ADDENDUM A.

INTERNATIONAL ASSIGNMENT LETTER 

FOR FACULTY OR EXEMPT STAFF

THIS IS IN ADDITION TO THE OFFER LETTER

DATE

PROSPECTIVE EXPATRIATE

ADDRESS

Dear PROSPECTIVE EXPATRIATE:

This is to confirm the assignment to CITY, COUNTRY, as part of your proposed faculty appointment as FACULTY TITLE/EXEMPT STAFF TITLE in the University of Maryland School of SCHOOL’s Department of DEPARTMENT/HIRING UNIT.  The start date of the assignment is START DATE and anticipated to continue until EXPATRIATE APPOINMTMENT END DATE, assuming successful annual renewals of your faculty appointment.  You will report to Dr. SUPERVISOR, SUPERVISOR ADMINISTRATIVE AND ACADEMIC TITLES of DEPARTMENT, who will be based in CITY, STATE OR COUNTRY.

To assist with your assignment, the following will be provided, and subject to limits, terms and conditions in the attached UMSOM Policy & Guidelines on Benefits and Allowances for Expatriates, UMB International Travel Risk Policy and the UMB Policy on Travel [INCLUDE ONLY THOSE THAT APPLY AND INCLUDE ANY TIME LIMITATIONS IF APPLICABLE]:

· Emergency Evacuation Insurance paid by the University (not reported by University as part of taxable income)

· Travel to CITY, COUNTRY from your residence at the beginning of the assignment; procured by the University (not reported by University as part of taxable income)

· Travel from CITY, COUNTRY to your residence at the end of the assignment; procured by the University (not reported by University as part of taxable income)

· Round trip shipping allowance based upon actual costs resulting from the selected vendor after soliciting at least three competitive bids of international shippers on a weight basis (generally not to exceed 20,000 lbs) (not reported by University as part of taxable income).

· Storage allowance up to a maximum of $300/month reimbursement during your assignment (not reported by University as part of taxable income).

· Salary Allowance(s) (biweekly amount(s) computed on your annual base salary of $BASE SALARY).  These allowances will be paid through your paycheck and are reported by the University as part of your taxable income:  

· Expatriate Living Cost Allowance
$BIWKLY AMT    ($ANNUAL AMT)

· Hardship Allowance
   

$BIWKLY AMT    ($ANNUAL AMT)

· Danger Pay 

    

$BIWKLY AMT    ($ANNUAL AMT)

· [OPTIONAL]Housing Provision Description or Allowance:  A housing allowance not to exceed $MONTHLY HOUSING ALLOWANCE per month will be provided.  This rate is based on your family size (total number relocating including you and immediate family authorized to accompany you) and living costs in CITY, COUNTRY.  Housing allowances may be advanced if required to engage in a long term lease (see Addendum D of University of Maryland School of Medicine Policy & Guidelines on Allowances and Benefits for Expatriates).  This benefit will be reported by the University as part of your taxable income.

· [OPTIONAL]Home Leave Travel: If your assignment is for one-year or more, after six (6) months in country, you will be provided with reimbursement for one round-trip ticket to your home of record and annually thereafter.  This will be reported by the University as a part of your taxable income and will be reimbursed to you in your paycheck.

· [OPTIONAL]Primary and Secondary Education Allowance: An education allowance for [#] of your school-age minor dependent children authorized to travel with you, not to exceed $ANNUAL EDUCATION ALLOWANCE per year.  The education allowance may be advanced (see Addendum D of University of Maryland School of Medicine Policy & Guidelines on Allowances and Benefits for Expatriates).  This benefit will be reported by the University as part of you taxable income and will be paid out to you in your paycheck.

· [OPTIONAL]Educational Travel:  After six (6) months in country, reimbursement for one round-trip ticket to [LOCATION OF SCHOOL] to visit your dependent child[ren] and annually thereafter as long as your child[ren] is[are] attending school full-time at a distant location from the assignment location.  This will be reported by the University as part of your taxable income and will be reimbursed to you in your paycheck.

Guidelines for living costs, danger, hardship, housing and education allowances are based primarily on U.S. Department of State allowance schedules (or other provider in locations where U.S. Department of State data is not valid, available or appropriate).  Allowances will be reviewed at least annually upon the anniversary date of the assignment, and may be increased or decreased as conditions warrant.

As a University of Maryland, Baltimore employee, you receive standard benefits for an exempt employee including annual leave, health, and retirement benefits.  Please see http://www.hr.umaryland.edu/benefits/  for more information on benefits and refer to the attached policies (UMSOM Policy and Guidelines on Allowances and Benefits for Expatriates, UMB International Travel Risk Policy and the UMB Policy on Travel) for further clarity as it relates to international travel and benefits.

As a result of accepting this international assignment, you may be responsible for filing taxes in your home country and possibly the host country.  UMSOM strongly advises that you seek professional tax guidance.  More tax information is available in government publications including the “Tax Guide for U.S. Citizens and Resident Aliens Abroad,” Publication 54 of the Department of Treasury, Internal Revenue Service (www.irs.gov).  
Any questions as to how current policies and practices will apply to you while abroad should be addressed to your immediate supervisor.  Please sign and return this letter and the attached release of liability prior to your departure.

On behalf of the University, I would like to thank you for your participation in this assignment.

Sincerely,

[DEPARTMENT CHAIR FOR FACULTY / HIRING SUPERVISOR FOR EXEMPT STAFF]

This letter is an addendum to the conditions of my offered or existing employment and by signing this addendum, I agree to the above additions.

______________________________

________________

PROSPECTIVE EXPATRIATE


Date

I hereby confirm receipt of this signed addendum and accept it on behalf of the University of Maryland, Baltimore.

______________________________

________________

UMB Supervisor residing in Maryland

Date
Addendum A
1
March 19, 2010

