ADDENDUM D.

UMB EXPATRIATE ALLOWANCES

BUSINESS PROCESS FOR HOUSING AND EDUCATIONAL ALLOWANCES

ADVANCES

1. The department submits a Working Fund Request requesting the advance along with a lease/ contract, and/or tuition invoice/statement as supporting documentation that indicates the amount must be paid in advance.












2. The employee receiving the advance allowance must return the original receipt to the Department of Financial Services after payment is made.






3. The department must submit an Allowance Advance Recovery form (http://www.fincsvc.umaryland.edu/payroll/images/Allowance-Advance-Recovery-Form.doc) at the time of the Working Fund Request that indicates the allowance amounts that will paid and recovered over a specified period of time.








4. The appropriate project ID will be charged based on the Employee Funding Profile.












5. Each Payroll Advance Recovery will be processed along with the recognition of the income (the housing and/or educational allowance), and the appropriate taxes will be withheld.












6. At the end of the advance process, all appropriate taxes will have been withheld, payment of additional income will be made, and the total amount will be charged to the project ID.
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