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      SOURCE CODING
FA - 1350  (REV. 7/2010)
LONG TERM ASSIGNMENT (LTA) INFORMATION AND CERTIFICATION OF SUBSISTENCE RATES
STATE OF CALIFORNIA • DEPARTMENT OF TRANSPORTATION
TAXABILITY: Long-term assignments over one year (365 days) and personal expense differentials are considered taxable income to the employee and taxed accordingly.  See the Travel Guide, Taxable Employee Fringe Benefits at http://www.dot.ca.gov/hq/asc/travel/taxinfo.htm for current tax rates.I certify that the above information is correct.  I understand the taxability liability that may be associated with long-term assignments.
DISTRIBUTION:	Accounting			Employee			Supervisor			Personnel (when applicable)
PERSONAL INFORMATION NOTICE
Pursuant to the Federal Privacy Act (P.L. 93-579) and the Information Practices Act of 1977 (Civil Code Sections 1798, et seq.), notice is hereby given for the request of personal information by this form.  The requested personal information is voluntary.  The principle purpose of the voluntary information is to facilitate the processing of this form.  The failure to provide all or any part of the requested information may delay processing of this form.  No disclosure of personal information will be made unless permissible under Article 6, Section 1798.24 of the IPA of 1977.  Each individual has the right upon request and proper identification, to inspect all personal information in any record maintained on the individual by an identifying particular.  Direct any inquiries on information maintenance to your IPA Officer.
 18.  I request the following allowances:                
Short-term allowance until long-term accommodations are located but not to exceed 15 calendar days after reporting date
Short-term allowance until long-term accommodations are located but not to exceed 30 calendar days after reporting date (requires supervisor's approval)
Long-term Assignment Differential
Commute mileage in lieu of subsistence (requires supervisor's approval)
Personal Expense Differential
(Non Commercial)
One-half long-term accommodations (daily rate option)
with commercial establishments
Full long-term accommodations with
commercial establishments
Short-term allowance for more than 30 consecutive days from reporting date (if approved by the Accounting Office, Travel Policy Section)
 15.  I have the following dependents:  (As defined by IRS Standards)
None
Children
Parents
Other (Relationship)
Spouse
 16.  During this assignment, I
 will
 will not maintain my primary residence at a net expense to me in excess of $200.00 per month.  (Check One)
 17.  During this assignment, my dependents
 will
 will not remain at my primary residence.  (Check One)
 6.  Number of Miles Between the Following Locations:
HQ and LTA Residence
Primary Residence and LTA Residence
LTA Residence and LTA Jobsite
Domestic Partner
*
UNIT
PROJECT
PHASE
REPORTING
OBJECT
SUB-OBJECT
ACTIVITY
SUB-ACTIVITY
FY
* Commercial establishments are defined as apartments, rental homes or rooms, hotels, comdominiums, etc. (Rental agreement required)
*
Effective Date:
Effective Date:
For individuals with sensory disabilities, this document is available in alternate formats.  For information call (916) 654-6410 or TDD (916) 654-3880 or write Records and Forms Management, 1120 N Street, MS-89, Sacramento, CA 95814. 
ADA Notice
Employee's Signature
Supervisor's Signature
DEFINITION:A long-term assignment (LTA) is defined as any assignment of 31 days or more to a given location other than headquarters.  Thirty (30) consecutive days are interpreted as traveling to one location for a period of 30 consecutive calendar days (not paid per diem days) regardless if the employee returns to their home on any weekend or regularly scheduled day off.  While they may not be compensated, trips to the employee's primary residence or headquarters on the employee's regularly scheduled day(s) off, travel assignments, personal trips or promotions do not interrupt the continuity of the LTA.  The LTA terminates when the employee is assigned to another geographical area and is required to terminate their long-term accommodations.Employees should review the Caltrans Travel Guide at http://www/dot.ca.gov/hq/asc/travel/lta.htm for rates and policies for long-term assignments.Instructions:Employees must complete this form and submit it to their supervisor for approval.  A revised form must be submitted whenever a change occurs (i.e., length of assignment).  If the location changes, a new form must be submitted.  A copy of the form must be submitted to the Travel Policy Section, MS #25 or faxed to (916) 227-8662/8-498-8662 before any LTA expenses can be reimbursed.When an employee's primary residence will not be occupied by his/her  dependents, documentation must be attached verifying out-of-pocket net expenses exceeding $200 per month.  Documentation should include a copy of your rental agreement or mortgage statement (payment coupons are acceptable) and evidence of payment (copy of most recent canceled check, or copy of the check and bank statement showing the check was cashed or automatic payment statement.)Changes to the assignmentWhen changes are made to the FA 1350, it is the employee's responsibility to submit an approved revision to the Travel Policy Section.A new form is required when the assignment is changed to another geographical location.  A geographical location is defined as an area within a 50-mile radius.To ensure proper reporting of expenses, a copy of the FA 1350 must be attached to each travel expense claim submitted for reimbursement.  In addition, the Purpose of Trip should indicate the employee is on a long-term assignment.Taxability:Long-term assignments exceeding one year (365 days) and personal expense differentials are considered taxable income to the employee.  See the Caltrans Travel Guide, Taxable Employee Fringe Benefits at:  http://www.dot.ca.gov/hq/asc/travel/taxinfo.htm for current tax rates.  NOTICEInformation requested is mandatory.  This information is used to determine the proper subsistence rate as provided under Department of Personnel Administration (DPA) regulations.  Failure to provide all or any part of such information will result in nonpayment.  The principal purpose of the requested information is to ensure that the proper subsistence rate is applied.
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