PRINCIPIA VEHICLE USE POLICY

Principia’s general policy is that no vehicle should be taken home. However, if approval is given to take a vehicle home (off campus) for Principia’s benefit, it is considered a taxable event by the Internal Revenue Service (IRS). 

If an employee does take a vehicle home the IRS states that it must be for the employer’s benefit in order to qualify for tax treatment that favors the employee. A Principia vehicle should never be taken home for an employee’s benefit. Examples that qualify as an employer’s benefit may include taking a vehicle home that is outfitted with equipment an employee needs because the employee is on call. Another example may include an employee who is working on one campus and decides to work longer in lieu of returning the vehicle to the other Principia campus before going home. Although both of these examples benefit Principia, the IRS says they are still taxable events.

The IRS requires that $1.50 for each trip to or from work to home ($3.00 round trip) be reported as taxable income, subject to Federal, State, and FICA tax. Consequently these trips must be reported to Payroll every three months. Attached is a log to assist you in keeping track of your trips. If the IRS comes in and audits and the individuals who regularly use vehicles are not keeping a log, there may be penalties, taxes, and interest assessed to Principia and to the employee.

We are requesting at this time that you sign the following form and return it to me via interoffice mail. We need to keep a copy of this form on file documenting that employees understand Principia’s policy regarding the use of these vehicles. 

I understand Principia’s policy that no Principia vehicle may be taken home or used for personal purposes to run errands or any other activity and agree to abide by this policy. I understand that I must report any commuting that takes place for Principia’s benefit because each one-way trip constitutes a taxable event. 

I understand that $1.50 each way ($3.00 round trip) will be recorded as taxable income when this occurs. I will report these trips to Payroll every three months for the preceding three months activity by the following dates: April 1, July 1, October 1. Report the activity for the months of October and November on December 1. Activity occurring from December 1 to December 31 will be included in reporting on April 1 and will be added to the next year’s taxable income. I will report this information to Payroll prior to leaving employment at Principia.
_________________

_________________

_________

Signature



Printed Name


Date

Please return form to Sara Thorndike in Accounting.

