[bookmark: _GoBack][image: Description: UMass logo]UNIVERSITY OF MASSACHUSETTS	TAXABLE PERSONAL USE OF                          
333 SOUTH STREET, SHREWSBURY, MA  01545	UNIVERSITY-PROVIDED VEHICLES
	
Instructions: Use this form to document the business- and personal-use of a university-provided vehicle and to calculate the taxable benefit of the personal use.  Complete a separate form for each vehicle used during the reporting period.  Completed forms must be submitted no later than November 30 each year.  See, Policy & Guidance Memorandum HR-501, Taxable Personal Use of University-Provided Vehicles.

For the period November 1, __________ through October 31, ___________
	I. Employee

	Name:
	Employee  ID:
 



	II. Vehicle

	Make:
	Model
	Year
	Year vehicle was initially provided:

	Did you use this vehicle for the entire period listed above?
                Yes                No
	If No, enter the dates of use:

	
	From:
	Through



	III. Mileage

	Beginning  Odometer Reading (11/1):
	Ending Odometer Reading (10/31):
	Total Miles:
	Total Business Miles*:


*Attach completed form HR-4A, MILEAGE LOG FOR UNIVERSITY-PROVIDED VEHICLES to document business miles.

I hereby certify that, to the best of my knowledge, the information provided above is accurate and complete.

_____________________________	____________
Signature	Date

	IV.  Calculation of Taxable Personal Use (to be completed by Human Resources)

	Total Miles . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
Total Business Miles . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
Total Personal Use Miles (Total Miles – Total Business Miles) . . . . . . . . . . . . . . . . . . . . . . . . . . . 
Percentage of Personal Use (Personal Use Miles / Total Miles) . . . . . . . . . . . . . . . . . . . . . . . . . .
Fair Market Value when the vehicle was initially provided . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
Annual Lease Value (see Internal Revenue Service Annual Lease Value Table)[footnoteRef:1] . . . . . . . . . . . .  [1:  If vehicle is retained for more than four (4) years, a new Annual Lease Value must be calculated.] 

Taxable personal use (Annual Lease Value x Percentage of Personal Use)  . . . . . . . . . . . . . . . .
Value of university-provided fuel (total personal use miles x 5.5 cents) . . . . . . . . . . . . . . . . . . . . 
	_________________
_________________
_________________
_________________
_________________
_________________
_________________
+_______________
	

	Total Taxable Benefit . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
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