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ACCOUNTING POLICY AND PROCEDURES (APP) MANUAL 

TOPIC: Section 12 – Travel 1.01 EFFECTIVE DATE: 03/30/1998 

TITLE: Submission of Employee Travel and Miscellaneous 
Expenses –Taxable Fringe Benefits 

REVISION DATE: 07/17/2017 

AUTHORIZED BY: Deputy Director, Bureau of Fiscal Services 

BACKGROUND 
Effective March 31, 2015, the Department of Administration (DOA) revised and issued a new 
policy in the Wisconsin Accounting Manual (WAM) – Employee Taxable Fringe Benefits. The 
purpose of the policy is to ensure agencies comply with IRS travel rules and regulations with 
regard to our Travel Reimbursement. 

The policy covers situations that under IRS rules could be considered taxable fringe benefits 
to employees. It applies where employees are reimbursed for these expenses (travel or 
special clothing)… It does not cover reimbursements to non-employees. 

The general rule under IRS regulations is that fringe benefits for employees are taxable 
wages to the employee unless specifically excluded by a section of the IRS Code…and 
subject to withholdings for federal income tax, state income tax, and employment taxes 
(social security and Medicare). 

EVEN IF A FRINGE BENEFIT CAN BE EXCLUDED FROM INCOME BY A SECTION OF THE 
IRS CODE, IT MUST ALSO MEET THE ‘ACCOUNTABLE PLAN’ REQUIREMENTS OR IT IS 
CONSIDERED A TAXABLE BENEFIT TO THE EMPLOYEE. 

POLICY 

1. State policies on taxable travel, special clothing reimbursements, and benefits and what 
qualifies as an “accountable plan” under IRS rules is covered in WAM Section 6 sub-
section 9. Employees submitting these costs should read and refer to these policies. 

2. Effective January 1, 2013, the Department changed its travel reimbursement policy to allow 
employees 60 days from the date the expense was incurred to submit completed vouchers 
with full documentation, signatures, and return of excess travel reimbursement. Any claims 
that are received in BFS after the 60-day limit will have to be reviewed and approved by the 
employee’s Division Administrator/Office Director. They will be considered as taxable fringe 
benefits (unless granted relief by the employee’s Division Administrator/Office Director) and 
be included as such on the employee’s W-2. The voucher total will be considered wages, 
with social security, Medicare, federal withholding and state withholding being added. 

3. In certain cases, employees are required to wear special clothing and safety equipment 
such as protective clothing, uniforms, or safety shoes and can be paid an allowance for 
these costs. Section 6 sub-section 9 of the WAM covers the IRS rules of excluding or 
including these reimbursements as taxable fringe benefits. These should be reviewed when 
submitting costs for reimbursement. See WAM Section 6 sub-section 9, pages 1-5. 

https://doa.wi.gov/Pages/StateFinances/Wisconsin-Accounting-Manual.aspx
https://doa.wi.gov/Pages/StateFinances/Wisconsin-Accounting-Manual.aspx
https://doa.wi.gov/Pages/StateFinances/Wisconsin-Accounting-Manual.aspx
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The purposes for this policy: 
• Ensure that reimbursement claims can be made against federal grants when appropriate, 

and 
• Ensure compliance with the IRS “Safe Harbor” rule for timeliness and other rules for 

reporting. 

REFERENCES 
IRS Publication 403, Taxable Fringe Benefit Guide, dated January 2012 
WAM Section 6 sub-section 9 

CONTACTS 
Deputy Director, Bureau of Fiscal Services 
Travel Vouchers Processing, Expenditure Accounting Section 

https://doa.wi.gov/Pages/StateFinances/Wisconsin-Accounting-Manual.aspx
https://www.dhs.wisconsin.gov/app/contacts-leads.htm
https://www.dhs.wisconsin.gov/app/contacts-travel.htm
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