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Payment of Special Studies Program (SSP) Allowances will not be paid to you if your Institute/Faculty Human Resources Team does not receive this form.

☐	This is an original application.	☐	This is a variation

	PERSONAL DETAILS 

	Aurion No:
	     
	Employee No:
	     

	Title:
	     
	Given Names:
	     

	Surname:
	     
	Post Nominal:
	     

	Organisational Unit:
	     	



	ITINERARY FOR SSP PROGRAM

	SSP Commences:
	     
	SSP Finishes:
	     
	Total Period in Months:
	     

	Provide details of periods of travel to destinations greater than 400km from Brisbane (The Executive Dean must approve any significant deviation from the approved program.  If you are changing your SSP program please complete the Modification to Program form.  Use a separate line for each trip away from Brisbane.  (Dates should correspond closely with the approved itinerary.)


	Departure Date:
	Return Date
	Institution
	Location

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Total No. of weeks overseas
	     
	Total No. of weeks in Australia (> 400km from Brisbane)
	     



	RECREATIONAL LEAVE TAKEN DURING SSP 

	Provision for recreation leave must be made for programs lasting a semester or more. Approval of programs may be withheld if no provision for recreation leave has been made during the period of the program.

	Date From:
	Date To:
	No of days

	
	
	

	
	
	

	
	
	

	Please submit a leave application through MyAurion



	SCHEDULED SSP ALLOWANCES

	· Payment of the allowance will not be paid prior to 2 months preceding your SSP commencement date unless in exceptional circumstances.
· To avoid taxation issues, any SSP allowances should be paid in the same financial year (1/7 – 30/06) as the expenses will be receipted in.  If you are traveling over two (2) financial years, you must assess in which tax year you want the allowances paid or if there is a split over the two (2) tax years.
· Payment of SSP allowances will be made by EFT to your salary bank account and will show as additional income in the financial year in which they are received. You are required to keep receipts to substantiate all expenditure for the Australian Taxation Office.
· [bookmark: _GoBack]The current allowance schedule and conditions are set out in the SSP Policy: https://ppl.app.uq.edu.au/content/5.80.02-special-studies-program  
· SSP Allowances are not paid during periods of recreation leave.

	Advise date by which SSP allowance payment is required
(up to 2 months before SSP commencement)
	     

	Select one of the following by placing an ‘X’ in the corresponding box

	DO pay SSP allowance payment fully in the current financial year
	☐	DO NOT pay SSP allowance payment in the current financial year – please hold until first payroll after 1 July:
	☐


	SSP EXPENSES - DIRECT PAYMENTS

	Please provide details of expenses related to SSP that have or will be paid directly by the University on your behalf (ie; flights arranged and paid through Campus Travel).  These amounts will be deducted from your SSP Allowance.  

	     



	SUPPLEMENTATION OF THE BASIC ALLOWANCE (IF APPLICABLE)

	Supplementation may be paid where the total cost of the program including related activities consistent with the program exceed the basic allowance (as per SSP Guidelines Section 7.3 Other funds), and will need to be funded by grand/consultancy funds. Supplementation will need to be supported by your Head of School (or equivalent). Please provide details below to request supplementation (amounts and reason). Please contact your School/Institute Finance Officer for further information.

	     



	DECLARATION 

	1. I understand that it is my responsibility to record all necessary information on activities and costs incurred during a program so that my expenses can be substantiated to comply with the University of Queensland policy and Australian Taxation Office requirements.
2. The University does not undertake to advise staff members on taxation matters.
3. If my SSP is completed at an earlier date, or if SSP travel varies, I understand that I must repay any SSP allowance overpayments to the University.
4. I understand that SSP related travel does not require a UniFi Travel Form, but that in order to be covered by UQ Staff Travel Insurance I need to email a Travel Notification Form to insurance@uq.edu.au  
5. I am aware that I cannot claim any additional expenses, reimbursements, allowances, meals and incidentals or use a University Corporate Card during/in connection with SSP travel.

	Staff Member’s Name
	Staff Member’s Signature
	Date:

	     
	
	     



	SCHOOL / INSTITUTE FINANCE CHECK	

	Direct payments to be deducted from SSP Allowance:
Yes        ☐   		No       ☐
Confirm the total amount to be deducted below.
	Funds are available to support supplementation:
Yes        ☐   	No       ☐	N/A	☐
Confirm the total available for supplementation below.

	Amount:	     
	Amount:	     

	Chart string/s to Charge (if allowances are not to be charged to same chart string/s as the staff member's salary)
     
     
	Chart string/s for Supplementation (if allowances are not to be charged to same chart string/s as the staff member's salary) 
     	
     	

	Total Funds  Requested:
	     

	

	School/Institute Finance Approval

	Print Name:
	Signature:

	     
	     

	Position Title:
	Date:

	     
	     




	HOS APPROVAL 

	Print Name:
	Signature of Approval Authority:

	     

	     

	Position Title:
	Date:

	     
	     



	HUMAN RESOURCES STAFF TO COMPLETE

	Allowances (further information in 5.80.02 Special Studies Program Procedures (7.1.2)
	Aurion

	Basic Allowance:
	     
	Leave entered*:	             Yes        ☐   No       ☐     
Allowances paid:            Yes        ☐   No       ☐     
SSP Register updated:	Yes        ☐   No       ☐     

*If recreation leave is taken during the SSP period, add a separate occurrence for the recreation leave in Aurion. Enter an SSP Reduce Balance leave adjustment, effective the date the SSP leave starts, for the accrual period not used for the program.

	Weekly Allowances 
(first 13 weeks):
	     
	

	Weekly Allowance 
(> 13 weeks):
	     
	

	Additional Funds:
	
	

	Total Allowances Payment:
	     
	

	Less any Prepayments:
	     
	

	Total Payment Entered:
	     
	

	Details Entered by:
	
	Details Checked by:
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