
 Social Security No.

             Name 

 Remittance Address 

 Phone Number 

 Texas A&M-Commerce Student   Yes  No 

 Texas A&M-Commerce Employee  Yes  No 

    
 

Direct Deposit form attached    Direct Deposit declined 

Texas A&M University-Commerce Contact:

 9Ƴŀƛƭ

To avoid being reported to IRS as taxable income, please submit your package within 90-days after your trip

Note:
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Bao-An Li
Department of Physics and Astronomy
Texas A&M University-Commerce
PO Box 3011
Commerce, TX 75429-3011

Phone:  (903) 886-5478 
Email:  bao-an.li@tamuc.edu
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http://web.tamuc.edu/facultyStaffServices/financialServices/offices/accountsPayable/forms/documents/directDepositVendorNew.pdf
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Travel Reimbursement Information Sheet

user
Typewritten Text

user
Typewritten Text

user
Typewritten Text

user
Typewritten Text

user
Typewritten Text

user
Typewritten Text

user
Typewritten Text

user
Typewritten Text

user
Typewritten Text

user
Typewritten Text

user
Typewritten Text

user
Typewritten Text

user
Typewritten Text

user
Typewritten Text

user
Typewritten Text

user
Typewritten Text

user
Typewritten Text

user
Typewritten Text

user
Typewritten Text

user
Typewritten Text

user
Typewritten Text

user
Typewritten Text

user
Typewritten Text

user
Typewritten Text

user
Typewritten Text

user
Typewritten Text

user
Typewritten Text

user
Typewritten Text

user
Typewritten Text

user
Typewritten Text

user
Typewritten Text

user
Typewritten Text
Please email to Bao-An Li a single zip file containing this information sheet and: 
(i) an expense report listing all costs to be reimbursed by CUSTIPEN by day;
(ii) a PDF receipt of airline tickets and scanned images of other receipts 
(e.g., taxi, bus, parking, Chinese visa, etc). List costs of food not covered by Chinese hosts by day and place (receipts not required). 
Hotel receipts should show zero balance and list taxes separately;  
(iii) a one-page exit report describing your work under CUSTIPEN.
(iv) a copy of your approved Foreign Travel Authorization by your home institution.
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Employee Reimbursements for A&M Members 


Effective September 1, 2014 
   


 


I. Background: 


 


The Internal Revenue Service (IRS) audits are focusing more on employee reimbursements. In response to this 


changing audit environment, the Texas A&M University System’s outside tax attorney has recommended Texas 


A&M members change current practices to decrease our audit risk on employee reimbursements.  Many 


universities across the nation have implemented or are beginning to implement changes to their employee 


reimbursement processes. 


 


When IRS audits payroll, they also review employee reimbursements.  IRS begins to analyze if the employer 


should have included some of the reimbursements as taxable events and determine if the costs are substantiated. If 


the reimbursements are deemed taxable events during the IRS audit period, the employer becomes liable for the 


taxes.  The goal is to more clearly define our processes, so we will not become liable for this additional expense.   


 


II. System Decision: 


 


Safe Harbor Rules-per IRS rules, reimbursements to employees should be completed timely to be considered a 


valid expense.  Under the Safe Harbor Rule, IRS states a reasonable time should be established to substantiate 


expenses. The A&M System outside tax attorney has stated 90 days is considered a reasonable time.  If the 


expense is substantiate/reimbursed outside of the defined safe harbor period, then the reimbursement is deemed 


taxable to the employee.  


 


III.  Implementation: 


 


These changes apply to all employee reimbursements.  Starting with trips taken or expenses made on or after 


September 1, 2014, individuals will have 90 days to turn in receipts so that reimbursements are not taxable 


income. 


 


After 90 days from the last date of travel or purchase date, individuals will still be reimbursed but both FICA and 


Federal Withholding will be taken out of the employee’s next paycheck because the expense is then considered 


wages.  Expenses made on a University Travel Card are NOT an exception.  The expenses will become tax 


reportable income to the employee if an expense report has not been submitted within 90 days of the transaction 


postdate. 


 


Travel expense reports must be submitted within 90 days of travel end date.  If not submitted by the 90 day mark, 


the travel card will be suspended until the expense report has been submitted and approved, and at this point 


expenses will be considered tax reportable income to the traveler.  While the card is suspended, travel advances 


will not be issued. 


 


The individual traveler or purchaser is responsible for submitting their receipts and documentation within the 90 


days.   Best practice for expenses is to submit all travel expense reports and all requests for reimbursements 


within 30 days of the last date of travel or receipt date.  After 60 days, we lose the ability to dispute charges with 


the bank. 


 


For additional information, please contact Heath Shaffer in Accounts Payable at Heath.Shaffer@tamuc.edu or 


903-886-5061 or Sarah Baker at Sarah.Baker@tamuc.edu or 903-886-5045. 
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Texas A&M University-Commerce
VENDOR DIRECT DEPOSIT AUTHORIZATION 


INSTRUCTIONS
* Use only BLUE or BLACK ink * Check all appropriate box(es)
* Alterations must be initialed For further instructions, see the back of this form


  * Financial institution must complete section 4 or a voided check must be attached 


SECTION 1:  TRANSACTION TYPE  
□ New setup (Sections 2,3,&4) □ Change financial institution (Sections 2,3,&4)
□ Cancellation (Sections 2,3,&5) □ Change account number (Sections 2,3,&4)


□ Change account type (Sections 2,3,&4)


SECTION 2:  EMPLOYEE IDENTIFICATION  
1. Social Security Number or


Federal Employer's Identification (FEI) □∟∟∟∟∟∟∟∟∟□
3. Name 4. Business Phone Number


   


5. Street Address


SECTION 3: AUTHORIZATION FOR SETUP, CHANGES OR CANCELLATION 
6. Pursuant to section 403.016, Texas Government Code, I authorize Wells Fargo, an agent of Texas A&M University-Commerce- , to deposit by electronic 


transfer payments owed to me by the university and, if necessary, debit entries and adjustments for any amounts deposited electronically in error.  The 
university shall deposit the payments in the financial institution and account designated below.  I recognize that if I fail to provide complete and accurate 
information on this authorization form, the processing of the form may be delayed or that my payments may be erroneously transferred electronically.


I consent to and agree to comply with the National Clearing House Association Rules and Regulations and the university's rule s about electronic transfers as 
they exist on the date of my signature on this form or as subsequently adopted, amended or repeated.


7. Authorized signature 8. Printed name 9. Date


SECTION 4: FINANCIAL INSTITUTION  (Must be completed by financial institution representative if a voided check is not provided) 
10. Financial institution name 11. City 12. State


13. Routing transit number


      □□□□-□□□□-□
14. Customer account number


      □□□□□□□□□□□□□□□□□
15. Type of account


□Checking     □ Savings


16. Representative name (please print) 17. Title


18. Representative signature 19. Phone number


     (            )
20. Date


SECTION 6: BUSINESS OFFICE USE 
23. Received by 24. Entered in the system by


25. Date entered in the system 26. Prenote date


27. Comments


Please submit this form to the Financial Services Department, Attention: Accounts Payable 
P.O. Box 3011 Commerce, TX  75429-3011


6. City 7. State 8. Zip Code


21. Reason 22. Date
SECTION 5: CANCELLATION OF DIRECT DEPOSIT


2. E-Mail Address (for payment information)







INSTRUCTIONS FOR 
VENDOR DIRECT DEPOSIT AUTHORIZATION 


SECTION 1:  Check the appropriate box(es) 
•  NEW SETUP - If payee is not currently on direct deposit with Texas A&M 


University-Commerce.  
a.  Complete Sections 2, 3, & 4 
b.  Section 4 is recommended to be completed by financial institution. 


•  CANCELLATION - If payee wishes to stop direct deposit.
a.  Payee completes Sections 2, 3 & 5 


•  CHANGE FINANCIAL INSTITUTION 
a.  Payee completes Sections 2, 3, & 4 
b.  Section 4 is recommended to be completed by financial institution. 


•  CHANGE ACCOUNT NUMBER 
a.  Payee completes Sections 2, 3, & 4 
b.  Section 4 is recommended to be completed by financial institution. 


SECTION 2:  PAYEE IDENTIFICATION 
Item 1 Leave the shaded boxes blank if you do not have your 11 digit Comptroller  


Payee Identification Number.  A&M-Commerce will provide the information to be entered 
in the shaded boxes.  Enter your 9-digit Social Security number or your Federal 
Employer's Identification (FEI) number. 


Item 2 Please provide e-mail address for invoice/payment information.


SECTION 3:  AUTHORIZATION FOR SETUP, CHANGES OR CANCELLATION 
Items 7, 8, & 9  The individual authorizing must sign, print their name and date the form.  
        


NOTE:  No alterations to item 9 in this section will be allowed.  


SECTION 4:  FINANCIAL INSTITUTION 
Section 4 is recommended to be completed by a financial institution 
NOTE:  Alterations to routing and/or account number must be initialed by the 
financial institution representative or the payee.  


SECTION 5: CANCELLATION OF DIRECT DEPOSIT 
         Section 5 must be completed to cancel direct deposit.


SECTION 6: A&M-COMMERCE BUSINESS OFFICE USE (Office use only)  
Section 6 will be completed by Texas A&M University-Commerce.  


If the direct deposit instructions need to be updated or cancelled, please be sure to fill out the appropiate 
sections and resubmit this form to Texas A&M University-Commerce. 
  
Accounts Payable, PO Box 3011, Commerce, TX  75429-3011  903-886-5227
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