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TO: All Holders of the Financial Planning and Control Manual

BULLETIN NUMBER:        298 November 18, 2004

SUBJECT: Calendar Year-End Procedures - Taxable Travel Reimbursements

This supersedes New Accounting Procedures Bulletin number 295, issued November 17,
2003.

Attached is a copy of OSC Accounting Bulletin A-542/P518, dated November 18,  2004. This
bulletin details special year-end 2004 processing procedures which OSC will follow to facilitate the
preparation and distribution of W-2 tax statements. Highlights of these new procedures are as follows:

• Vouchers including taxable travel reimbursements paid between January 1, 2004 and November 30,
2004 have been automatically  transferred to PayServ at month end as taxable expenses and
appropriate amounts have been withheld from payroll checks issued during calendar 2004.

• For taxable travel reimbursements paid between December 1, 2004 and December 10, 2004, a
special transfer from CAS to PayServ will be run on December 10th and appropriate amounts will
be withheld from payroll checks dated 12/29/04.

• Taxable travel reimbursements paid between December 11, 2004 and December 31, 2004 will be
added to calendar 2004 gross wages for W-2 purposes, but the associated taxes will not be withheld
in calendar 2004.  

• Early in calendar 2005, PayServ will process Social Security / Medicare tax deficiency deductions
which apply to taxable reimbursements paid between December 11, 2004 and December 31, 2004.



- 2 -

4 ESP, SUITE 2001, EMPIRE STATE PLAZA, ALBANY, NEW YORK 12223
                                                                                                                                                                                                                                                                                         

                                                         
PHONE: 518-474-8172      .     FAX: 518-474-3218    .     JDECHANT@COURTS.STATE.NY.US

To avoid under-withholding of income taxes for 2004, as well as deductions for Social
Security and Medicare deficiencies in calendar 2005, district/administrative offices should
refrain from making payments which include taxable travel reimbursements during the
December 11 - 31, 2004 period. 

• Please ensure that all PCM corrections for calendar 2004 are completed by December 31, 2004.

Please ensure distribution of this bulletin to all personnel within your respective jurisdictions who
may be responsible for the processing of, or the monitoring of internal control procedures relating to,
financial transactions processed via the Central Accounting System.

Thank you for your cooperation.








