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Principia employees whose job requires traveling between campuses are subject to certain Internal Revenue Service (IRS) regulations. 
Commuting

When traveling from an employee residence to the Elsah, Illinois or St. Louis, Missouri campus, the Internal Revenue Service (IRS) considers the travel personal commuting.    This applies to both travel to work (leaving home and traveling directly to campus) and returning from work (leaving campus and traveling directly to home).   The IRS regulations state that mileage reimbursements for commuting are taxable to the employee. All Principia employees are assigned to a specific home campus. Traveling    

from the employee’s home to that campus is not reimbursable. If you have questions about your assigned campus, please see Human Resources.
Business travel

When an employee travels directly from one campus to the other campus, the IRS considers this business travel.  This applies to travel between the campuses anytime during the business day or when business reasons require.  The IRS regulations state that mileage reimbursement for business travel is not taxable to the employee. A Principia owned vehicle should be used for this purpose whenever possible.
Reimbursement Process
The following reimbursement process provides Principia with the necessary documentation in support of IRS requirements:

When seeking reimbursement for mileage on a check request form for direct deposit, state where the employee is physically traveling from and to and the date of travel. For example, if the employee is traveling from home, the employee should state “home to St. Louis campus” or “St. Louis to home.” If traveling between campuses on business, the employee should state “St. Louis campus to Elsah campus” or “Elsah Campus to St. Louis campus.” 

Completed check request forms that indicate an employee reimbursement for mileage for commuting must be sent to Payroll for reimbursement. The reimbursement amount will appear on the employees’ paycheck as “commuting.” Taxes will be withheld on the reimbursed amount. 
If you have any questions about this process, please contact Sara Thorndike at ext. 3103.
