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	FORM:  SALARY PACKAGING PORTABLE LAPTOP, NOTEBOOK COMPUTER OR MULTIPLE FUNCTION PORTABLE ELECTRONIC DEVICE 
	

	PLEASE COMPLETE AND FORWARD TO:                              HUMAN RESOURCES BRANCH

DIVISION OF  SERVICES AND RESOURCES
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	CODE

NAME OF FORM MUST BE PLACED HERE (continued)
	



This form is to be used to apply for salary packaging a portable laptop, notebook computer or multiple function portable electronic device.  Please refer to guidelines.
	APPLICANT DETAILS (PLEASE USE BLOCK LETTERS)

	Employee ID:  __ __ __ __ __ __ __ School/Branch:
 Work phone:

Title:
 Family name:
 Given names (in full):




	REIMBURSEMENT CLAIM

	Item:
	Amount $:

	
	

	
	

	
	GST*

	
	Total amount:

	Payments of the cost of a portable laptop, notebook computer or multiple function portable electronic device will be made in equal amounts over the minimum amount of pay periods.

The original receipt must be attached to this form before reimbursement can be made.
Built-in internals (i.e. modem and fax cards) and externals necessary for the basic operation of the computer (i.e. mouse) can be included.  Business computer software installed at the date of purchase may also be included as a packaged item.

Repairs, maintenance and software expenses may not be included within the salary package.


	STAFF DECLARATION FOR SALARY PACKAGING A PORTABLE LAPTOP, NOTEBOOK COMPUTER OR MULTIPLE FUNCTION PORTABLE ELECTRONIC DEVICE

	I request that the cost of the portable laptop, notebook computer or multiple function portable electronic device as stated above be included in my salary package.  I have read and understood the Salary Packaging Portable Laptop, Notebook Computer or Multiple Function Portable Electronic Device Guidelines and agree to abide by the provisions contained therein, which may be varied from time to time.  I acknowledge that:

· the period over which the cost of the portable laptop, notebook computer or multiple function portable electronic device will be reimbursed may vary depending on individual circumstances;

· a valid tax invoice is required in order to claim the GST component of the cost of the portable laptop, notebook computer or multiple function portable electronic device and this will be reimbursed to me separately, via payroll;

· the University has advised me that I should seek independent financial advice before proceeding with any salary packaging arrangements including portable laptop, notebook computers or multiple function portable electronic devices;

· an administration fee of $50 (pre tax) will be charged for salary packaging a portable laptop, notebook computer or multiple function portable electronic device in line with salary packaging administration costs;
· if there are any outstanding amounts after my resignation or termination of employment, the remaining amount will be deducted from my salary and any remaining leave entitlements.
.

Staff Member

 FORMCHECKBOX 
  I agree to the above statements for salary packaging of a portable laptop, notebook computer or multiple function portable electronic device and attach the original receipt and tax invoice.

Signature:………………………………………………………………………………………   Date:  ……………………………..
                                                                           Please retain a copy for your own records

	hUMAN rESOURCES USE ONLY:

	PROCESSED BY:
………………...





	Date:
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