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

ary advance  s for ne  w  facul ab  lSal ty, staff and graduate  stude n  t staff, w ill b e  avail e  from  
th e  Purdue  R e s e  arch Foundation (PRF) foll iste  d  b elow ing th e  proce  dure  s l ow  : 

1. Inte  re  st-fre e  sal ab  l	 ow  : ary advance  s w ill b e  avail e up to th e  am  ounts sh ow  n  b e  l

$1,200 for n e w  graduate  staff appointm  e n  ts*; and,

-t ty or profe  ssional staff appointm  e n  ts.
$3,000 for n e w  fullim  e  facul

2. Sal	 ications are  avail eary advance  appl ab  l in acade m ic de  partm  e n  t business office  s.  Th e 
ication inclappl ude  s a prom  issory note  and payroll de  duction auth oriz  ation.  Th e 

appl d be  s igned by th e  e  m  plication sh oul oye e  and ce  rtifie  d by th e  de  partm  en  t h e  ad or 
h is/h e  r de  sign e e  . 

ary advance  w ill b e  paid back th rough payroll de  duction spre  ad e  ve n  lTh e  sal	 y ove  r 
th re e  pay pe  riods. 

3. Requests re  ce ive  d by 10:00 a.m  . at PRF w ill re  sul e  ase  d by 11:00 a.m  . on tin a ch e  ck re  l

th e  th ird business day foll ication.
ow ing re  ce  ipt of th e  appl

4. De  partm  e n  tal Busine  ss Manage  rs w ill b e  th e  PRF liaison pe  rson for subm itting th e 
sal ications and distributing th e  ch e  ck s. Individual e m  pl dary advance  appl oye e  s sh oul
not contact PRF dire  ctly. 

5. PRF w ill re  tain th e  original application.  A copy of th e  approve  d docum  e n  t w ill b e  se n  t 
to Payroll for payroll de  ductions.  Tw  o copie  s w ill b e  se n  t back to th e  d e  partm  e n  t w ith 

d  b e  given  to th e individual and one  s h oulth e  ch e  ck .  One copy sh oul d b e  re  tained  in  th e 
de  partm  e n  t. 

ary advance  s in e  xce  ss of th e  am  ounts l	 onge  r re  paym  e n  t 6. Sal	 iste  d ab  ove  or re qu iring l
pe  riods, or any oth e  r unique  circum  stance  s, m  ust be  subm itte  d th rough norm  al 
adm  inistrative  ch ann e  ls for approval by th e  appropriate Executive  Vice  Pre  side n  t. 

7. All requ e sts m  ust b e  ce  rtifie  d th at th e inform  ation is corre  ct.  In th e  e  ve n  t th e  e  m  ploye e  
ts on th e  ob  lde  faul igation to pay back th e  advance  , th e  de  partm  e n  t or sch ool PRF 

discre  tionary fund w ill b e  ch arge  d for th e  de  faul ance  . t bal

*If th e  graduate  appointm  e n  t is quarte  r-tim  e  , $600 is appropriate  so th at th e  salary 
advance  doe  s not e  xce e  d on e  m  onth s' pay. 


