

Forei

applicatio

Kner

currency (
applicatio

Kner

receipt.pc

Kner
KB, applic

KFS

Expense [
(146 KB, ¢

https://kprd.is.colostate.edu/kfs-prd/temTravelReimbursement.do?method ToCall=docHandler&docld=22376746&appDocld=T-127673&command=disp...

717



4/22/2020

KFS :: Distribution Of Income And Expense

Doc Nbr: 22274505
Initiato I

Status : FINAL

Distribution Of Income And Expense

DOCUMENT OVERVIEW

OVERVIEW

* Description:

L EX
withholding

Organization
Document Number :

FINANCIAL DOCUMENT DETAIL

Total Amount:

ACCOUNTING LINES

FROM

SUB- SUB-
*CHART  *ACCOUNT ACCOUNT *OBJECT OBIJECT
SUB- SUB-

*CHART  *ACCOUNT ACCOUNT *OBJECT OBIJECT

Explanation: | fare,
shuttle and Visa
application fee for
campus visit for SP20
Soc. grad visit tax

withholding for TR

572.18

ORGREF
PROJECT ID

LINE
*AMOUNT DESCRIPTIOMCTIONS

0.00

TOTAL: 0.00

ORGREF
PROJECT ID

LINE
*AMOUNT DESCRIPTIOMCTIONS

https://kprd.is.colostate.edu/kfs-prd/financialDistributionOfincomeAndExpense.do?method ToCall=docHandler&docld=22274505&command=displayDo

Created: 11:19 AM03/16/2020

113



4/22/2020

5

cO 242000
1 Colorado... Q
Taxes Coll...
CcO 133403 1067

2 Colorado... Q

Sociology-... Sociology ...

KFS :: Distribution Of Income And Expense

0.00
2301 286.09
Federal W...
6698 286.09
Federal Ta...

TOTAL: 572.18

ACCOUNTING LINES FOR CAPITALIZATION

CREATE CAPITAL ASSETS

MODIFY CAPITAL ASSETS

GENERAL LEDGER PENDING ENTRIES

NOTES AND ATTACHMENTS (5)

POSTED
TIMESTAMP

03/16/2020
11:39 AM

03/16/2020
11:40 AM

03/16/2020
11:40 AM

03/16/2020
11:41 AM

03/31/2020
12:40 PM

AUTHOR

* Note Text :

NOTE TEXT

I irfare receipt and currency converter

I Groome Shuttle receipt

I S Visa receipt

Grand total of receipts = $953.6 |} tax rate confirmed
by CSU Tax Office at 30%. 30% = $286.09. JP

KFS __Distribution Of Income And Expense Doc 22274505 -
Approved

Attachme
Choose

ATTACHED

Kner
currency
applicatio

Kner

receipt.pc

Kner
KB, applic

KFS .
Expense [
MAA£L /D -

https://kprd.is.colostate.edu/kfs-prd/financialDistributionOfincomeAndExpense.do?method ToCall=docHandler&docld=22274505&command=displayDo...
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