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Q. Why are taxes deducted from my Change of Station (COS) travel
voucher?

A. Internal Revenue Service (IRS) Publication 521 states that certain

moving expenses reimbursed to an employee are supplemental
wages. This is considered to be earned income and, as such will be

taxed.
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nssc Change of Station Taxes and

Relocation Income Tax Allowance (RITA)

Q. What taxes are withheld from my travel voucher?

A. The following taxes are deducted from your travel reimbursement:

» Federal Withholding Tax 25%
» Medicare (Hospital Insurance Tax — HIT) 1.45%

» Social Security (Federal insurance Contributions Act- FICA), if applicable 6.2%

o State Tax - if applicable
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nssc Change of Station Taxes and

Relocation Income Tax Allowance (RITA)

Q. How are taxes calculated?

A. To prevent you from usin Clgart of your reimbursement to pay the
25% federal tax, a Withholding Tax Allowance (WTA) is applied to the
reimbursement amount.

For example:

Travel reimbursement $3570.00
Gross up by WTA (multiply by 33.33%) 1190.00
Grossed Up Amount $4760.00

(continued on next page)
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nssc Change of Station Taxes and

Relocation Income Tax Allowance (RITA)

The “grossed up” amount is then used and applicable taxes are
deducted as follows:

Reimbursement with the WTA added $4760.00
Deduct: Federal Tax (25%) 1190.00
Deduct: State Tax (5%) 238.00
Deduct: Medicare (1.45%) 69.02
Deduct: Social Security (6.2%) 295.12
Amount Paid to employee $2767.86
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nssc Change of Station Taxes and

Relocation Income Tax Allowance (RITA)

Q. What is a Withholding Tax Allowance (WTA)?

A. WTA is an allowance given to you to offset the federal tax withheld
from your reimbursements.

On each relocation voucher processed, a WTA of 33.33% will be
calculated and paid to you to replace only the Federal tax

withholdings on your reimbursement. The WTA does not cover the
HIT, FICA, and State taxes.
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Relocation Income Tax Allowance (RITA)

Q. Does the WTA apply to all of my Change of Station reimbursements?

A. No. You will not receive a WTA to offset the withholding on your
Home Marketing Incentive payment. However, the Home Marketing
Incentive is considered income and the agency will withhold income
and employment taxes on it.
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Relocation Income Tax Allowance (RITA)

Q. How will I know when taxes are taken out of my voucher?

A. The NSSC will send an email with a scanned copy of your voucher
and worksheet showing the payment calculation. The amount paid to
you will be the net amount less the taxes.

National Aeronautics and Space Administration 8

RELEASED - Printed documents may be obsolete; validate prior to use.
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- Relocation Income Tax Allowance (RITA)

Q. What type of Change of Station (COS) vouchers are taxable?

A. The following vouchers when submitted and processed for payment

will be taxed:
Type of Voucher What will be taxed
En route Voucher Meals and Incidental Expenses only
_ _ All, including payment to third party such as airline ticket purchased
Househunting trip with the agency’s centrally billed travel account
Storage over 30 days, including payments made to a third party or
HousehOId GOOdS eXpenseS on emp'oyee’s beha'f
Miscellaneous expense All
Temporary Quarters All
Sale and Purchase of Residence All
Lease Break All
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nssc Change of Station Taxes and

Relocation Income Tax Allowance (RITA)

Q. Does the NSSC report the taxes withheld?

A. Yes. Moving expense reimbursements are reported to the IRS as
Income (supplemental wages, salary, or other compensation).

It will also be reported to the state where you incurred state income
tax liability.
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Relocation Income Tax Allowance (RITA)

Q. Will I receive a W-2 for the taxable income on my relocation
reimbursements?

A. Yes, the taxable withholdings will be included on the same W-2 you
receive for your salary income. A separate W-2 will not be issued.
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Relocation Income Tax Allowance (RITA)

Q. Will I receive a breakdown of the taxes withheld to support what is
reflected on my W-2?

A. Yes, the NSSC will send you Form 4782 showing a detailed
breakdown of reimbursements or payment of moving expenses. |t
will be provided to the employee by January 31 following the calendar
year in which you received the reimbursement or payment.
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NnssC

NASA Shared Services Center

Change of Station Taxes and

Example of form 4782

Relacation Payment Waorksheet
Center. MSSC 2003
Emplayee:

Relocation Income Tax Allowance

EOD: 000052003 AUTH: nesmansnsy (Gross Claim] | Amt, Paid o Moving exp. | Amt of FED
Amount Paid | 3rd Py[CBA] | Tatal Oeduction  |oovered tanable  [Subjto  [MotSubj [Wh  [HT |FICA  |5tate
tor Emipl. forEmpl.  |Faid wTe  i(pdtoEmpl  Jreimbursement  |Tawes  [toTawes |Taw  |Tan |Tan | Ta

Enroute Meals L .00 24500 TR0 JME0) 28600 Te0l  4f] oo 430
Enroute Lodging £3.29 0,00 £3.89 i i
Enraute Transpartation 400.24 o0f 40024 400.24 400.24
Hause Hunting Trip 0.00 0,00 0o 0o 0.00 0,00 000 ooof oo 000
Temparary Guarters 4032 000f 44832 14544 M43 BT 344 eeETl 000 22389
Mizcellanedus Expence Allawance 500.00 0000 500000 teeET S00.001  BEEET EE]  3E7 000 333
Leaze Breaking Expense 0.00 0.00 ooop 00 0.00 0.00 ooof ooof o 0o0p  0a00
Hame Marketing Incentive Award 430,00 000 9490.00 430,00 000 1230 52636 42450
Fieal Estate Expenzes 30 ATE000  306BEA0| 10787 ki || IR 07837 GZBG[  000] HAET
Guaranteed Home Sale 0.00 2045001 24100
Tranzsportation of HHG 0.00 ITEE| 13T EE .00 .00
st 30 dayz of Temp Storage 0.00 018 429008 0.00 0.00
Additional Temp Storage 0.00 ZE0EE2] 26066 GERAT ZROEE]  J4THA BEAAT G033 ooop AT
Entended Storage 0.00 0.00 0.00 0.00 0.00
RITA 21148 o) 22348 21348 RELATL ANl 000p  M0ET
Mabile Home in Lisu

of Household goods 0.00 ool 000 0.00 0.00
Grand Total 1857152 TIZIEAE]  I80798] 23485 47012 000454] 2404287 47002 288822 MBE) B2EIR 12024

National Aeronautics and Space Administration

RELEASED - Printed documents may be obsolete; validate prior to use.

13




nssc Change of Station Taxes and

Relocation Income Tax Allowance (RITA)

Q. What is a Relocation Income Tax Allowance (RITA)?

A. RITA is a moving expense allowance designed to reimburse eligible
transferred employees for substantially all of the additional Federal,
State and local income taxes paid as a result of a Change of Station
(COS) move. A RITA reimbursement is taxable.
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Relocation Income Tax Allowance (RITA)

Q. Who is authorized RITA?

A. Employees who transferred on or after November 14, 1983, in the
Interest of the Government from one official station to another.
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nssc Change of Station Taxes and

Relocation Income Tax Allowance (RITA)

Q. Who is not authorized RITA?

A. The following are not covered by RITA:
« New appointee, including student trainees

« Employees assigned under the Government Employees Training Act
(5 U.S.C. 4109)

« Employees returning from overseas assignments for the purpose of
separation

« Senior Executive Services (SES) Career Appointees exercising last move
home
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as Canter

Change of Station Taxes and

Relocation Income Tax Allowance (RITA)

Q. What type of expense or allowances are covered by RITA?

A. The following types of expenses or allowances are covered by RITA:

Type of Expense

Description

En route travel

Your travel (including per diem) and transportation expenses and those of your family for en route
travel from your old duty station to your new duty station

Household goods shipment

Transportation (including temporary storage) expenses for movement of your household goods from
your old duty station to your new duty station

Non temporary Storage
expenses

Allowable expenses for non temporary storage of household goods belonging to an employee
transferred on or after November 14, 1983, through October 11, 1984, to an isolated location in the
continental United States. Non temporary storage expenses are not covered by the RIT allowance for
transfers on or after October 12, 1984

Mobile home movement

Expenses for the movement of a mobile home for use as a residence when movement is authorized
instead of shipment and temporary storage of your household goods

Househunting trip

All of your travel (including per diem) and transportation expenses you and/or your spouse for one
round trip to seek a permanent home at the new duty station

Temporary Quarters

Your daily subsistence expenses (lodging and MIE) and those of your family during occupancy of
temporary quarters

Real Estate Expenses

Allowable expenses for the sale and purchase of your home, or expenses of settlement of an unexpired
lease at your old duty station

Miscellaneous Expense
allowance

Allowance authorized for defraying certain expenses associated with discontinuing a home at one
location and establishing a home at your new location
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nssc Change of Station Taxes and

Relocation Income Tax Allowance (RITA)

Q. What type of expense or allowances are excluded from RITA?

A. 'g?%g\ollowing type of expenses or allowances are excluded from

e Paid or reimbursed expense for shipment of privately owned vehicle
 Recruitment, retention, or relocation bonuses

« Home Marketing Incentive Payment
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Change of Station Taxes and

nssc .
weeeen - R@|lOcation Income Tax Allowance (RITA)

Q. Do | have to file a RITA voucher?

A. Yes. Employees who receive a WTA must file a RITA voucher.
NASA requires you to sign an agreement to submit this voucher as a
condition of your relocation. Failure to file will require repayment of

all WTA amounts paid to the employee.

19

National Aeronautics and Space Administration

RELEASED - Printed documents may be obsolete; validate prior to use.
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e R@location Income Tax Allowance (RITA)

Example of Agreement to Repay
Withholding Tax Allowance

In the event the employee violates
the terms of the service
agreement , no part of the RIT
allowance or the WTA will be paid,
and any amounts paid prior to
such violation shall be a debt due
the United States that the
employee will have to pay back.

National Aeronautics and Space Administration

NSSC-Fomm 0028
Rewision: Basic

AGREEMENT TO REPAY WITHHOLDING TAX ALLOWANCE

Withholding Tax Allowance — Each time an employes is reimburzsed for moving
expenses which are subject to Federal withholding tax, a withholding tax
allowance (WTA) is calculated. The WTA is paid by the Government as an
advance toward the final Relocation Income Tax allowance (RITA). The NSSC
Finance Division applies a WTA to taxable reimbursements each time a claim
{woucher) is processaed.

Relocation Income Tax Allowance (RITA) — Public Law S8-473, enacted
October 12, 1884, authorized payment of Relocation Income Tax allowance to
cover addiional taxes incumed because of rrimbursement for covered taxable
moving expenses. AL the beginning of each taw year, the NSSC Finance Division
will send an explanation letter and certification forms to the employees who
received a withholding tax allowance on taxable moving expenses during the
previous year.

Employeess who recsive taxable reimbursements for pemansnt change of station
expenses are required to submit a claim for the RIT allowance.

EMPLOYEE AGREEMENT FOR REPAYMENT OF THE WITHHOLDING TAX
ALLOWANCE

In compliance with the Federal Travel Regulation 202-11_7i{), | agree to:

# Submit the reguired tax information (W-2 forms, 1040-5Schedule SE, MSSC
Form-D0258), and claim for the relocation income tax (RIT) allowance within a
reasonable length of time after the receipt of the RITA package from the
MNS5SC Finance Division. (The RITA packages are sent cut at the beginming of
each tax year.) Failure of the employes to comiply with this requirsment will
preclude the agency’s payment of the withholding tax allowance (WTA). The
entire WTA will be considered an excess payment if the RIT allowance claim
is not submitted.

= Repay MASA any excess amount paid as a withholding tax allowance (WTA).

Employee’'s {Transferee) Signature: Drate
20
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nssc Change of Station Taxes and

Relocation Income Tax Allowance (RITA)

Q. When do | file RITA?

A. You will file for the RITA in year 2 following the year (year 1) you
receive reimbursement for your moving expenses.

« Year 1 will always be the calendar year that reimbursements are
received.

« Year 2 will be the calendar year in which the RITA is computed and
actually paid.

For example:

You received reimbursement for your moving expenses in June of
2008 Eyear 13. You will file for the RITA allowance in calendar year

2009 (year 2
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nssc Change of Station Taxes and

Relocation Income Tax Allowance (RITA)

Q. If my PCS reimbursements are paid over two or more calendar
years, will | be required to file multiple RITA vouchers?

A. Yes. RITA vouchers may need to be filed in more than one year,
since relocation reimbursements could be extended over two or more
years.

For example:

If you received PCS reimbursements during calendar year 2009 (year
1) you will file the RITA claim in calendar year 2010 (year 2).

Next, you receive an additional reimbursement in calendar year 2010
(year 1, again) you will file the RITA claim for this reimbursement in
calendar year 2011 (year 2).
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nssc Change of Station Taxes and

Relocation Income Tax Allowance (RITA)

Q. How do | file for RITA?

A. The year after the tax year that you are reimbursed for relocation
expenses, you must file a claim for the RITA on a Standard Form

(SF) 1012 (Travel Voucher).
The following list must be attached to the signed SF 1012:

. Completed and signed NASA form 1632 (Relocation Income Tax Allowance
Certification)

. Copies of W-2s for employee and spouse (if applicable) and/or 1099-R (for
Military Retirement Only) for the year of the RITA you are filing

. Copies of 1040 Schedule SE (Self Employment) tax form for employee and
spouse (if applicable) for the year of the RITA you are filing
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Change of Station Taxes and

e R@location INncome Tax Allowance (RITA)

T DEPANTAENT ON ESTABLISTIENT, 2. TYPE OF TRAVEL 3. VOUCHER NO.
TRAVEL VQUCHEH BUREAU, DIVISION, OR OFFICE
(Read the Privacy Act
tatement on the TEMPORARY DUTY 4. SCHEDULE NO.
back) PERMANENT CHANGE
OF STAT
o NANE (Lost, 7ist, middie mitial b. SOCIAL SEz:uRn-Y NUMBER 6. PERIOD OF TRAVEL
frry a. FROM b. TO
(v
=
o-[c. MAILING ADDRESS (include ZIP Code) d. OFFICE TELEPHONE NO. 7. TRAVEL AUTHORIZATION
ec| =, NUMBER(S)
=i
=
o
=
< N—
E[c. PRESENT DUTY STATION T. RESIDENCE (City and State]
15 10. CHECK NO.
8. TRAVEL ADVANCE 9. CASH PAYMENT RECEIPT 11. PAID BY
a. Outstanding | a. DATE RECEIVED b. AMOUNT RECEIVED
b. Amount to be applied | 5
c. Amount due Government | <. PAYEE'S SIGNATURE
(Attached: [ creex [ casm
d.Balance outstanding I
12. GOVERNMENT | hareby assign to the United States any right | may have against any parties in connection with reimbursable e
ARANEEFaTATION portati n i below. under cash payment procedures (FPMR 101-7). >
TICKEsTFéDn?;‘A;LﬁRN
" WITH CASH AGENT'S BEUING ey DATE POINTS OF TRAVEL
"L’S',by, Fmbar Balaur VALUATION CARRIER SERVICE
and attach passenger AT ISSUED
& if cash is used OF TICKET ftnitiats) AND AGCOM- FROM TO
show clair on reverse MODATIONS
Example of SF 1012
T3 1 cerdfy ihes this voucher is tue and correct to the hest of my krowledge and bellef, and that paymert or eredic has not |
en received by me. \When applicable, per diemn claimed is based on the average cost of lodging incurred during the period
-+ Covered by this veucher. |
TRAVELER FMEEN. AMOUNT ’ |
SIGN HERE CLAIMED =3
NOTE: Falsification of an item in an expense account works a forfeiture of claim (28 U.S.C. 2514) and may result in a fine
of not more than $10,000 or imprsonment for not more than 5 years or both (18 U.S.C. 287; i.d. 1001).
T4, This voucher 1s approved. Long distance telephone calls, 1T any, are ¥ TY TON FNANCE OFTICE USE ONLYV T
i the ntarest of e Goevormment. (NOTE. - IF long distarce talsphons calls are included, COMPUTATION 5
the approving official must have been authorized in writing by the head of the |
department or agency to so certify (31 U.S.C. 680a). >DIFFER-
DATE IF ANY |
(Explain \
APPROVING
and show I
OFFICIAL amount)
SIGN HERE I
5. TOTAL VERIFIED CORRECT FOR
15. LAST PRECEDING VOUCHER PAID UNDER SAME TRAVEL AUTHORIZATION A T e [
a. VOUCHER NO. b. D.O. SYMBOL c. MONTH & |
YEAR - .
i Certifier’s _Initials: $ |
16. THIS VOUCHER IS CERTIFIED CORRECT AND PROPER FOR PAYMENT '=—&PPEED”ZSWT':"%EL”ADVANCE
al):
AUTHORIZED DATE - ” |
CERTIFYING I
OFFICIAL 4. NET TO TRAVELER
SIGN HERE $ |
18. IFICATION
NSN 7540-00-634-4180 STANDARD FORM 1012 (REV. 10-77)

Prescribed by GSA, FPMR (41 CFR) 101-7
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@’- s ot e Relocation Income Tax Allowance
brmrmareg Certification

IF.AVEIFE., TolaT. Qo0n-11-0000

01072002 (2IZHVE1E0000 Wil ez
SECTICH N - SLLOWESHTE DUAT A

Example of RITA e T o
Certification Form

I = I
(NASA Form 1632) - - -
I:I- I
I:I. ! B

1/WWECERTIFYT HAT THEIH FOFMATICH (SHIWEH SaBTWE IS HECESZARY FOR CALZULATIHG THE FTA T3 WWHIEEZH | JW
MAY EE EHTITLED, H&2 EEEHN "o 1o Sie Oten | BYME ‘o Jolnnfpy e oy sooltscl WIT H AFPLICAELE FEDBERSL, STATE
SHD LDTal TAaxX AUTHORTIESZ FORTHE aBEWEREFEFENCTED T AX YTEAFR. |/ WE AL $D EFTIFY THAT THE AaBOVE
IHFDFMATIOH 12T FUEAHD S :URSTETO THE EBEST OFM Y JOURE I\-HEI'."H.LEIIIBE I .-"-\.'E.-q.GF:EETD HOTIFYTHE
AHAHALSL MAaHASEMENRT O FACE OF SH Y CHAHGES TOTHE SEBEYE (Lo, froom soseaoeg T ool By sudlrs, erc )
FOTHAT AFFROFRIATEADJUSTMERTSTOTHE RELCESATIOH THGDMET &0 AL I. Cl'.*..--\HD EZAH EE M.--\D E

Tolo Frsmka Toan Tl 04012008
ML SR PO e 2 - -
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nssc Change of Station Taxes and

Relocation Income Tax Allowance (RITA

Q. Where can | go to get forms and examples of RITA vouchers?

A. Instructions on how to file a RITA, forms required, and sample forms
maybe found on the Change of Station web site at

https://www.nssc.nasa.gov/portal/site/customerservice

- Select Travel

- Select Change of Station

- Select References

- Select Examples of Change of Station Forms

- Check Relocation Income Tax Allowance (RITA)
- Click Submit

Or, call the NSSC Customer Contact Center (1-877-677-2123) to
speak with a representative with any questions you may have
regarding this process.
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nssc Change of Station Taxes and

Relocation Income Tax Allowance (RITA)

References:
« Federal Travel Regulations Part 302-17
 NASA Financial Management Manual (FMM) 9760 — 9765
« NASA Procedural Requirements (NPR) 9700.1 Appendix A
« |RS Publication 521, Moving Expenses
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