[image: image1.png]
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1.  The memo should be typed in the Palatino font, 12 point.

2.  Always type on the "*" to ensure the correct font is being utilized.STATE OF NEW HAMPSHIREPRIVATE 
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DATE:
December 24, 2008
FROM:
William S Weaver-Payroll Manager
AT (OFFICE):
State House Annex


Bureau of Accounting
Room 310

SUBJECT:
GHRS-Bureau of Accounting


Policies and Procedures

          TO:
All Payroll Officers

GHRS REIMBURSEMENT FOR MILEAGE EFFECTIVE 01/01/2009
PRIVATELY-OWNED VEHICLES


This policy and procedure covers reimbursing state employees for the use of their privately owned vehicles (POV) in the course of state business, through GHRS as part of their bi-weekly payroll checks. The policy to process these payments is covered under Administrative Services Manual of Procedures Part 308, Travel Rules and the procedures to process these payments are detailed below. 

1) A properly completed and approved Form A-4M, Payment Voucher - In-State Travel will serve as the source document for all payments. All Forms A4-M should be submitted, approved and entered into GHRS along the employee’s bi-weekly time sheets. This will insure a 15 working days turn-around.

2) Only  in-state mileage reimbursements for POV’s and directly related expenses such as parking and tolls should appear on the form. Do not include any other types of requests such as meals, phone calls, etc. Reimbursement requests for everything other than mileage and directly related expenses must be done on a separate Form A-4 and processed through NHIFS, as is the current procedure.

3) Do not forward Form A4-M to the Bureau of Accounting. Forms A-4M must be kept at your agency for three years, unless your agency policy is longer, and be available for audit during that time period.

4) Since mileage is paid as a unit of input (30 miles @ 55.0 cents per mile), the input, 30 miles, must be on a CPER or PPER using the pay event code MILES and cannot be paid via a One Time Payment. GHRS will apply the current IRS approved rate to the total miles inputted and calculate the mileage reimbursement.

5) Associated expenses like tolls and parking would have their combined dollar totals as input on the CPER/PPER using the pay event code TOLPK.

6) The appropriation expensed for the mileage portion (MILES) will be the employee’s AGYS screen fund, agency, organization and then defaulted to object class 070 and object code 0704.

7) The appropriation expensed for the associated reimbursement (TOLPK) will be the employee’s AGYS screen fund, agency, organization and then defaulted to object class 070 and object code 0707.

8) The screen-print below shows a typically completed CPER/PPER to reimburse an employee 30 miles and tolls of $11.00.

9) The pay event codes MILES and TOLPK are hard coded in GHRS not to apply any federal taxes, FICA, MEDI or retirement and will not be included in any box on Form W-2.

CPER/PPER EXAMPLE

 FUNCTION:                 DOCID: PPER 014  XXXXXXXXXXX         04/14/04 13:05:03

  STATUS: SCHED           BATID: PPER 014  XXXXX   ORG:          001-001 OF 001

                            PRIOR PERIOD TIMESHEET                             

EMPLOYEE ID: XXX XX XXXX  APPT ID:   NAME: DOE, JOHN                 

INPUT TOTAL:              COMPUTED INPUT TOTAL:                                

                                                                SU             

EVENT DT CODE  AMOUNT  TITLE/STTL   RATE   POSITION GRADE STEP  ID RED BASE PAY

-------- ----- ------- ---------- -------- -------- ----- ----- -- ------------

LABOR DIST PROF + OPT FND AGY ORG/SUBORG ACTV OBJ CLS/CD/SUB   JOB    REPT CATG

--------------------- --- --- ---------- ---- -------------- -------- ---------

03 25 05 MILES  30.00                                            N              

03 25 05 TOLPK  11.00                                            N             

A--*HS60-DOCUMENT MARKED FOR READ ONLY                                         

CC:
Payroll/Agency Auditors 
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