Human Resources Procedure
Work Activity Outside of Alaska

Purpose: To describe the responsibi lities and process of reporting
employees who are performing work outside the state of
Alaska.

Target Audience : University Employees
University Departments
Regional HR Offices

General Guidelines

8QLYHUVLW\ GHSDUWPHQWYV PD\ SHUPLW RU DVVLJQ VSHFLILF
VWDWH RI $ODVND IRUYPOXBXPIUWEDRRNVQJ DQG UHVHDUFK

HPSOR\HH SHUIRUPV 8QLYHWVR @ \RXRIML BMW WKHRFWDWH Rl $0
OHQJWK RI WLPH WKH 8Q LLYRHQ WIRNFE RKAS/OD @ LRAEKO MKMW W D[ DQ G
UHODWHG ODZVIRQGVRH FRIODQW U\ LQ ZKLFK WKH ZRUN WDNHV

7TKHVH SURFHGXUHYV KDYH EHRHW WHKWLGE SORAMRKHQIMMANILR QDO +!
RINLFHVY RQ WKH FROOHRBRWIGRDQVRI QMK QG PR LI HQWLI\ DQG G
VWDWH RU IRUHLIJRLEPRXQ WRUY WHKHWYHDDVVLIQPHQWYV

$00 RXW RI VWDWH ZRUN IR AW LEALWK 1? XOHWV FHHIF RHYW FDP S XV H\
EDVLV IRU |DFEKWDWLILWER A RQ 2L DROQEHL WK FMRKHVINBOHZDO RI V
DSSRLQWPHQW OH@RVBHXDUDRWHH LWRE WHIDUNVWORQ\RWKH HPSOF

33% &&&

&RPSOHWH WKH RQOLQH 3:RUN 2XWVLGH RI $ODVND !
KWWS JRR JO IRURY HRDO/KMO-MRRWNROE FRRQGLWLRQV C
D 7KH HPSOR\HH LVQHREUNZIRUNLWD ZIRXWVLGH WKH \
$ODVND IRU FRQVHFXWLYH GD\V
E 7KH HPSOR\HH LV QREWNZRUNRWZIRXWVLGH WKH \
$ODVND IRU DQ\ OHQJWKORIJWQPHAVOLGEH QW RI D V
FRXQWU\ RXWVLGH WKH VWDWH RI $ODVND

‘RUN $FWLYLW\ 2XWVLGH $ODVND GRHFYLVHG R



Work Activity Outside Alaska (Continued)

NOTE: 9HULI\ WKDW WKH HPBUBG GG WHWMH RQ BIIQQQH UHTXHVW

:RUN $FWLYLW\ 2XWVLGH $ODBND LRI R



Work Activity Outside Alaska (Continued)

6 XEPLW WKH DB IHDEIOKHROW MWR WKHWDIRERWISHUVRQ
RIILFH $ OLVW RI ZLWKKROGLQJ FHUWLILFDWHYV E\ VW
KWWS DODVND HGKX[BZO MK KROMWDWBHMHAB OLVW SGI

NOTE: ,1 DQ HPSOR\HH UHIXDBOVWKR VRUGWLW QLWH GRFXPHQW ZLC(
IRU IXUWKHU DSSURYDO

7KH 8QLYHUVLW\ RI $ODWHGDWR DIHIRRORO G HDTXRLDSSOLFDEOH V
WD[HV ZKHWKHU RU QRW WRHWRG R VHWHD KB ZMR\EKIKIREODWEH Q J7 K
PLQLPXP WD[ ZLWKKROGLQJZHDOXLEH®WHWKXOWHUD®W®\ VSHFL|
SDUWLFXODU VWDWHKLFG& WKHK RPBORWNH QV ZRUNLQJ

6XSHUYLVRU
5HYLHZ WKH LQIRUPDWQRWY SQ RMWKLHG BEFEAPWKH 6 WD W I
$FFRXQWDQW DQG WKH HPSOR\HH
B3URYLGH WKH EXVLQHVV MXVWLILEDWLRQ IRU UHTXH
$ODVND
3URYLGH LQIRUPDRRRMXRQ QUKBII WHIDMHQW UHJDUGLC
HPSOR\HHYV VFKHGXOH DV QHHGHG
6LIQ WKH GRFKXPHORWY SWHG E\ 'RFX6LJQ

'HDQ 'LUHFWRU
SHYLHZ WKH LQIRUPDWLRH 6SWIRWHGHGH 7D[ $FFRXQW
HPSOR\HH DQG WKH VXSHUYLVRU
3URYLGH DQ\ DGGLWLRRODSREIRPRH QRGBS RWR WKH ZRU
RXWVLGH RI $ODVND
6LIQ WKH GRFXPHUORWY SWHIG E\ 'RFX6LJIQ

5HJLRQDO +5 'LUHFWRU
S5HYLHZ WKH LQIRUPDWLKRH 6SWIRWHGHGH 7D[ $FFRXQW
HPSOR\HH VXSHUYLVRU DQG GHDQ GLUHFWRU
B3URYLGH DQ DVVHVVENGWWRYULWKRXWVLGH RI $ODVN
B3URYLGH D UHFRPPHQGDWKIHR (R URUSEKRHW KWU 2XW VLG |
$ODVND VKRXOG EH DSSURYHG RU GHQLHG E\ WKH FC
GHVLJQHH
6LIQ WKH GRFXPHURWY IWHIG E\ 'RFX6LJIQ

&DPSXV &KDOQOFHOORU RU GHVLJQHH
5HYLHZ DOO IRUPV D Q GNIK}G:I[RADNW SIKBKWWNIGKIN BRI $ODVN
UHTXHVW LV
% DSSURYHG DV LV
% DSSURYHG ZLWK PRGLIRVWLR/QYW PRGQIRMFHDAAVWR EH
RU
% GHQLHG WKH UHDVRWY HRULQKQEDW & WR EH YDOL

6WDWHZLGH 5LVN 6HUYLFHYV
S5HYLHZ WKH LQIRUPDWDRQWE B Gl PO HIRY HOHG E\
WKH 8QLYHUVLW\TV WQ\HUWIQFRPBBAGVZRVLRQ SROLFLE

:RUN $FWLYLW\ 2XWVLGH $ODBND LRI R


http://www.alaska.edu/files/hr/state_tax_withholding_certificate_list.pdf



http://www.alaska.edu/files/hr/work_activity_outside_ak_cancellation_ent.pdf

