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This claim form is to be used where an SSP Location Allowance has not been paid direct to an accommodation provider. An SSP location allowance is paid to contribute towards the costs of accommodation by academic staff on SSP and may be paid through payroll. It forms part of the staff member’s assessable income.  For further information refer to clauses 22 to 24 of the SSP Procedures at  http://www.une.edu.au/policies/pdf/specialstudiesprocedures.pdf).
	Part A - SSP Location Allowance Claim



	Surname:
	
	Other names:
	

	School:
	
	Faculty:
	

	Staff number:
	
	Email:
	

	Dates of SSP
	
	*Dates of travel
	

	Total period outside Armidale (excluding annual leave) 
	months,  
weeks 
	Total Allowance Claim @ $800 per month (+ $400 per month dependant allowance)
	$ 


	
	Signature
	Date

	Applicant 
	
	

	Head of School:


	Name
	Signature


	Date



	Head of School
	
	
	

	Please email to mmcclena@une.edu.au - Human Resource Services, with a copy of final travel agent itinerary 

	Part B - Approval of SSP Location Allowance

	Cost Code Approval
	Name
	Signature


	Date



	Academic Services Manager (up to $5,000)
	
	
	

	Senior Executive (excess of $5,000)   


	
	
	

	Part C – Human Resource Services use only *Payroll note: Payment to be made within financial year of travel

	Payroll actioned 


	Cost code & amount 
	Input by 
	Date entered

	Paycode = SSPA

	Cost code:  PL 
Amount:
$ 
Pay date required: 

$ ……………………
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