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   PAYROLL PROCEDURES
Effective Date: 8/7/03

Procedure: Maintenance

The value of housing, meals and vehicles provided to certain employees is considered maintenance.

University Provided Meals and Housing

The value of the housing and meals provided for the convenience of the employer, in accordance with federal regulations, is used in calculating state unemployment tax but is not included in determining the employee’s income for purposes of computing social security tax, state and federal withholding tax and worker’s compensation.

Meals provided in accordance with University of Montana Dining Services meal Maintenance Policy must be recorded on the Time Roster.

The value of housing provided to employees of the University is recorded on Request for Personnel Transaction (RPT) Forms, Regent Contracts of the employees or the Employee Meal/Lodging Report (attached).  The value of housing provided to enrolled students is recorded through the Banner Student Records system.

Housing or meals that are provided outside of the preceding definition are taxable amounts and must be reported to the payroll office through a memo.  The fair market value of these meals or housing will then be added to the employee’s gross wage.

Vehicles Provided Through the University

The value of the personal use of vehicles provided either directly or through a relationship with the University must be included in determining the employee’s taxable income.  The value of the personal use is a calculation of miles driven for personal use as a percentage of total miles driven, multiplied by the annual lease value of the vehicle.  This calculation is made in the payroll department monthly from the car logs provided by the employee.

Other Noncash Compensation

Any other noncash compensation should be brought to the attention of the payroll department to ensure proper taxing and reporting.
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