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Finance & Business Services Division

[Taxation & Accounts Payable]

EXPENSE PAYMENT - FRINGE BENEFIT DECLARATION
This form is to be completed when:

· the business portion of an invoice is paid as a ONCE OFF or AD HOC basis via Accounts Payable; and

· the expense does not relate to a Portable Electronic Communication Device (PECD) (refer to Recurring Expense Payment Benefit – PECD form): and

· the expenditure is employee related.

The expenditure is employee related if:

· the contract/account was organised by the employee; or 

· the account is in the name of the employee; or

· the expenditure is incurred in connection with an employee; or 

· the service is provided to an employee 

Examples include:

· payment of the business portion of home internet / home phone. 

· payment of the business portion of a Skype account

Do NOT use this Declaration for Staff Reimbursement; staff reimbursements should be claimed via ProMaster and your declaration will be captured electronically within the expense management system.
I, ​_____________________________________________________ declare that ____________ 

                        
(name of employee)

____________________________________________________________ was provided to me             

         (show the nature of expense e.g. home telephone, home internet, taxi travel)

by or on behalf of my employer on   ​    /       /20       .
I also declare that, had I purchased the benefit myself, I would have been entitled to claim an income tax deduction equal to ________% of the purchase price. This benefit was incurred by me for the following purpose(s)  _______________________________________________________
​​​​​​​​​​​​​​​​​​​​​​​___________________________________________________________​​​​​​​​​​​​​​​________________
 (give sufficient information to demonstrate the extent to which you used the benefit in earning your assessable income) 

I understand that any work expenses reimbursed by my employer are not deductible in my personal income tax return.
Employee’s Signature / Date ___________________________________ / ________________

UQ Office - Finance Personnel use only

This declaration should be attached together with the invoice to support the FBT and non-FBT treatment of the expense described above.
	 Operational unit
	Site
	Fund
	Function
	Account 
	Project
	Cost allocation 

	
	
	
	
	[Non FBT account]
	
	Business portion of __*__% 


	
	
	
	
	[FBT account]
	
	Private portion of __**__%



*- Fill in the business percentage as declared by the employee above
** UQ PPL of Corporate Card, Payment and Procurement state that UQ should pay for business expenditure only. In extremely rare circumstances, the private portion may be paid and will be subject to FBT if the private portion is not reimbursed by the employee. 
	
	Accepted by Finance Personnel: 
	

	Name:
	
	

	Title:
	
	

	Date:
	
	

	Phone Extension:
	
	

	Signature:
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