
PROCEDURES FOR ADVANCES TO PURCH  ASE ONE-W  AY AIR  LINE TICKETS

FOR NEW  INTERNATIONAL GADUATE STUDENTS


Advances  w ill be  all e 	 ine tick e  t using Purdue Research Foundation  ow  abl in  th e  form  of a pre  -purch ase  d airl
im ited num  b er of ne w  inte  rnational stude n  ts.  To qual(PRF) funds for a l ify, th e s e  stude n  ts m  ust b e  form  

d not oth e  rw  ise  b e  ablcountrie s  w ith poor m  on e  tary conditions and w  oul e  to com e  to th e Unite  d States  
y, th e  stude n  t m  ust m e e  t th e  follw ith out th is tick e  t purch ase  .  Additionall	 ow ing conditions: 

•	 Graduate  student h as been adm itted  to Purdue  Unive  rsity. 
ty m e m  b e r to be in a supported  position  or fe  ll•	 Graduate  student h as an  offe  r from  a facul ow  sh ip and 

e  tte  r and th e  graduate  stude n  t acce  ptance  lth e  re  is an offe  r l	 e  tte  r. 
•	 H  e  /sh e  is w illing to sign  a prom  issory note  to re  pay th e  funds. 

1.	 W h  e n  a de  partm e  nt h as a stude n  t w h  o m e e  ts th e  above  conditions, a request for an airline  tick e  t 
advance  s h ould be  m  ade by th e  D epartm  ent H  e  ad to th e  D ean of Inte  rnational Program  s.  Th e  Dean  
w ill re  vie w  and provide a re sponse  to th e  d epartm e  nt. 

2.	 Upon approval, th e  d epartm e  ntal business office  s ends  th e  student a prom  issory note  to sign . 
Advance  appl abl ication inclications are avail e  in th e  acade m ic business office s .  Th e  appl udes  th e 
prom  issory note  and payroll de  duction  auth oriz  ation .  Th e  application  n e eds  to be sign e  d by th e 
e m  ploye e  and ce  rtified by th e  d epartm e  nt h e  ad or design e e  . 

3.	 Th e  stude n  t re  turns th e signed  prom  issory note  . 

4.	 Th e  de  partm e  nt m  ak e s  arrange m e n  ts w ith a trave  l agency to purch ase  a tick e  t on  th e  student's 
b e h alf. 
•	 Th e  tick e  t sh oul e  and non-d be  a on e  -w  ay tick e  t, in th e  student's nam e  , non-transfe  rabl

re  fundabl d be  re  fundable  to th e  stude n  t. Th e  tick e  t sh oul e  to Purdue  R e s earch Foundation  in 
th e  e  ve n  t th e  stude n  t does  not com e  . 

5.	 Once  th e  arrange m e n  ts are  m  ade  , th e  d epartm  ent requests funds from  PRF by sending th e signed  
prom  issory note  and a cop of th e  approval from  th e  d ean  of Inte  rnational Program  s to PRF. 

6.	 Inte  re st-fre e  advances  w ill b e  avail e up to th e  am  ount of a one -w  ay coach fare  airlabl	 ine tick e  t. 

7.	 Th e  advance  w ill b e  paid back no late  r th an one  y ear afte  r th e  graduate  student's h ire  date  , th rough 
payroll deduction.  Th e  payroll deduction  m e  th od of re  paym e n  t is not avail e  to fe  llabl ow  sh ip 
re  cipie nts.  Fe  llow  sh ip re  cipie nts m  ust m  ak e  paym e n  ts to PRF by th e  e nd  of e  ach  m  onth . Exce  ptions 
to th is m  ust b e  m  ade  th rough th e  Exe  cutive  Vice  Pres ident for Acade m ic Affairs. 

8.	 Th e  cost of th e  airfare  advance  w ill b e  ch arge  d to th e  d epartm e  ntal SDIP account. Th e  SDIP account 
w ill b e  re im  burse  d as paym e n  ts are  m  ade  . 

9 .	 De  partm  ental Business  Manage  rs w ill be  th e  PRF liaison pe  rson  for subm itting th e  advance  
ication .  Individual e m  pl d not contact PRF dire  ctlappl oye e s  s h oul	 y. 

10.	 PRF w illre  tain th e  original application .  A copy of th e  approve  d docum  ent w ill be  s ent to Payroll for 
payroll deductions.  Tw  o copie  s w ill be  s ent back to th e  d epartm  ental business office  w ith th e  ch e  ck . 
One  s h ould be  given  to th e individual and th e  oth e  r re  tain e  d by th e  d epartm  ent. 

11.	 If th e  graduate  stude n  t le  aves  b efore  th e  e n  tire  prom  issory note  is re  paid, th e  e n  tire  final ch e  ck  m  ay 
be  used to payoff th e  advance  .  Any re m  ain ing unpaid balance  b ecom e  s th e  d epartm e  nt's

re sponsibil
ity. 


