PROCEDURES FOR SALARY ADVANCES
FOR NEW FACULTY, STAFF AND GRADUATE STUDENT STAFF

Sahkry advancs for new facu by, staffand graduat studentstaff, willbe avai kb I from
the Purdue Research Foundation (PRF) folbwing the proccdures Bsted be bw:

1. Intrestfree sabhry advancs willbe avaibhb Bup tothe amounts shown be bw:

$1,200 for new graduat staffappointment™;and,
$3,000 for new fu ltime facu by or prokssiona ktaffappointm ents.

2. Sahry advanc app Ications are avai hb I in acade micdepartm enthusiness offices. The
app Ication inclides a prom issory not and payro Bde duction auth orization. The
app Ication shou B be signed by the empbyee and certified by the departmenthead or
hisAier designee.

The sabkry advance willbe paid bad th rough payro Bdeduction spread exen ¥ oer
t ree pay periods.

3. Requestsreceived by 10:00 am.atPRFwilresu kina died re Based by 11:00 a.m. on
the third business day folbwing receiptoft e app Bcation.

4. DepartmentaBBusiness Managers willbe te PRF Baison person for subm itting th e
sa kry advanc app Bcations and distributing tie ciecs. Individua lkemp byees shou B
notoontact PRFdirecth.

5. PRFwiHlretain the origina Blapp Ication. A copy ofth e approned documentwilbe sent
to Payro BHor payro lde ductions. Tw o copies willbe senthac tthe departmentw it
the cdhed. One copy shou B be given © the indindua Band one shou B be retained in the
department

6. Sahryadwvancs inexcss oftie amounts Bstd abowe or requiring bnger repayment
periods, or any oth er unique circum stances, musthe subm itted t rough normal
adm inistrative dianne B for approva by th e appropriatt Executive M President

7. ANrequests musthe certified th atthe inform ation is correct In thie exentthe emp byee
defau s on the ob Bgation t pay hack the advanc, the departmentor sch co IPRF
discretionary fund willbe ch arged for th e de fau kba hnce.

“Ifthe graduat appointmentis quartr-time, $500 is appropriat so th atte sa kry
adwvance does notexceed one mont s*pay.



