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SPOUSAL TRAVEL

Chapman University Paid Travel May Be Taxable

Under federal tax law, university-funded travel for the spouse is taxable compensation to the employee.  On certain occasions, travel expenses for the spouse (including domestic partner) of Chapman University (CU) employees are reimbursed or paid directly from university funds.  These situations must be pre-approved and are generally related to alumni, donor, or athletic events where there is university benefit.  There must be a documented “bona fide” business purpose for the presence of the spouse (a higher standard than the university applies).  If a “bona fide” business purpose does not exist, any amounts reimbursed or paid directly by CU for spousal travel will be added to the taxable wages of the CU employee automatically and subject to tax withholding.

The matrix below provides guidance for individual decisions.

	Expense is more likely to be 

taxable when:
	Expense is more likely to be 

“bona fide” when:

	There is no formal request for spouse to attend event(s).
	Formal or official correspondence requests spouse of CU employee to make trip or attend event(s).

	Spouse is not required to attend meetings, make a presentation at the event(s) or given assignments in advance.
	Spouse is required to attend meetings, make a presentation at the event(s) or given assignments in advance.

	Spouse performs only “helpful” services (i.e. limited note taking, secretarial services, etc.). 
	Spouse performs “necessary” services by acting as a representative of the CU in a substantial manner.

	Only CU employees and family members attend event(s).
	Non-CU individuals (i.e. alumni, donors, recruits, etc.) attend event(s).

	Spouse participates in substantial tourist activities (i.e. shopping, sightseeing, etc.).
	Spouse does not participate in tourist activities.

	Children or other family members make trip.
	Children or other family members do not make trip.



DOCUMENTATION OF SPOUSAL TRAVEL
You should complete this form when:

1. You are claiming reimbursement or your department is paying for travel costs incurred by your spouse to accompany you on a business trip, and

2. A “bona fide” business purpose exists for your spouse to make the trip.

Instructions:

Complete this form and attach the completed and approved form to your Travel and Expenses Report.

Note:

If a “bona fide” business purpose does not exist and this form is not attached to your Travel and Expenses Report, the amount of reimbursed and/or university-paid expenses associated with your spouse will be added to your taxable wages automatically and subject to tax withholding.  

	Employee Information

	Employee Name
	Department


	Travel Information

	Place of Travel
	Date(s) of Spousal Travel
	Cost of Spousal Travel Expense

	Business Purpose of Spousal Travel

	Duties Performed by Spouse

	Comments


	Signature & Approval

	Requested by
	Requestor’s Signature
	Date

	Approved by
	Approver’s Signature
	Date


