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1. Is a District Supervisor considered a state employee?

ANSWER:  District Supervisors are considered state employees for employment tax purposes.  As a result, per diem, meals and mileage compensation must be made as a temporary employee of the State instead of a contractual employee.  As a temporary employee, the following conditions apply:   
· District Supervisors do not receive total state service credit.
· District Supervisors do not earn any kind of leave.
· District Supervisors do not receive health benefits.
· District Supervisors do not contribute to the retirement system.
· District Supervisors do not receive severance pay or priority reemployment consideration.

2. Do I have to complete an I-9 if I am waiving all reimbursement.
ANSWER:  Yes,  All District Supervisors are considered state employees for employment tax purposes, therefore everyone must complete an I-9.  
I-9 Section 1 Only with Signature and Date NOTE:  Form I-9 requires the reviewer to see the applicant’s ORIGINAL SIGNED Social Security card and driver’s license or other acceptable form of identification.  If you provide identification other than the Social Security card and driver’s license (ex. Passport), you MUST still provide a copy of your social security card for payroll.
3. Do we need to send in a copy of the documents used for the I-9?

ANSWER:  Yes, we need copies of any documents used for the I-9 (social security card & drivers’ license or passport) and the social security card if completing the tax forms to receive compensation.

4. On the I-9, page 2, what is the response for “employees first day of employment”?

ANSWER:  If the supervisor was sworn in prior to January 1, 2017 the start date is 01/01/2017.  If the supervisor was sworn in after January 1, 2017 the start date would be the first official day of service.

5. If a District Supervisor wants to continue to receive their per diem, meals and mileage, what forms do they need to complete?
ANSWER:  Districts Supervisors must complete and return the following forms in order to continue to receive their per diem, meals and mileage.
a) Employment Understanding & Decision of Payment / Waiver Form – Sign and check the box indicating that “you do wish” to receive the stipend, meal, mileage and other reimbursement for your services.
b) Employees Withholding Allowance Certificate (Form W-4)
c) Employee’s Withholding Allowance Certificate (Form NC-4EZ)
d) Employment Eligibility Verification (Form I-9) – Section 1 Only with Signature and Date NOTE:  Form I-9 requires the reviewer to see the applicant’s ORIGINAL SIGNED Social Security card and driver’s license or other acceptable form of identification.  If you provide identification other than the Social Security card and driver’s license (ex. Passport), you MUST still provide a copy of your social security card for payroll.

6. Can I send a copy of my expired driver’s license?
ANSWER:  No.  The driver’s license must be current, not expired.
7. Does the division need a copy of my social security card?
ANSWER:  Yes, if you plan to claim any travel related expenses or per diem you will need to provide a copy of your social security card for payroll purposes.
8. Will the per diem, meals and mileage received by a District Supervisor have taxes withheld prior to payment?

ANSWER:  Yes.  The per diem, meals and mileage payment received by a District Supervisor will have Federal and State taxes withheld, as well as withholding for Social Security and Medicare tax.

9. What is the tax rate on the stipend and per diem?

ANSWER:  The tax rate for withholding depends on the individual’s other taxable income.

10. If a District Supervisor signs and submits the waiver form indicating their intent to waive their per diem, do they have to turn in any other paper work?
ANSWER:  Yes, all supervisors must complete an I-9 form.

11. To whom do the District Supervisors need to send their information?
ANSWER:  The completed forms should be sent to Ms. Bria Wortham at the Division of Soil and Water Conservation, 1614 Mail Service Center, Raleigh NC 27699-1614.  Faxed or emailed I-9’s, W-4, NC-4 are NOT acceptable.  The original documents need to be mailed to the Division. 

12. If a District Supervisor waives the per diem, meals and mileage, can they change their decision at a later date?

ANSWER:  YES
13. Does the per diem paperwork have to be completed as part of a District Board meeting?  

ANSWER:  No.  

14. If a District Supervisor chooses to waive their per diem, meals and mileage, will they continue to be eligible to be reimbursed for area meeting registration?

ANSWER:  Yes, only if a form I-9 has been completed.  However, they would not receive per diem or other travel expenses outside of registration fee for the area meeting.

15. How will this impact reimbursement for the annual meeting?  

ANSWER:  Reimbursement for registration will remain unchanged.  However, if a supervisor waives their per diem, meals and mileage payment, they would not receive per diem for the annual meeting, area meetings, board meetings or other eligible supervisor activities.

16. Will the per diem, meals and mileage payment be made by direct deposit?

ANSWER:  Per diem will always be paid by check.  Meals and mileage will be paid by check when taxable.  Registration reimbursement will always be paid by direct deposit.  Meals, mileage, hotel, and parking reimbursement will be paid by direct deposit for overnight meetings.

17. Does the change in requirement for tax withholding for per diem, meals, and mileage received by District Supervisor’s cause any changes for District Supervisors that are also state employees?
ANSWER:  No. District Supervisors that are otherwise state employees are not eligible to receive per diem.  Therefore, this does not change their eligibility for reimbursement
18. When do we fill out the travel reimbursement form?  If a supervisor decides to waive compensation, how will they get reimbursed for Area Meetings and for attending the Annual Meeting?

ANSWER:  The travel reimbursement form will only be used for the following:
1. Registration Fees; i.e. Area Meetings, Annual Meeting, Supervisor Basic Training
2. Meals, mileage and hotel reimbursement for overnight Meetings; i.e. Annual
Meeting
3. All District Supervisors who are state employees will continue to use the travel
reimbursement form for all expenses ( registration fees, hotel, meals and mileage)
 
                                 The time sheet form will be used for the following:
1. Per diem (for any and all meetings)
1. Meals and mileage for day travel; i.e. local board meetings, Area Meetings, spot checks, Supervisor Basic Training

19. What about Area Meetings?  They aren’t overnight meetings, so which form do we use for those?

ANSWER:  You would use both forms if supervisors are receiving compensation.  Time sheet for (1) per diem, (2) meals, and (3) mileage; travel reimbursement form for (1) registration fees.  If not receiving compensation, you would submit the travel reimbursement form for registration fees only, as long as the supervisor has completed the I-9.

20. Do the districts need to keep copies of the completed paperwork on file, and if so, for how long?

ANSWER:  The Division of Soil & Water Conservation will serve as the record-keeper / custodian for these forms.  The Districts may want to keep a copy of the “waiver” form on file so they know in the future which choice the supervisor made for travel reimbursement purposes.


12/06/2018
