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!EE University of Maryland University College Asia

DEPARTING FACULTY AND STAFF CHECKLIST

NOTE: All faculty and staff of University of Maryland University College - Asia arc required to complete this Checklist as they
out-process from UMUC Asia. The staff member's final paycheck WILL NOT BE RELEASED until this Checklist is completed and
returned to the Office of Human Resources at Yokota, or to the Area Director's Office where the staff member is assigned.

Please read all questions and answer accordingly. If you answer no to any of the following questions, please explain in detail on the
reverse side of this Checklist.

Name SSN

Position Date of departure

1. Have you returned all books. videos, audio tapes. equipment. and other University property to the UMUC
Asia Library? If ves, please have the librarian or Area Director initial the box at the right.
O Yes 0O No O have nothing on loan from the UMUC Asia Library.

2. Have you settled all outstanding expense vouchers, travel advances, rent deposits and other debts with the
Business Office? If yes, please have the Comptroller or Area Director initial the box at the right.
O Yes O No

3. Have you informed Information Technology of your departure so that your computer access may be
cancelled?
O Yes O No

4. Have you canceled your health insurance?
O Yes 0O No OI was not enrolled in health insurance through UMUC Asia.

W

. Have you returned all building keys to vour supervisor?
O Yes 0O No [O1 was never issued any keys.

6. Did you take classes this term using your Remission of Fees benefit?
O Yes O No

For Those Sponsored by UMUC Asia:

7. Have you arranged for the shipment, 10.Have you settled all BOQ/VOQ accounts
disposal or sale of your vehicle? If yes, with the billeting office? If yes. please
please provide copy of applicable invoice provide copy of final receipt.

or bill of sale. OYes O No O1did not reside on-base.
O Yes O No O1do not own a vehicle.

—

.If you resided off-base, have you settled
all outstanding rent and utility accounts
with the proper agency? If yes, please
provide copy of final receipt.

OYes O No O1did not reside off-base.

8. If you answered ves to question #7, have
you transferred or canceled your vehicle
registration and required insurance?

O Yes O No O Not applicable

9. Have you canceled your Officer's Club or
Enlisted Club membership and paid all
outstanding bills? If yes, please provide a
copy of final receipt.

O Yes O No O I was not a member of either club.

12.Have you closed your local Post Office
Box where you were assigned?
OYes ONo
O 1did not have a Post Office Box.
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Appendix D

PASSPORTS AND VISAS

PLEASE ASK BEFORE YOU ACT!

As always, ask your area director for the most current information on these
issues. The area director will either answer your question or refer you to the
appropriate office for the answer.

Passports

U.S. passports are valid for a period of 10 years for adults. To obtain one while overseas,
you must apply in person at the nearest American embassy or consulate. You will need two
identical signed 2” x 2” passport pictures (not Polaroid) and the applicable fee. Embassies
cannot accept personal checks, including checks from your on-base bank. To renew a pass-
port while in Asia, you will also need a letter certifying your employment and Status of
Forces Agreement (SOFA) status from the Office of Human Resources at Yokota or the
local area director’s office. Expenses related to obtaining or renewing a passport are not
reimbursable. Please visit the nearest U.S. embassy or consulate at its appropriate Web site
for additional information on passport application procedures (e.g., U.S. Tokyo Embassy at
http:/usembassy.state.gov/tokyolwwwhacs-7130c. html).

Status of Forces Agreement (SOFA) Stamp

UMUC collegiate faculty work in Asia under the provisions of Article I of the Status of
Forces Agreement (SOFA), the basic agreement governing U.S. military forces in Asia. Each
country has its own SOFA with the U.S. government. Because of the SOFA, UMUC Asia
faculty do not need to go through the procedures required of other foreign citizens who
remain in Asia beyond the short period allowed by a tourist visa. The Office of Human
Resources at Yokota will work with collegiate faculty to obtain the required stamps. For
faculty hired locally in Korea, the area director’s office in Korea will assist with obtaining
the necessary endorsements.

Outside Employment in Asia

UMUC collegiate faculty are in Asia under the Status of Forces Agreement and are not
considered supported under a host-country work visa. This agreement and related military
policy restrict outside employment by servicemembers and civilians, including UMUC col-
legiate faculty. In order to work off base, you must have the permission of the UMUC Asia
director. Depending upon each individual case, approval may or may not be granted. For
example, collegiate faculty must always be available to teach classes as needed. Please do
not attempt to work “on the economy” without getting prior approval. In certain locations,
such as Korea, off-base employment is flatly prohibited.
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Please note: Outside employment applies to work activities such as teaching with another
university, for example, a local college or university in Japan, Korea, Guam, etc. It also
applies to teaching an online course with another academic institution. In addition, the pro-
hibition would apply to teaching with another academic institution contracted by the U.S.
government within the Pacific Command (PACOM). 7o be clear, accepting a teaching posi-
tion with another institution without having requested and obtained approval to do so from
the UMUC Asia director would seriously jeopardize the faculty member’s collegiate status
and working relationship with UMUC and may result in termination.

Visas

Visas are not required for collegiate faculty and family members for teaching assignments

in Japan (including Okinawa) and Guam, but are required for other locations (e.g., Korea).
The Office of Human Resources at Yokota will help you in obtaining your initial visas; how-
ever, the ultimate responsibility is yours. As soon as you have been notified that you will be
teaching in an area other than Japan, please contact the Office of Human Resources to
check on the visa requirements of the country to which you will be assigned.

The Office of Human Resources has, on occasion, been given untimely requests for expedit-
ing visa documentation for faculty. While we are certainly glad to assist you in renewing
expired stamps, it is your responsibility to keep track of expiration dates and give everyone
concerned sufficient time to process your documentation.

Inoculation Certification and Medical Clearance

Your international certificate of inoculation and vaccination (referred to by the military as
your “shot record”) should be kept up to date at all times. You may be asked by military or
civilian officials to present your “shot record” before boarding a flight. Shots can be obtained
at any U.S. military hospital or dispensary for a fee; however, depending on local base direc-
tives, certain vaccines, such as influenza, tetanus, polio, yellow fever, typhoid, tuberculosis
and hepatitis A and B, if available, may be obtained at no cost to you. Please note: There is
no guarantee that such vaccines will be available to you free of charge. This decision as to
whether or not this service is offered to the general public as a public health measure rests
solely with the installation commander. Please contact your local U.S. military hospital or
dispensary for further information.
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Appendix E

TRAVELING TO A NEW ASSIGNMENT

PLEASE ASK BEFORE YOU ACT!

As always, ask your area director for the most current information on these
issues. The area director will either answer your question or refer you to the
appropriate office for the answer.

Transportation to and from Assignments

When you are assigned to a new location, the Office of Human Resources at Yokota will
arrange temporary duty (TDY) or permanent change of station (PCS) orders that assign you
officially to your new location. Please note that both PCS and TDY orders authorize either
a single one-way or a round-trip flight. PCS orders are valid only for a period of seven days
before and seven days after the date indicated as your travel dates (three days for TDY
orders).

As soon as the Office of Human Resources at Yokota has processed your orders, it will
arrange your commercial flight(s) if you are departing from Japan or Okinawa. If you are
departing from Korea or Guam, please request your area director’s office to arrange your
flight(s) for you. Please note that if you purchase your ticket yourself, you will probably not
be reimbursed. Al UMUC-funded travel must be arranged by either the Office of Human

Resources at Yokota or your local area director’s office.

Collegiate faculty are expected to travel to their new teaching assignments by the mode of
travel authorized by their orders. If you choose to make your own way using other means
of travel (for example, by driving your own car), you will be reimbursed only if you have
sought and received advanced approval from the UMUC Asia director. Such approval is
rarely given.

In addition, after your travel has been completed, please be certain to forward a copy of
your ticket to the Office of Human Resources.

Please note that if prior to travel you lose your ticket, you will be required to reimburse
UMULC for the cost of a second ticket. If UMUC is able to confirm the lost ticket was
never used and receives reimbursement from the travel agent/airline, you will be reim-
bursed for the cost.

Note: All official UMUC Asia travel must be coordinated with and approved by the
appropriate area director and the director of Human Resources. The above reimbursement
guidelines apply to the collegiate faculty member only. Travel costs for accompanying family
members are not reimbursable. Do not leave for an assignment without final confirmation
from the area director.
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Travel Summary

Before leaving for an assignment outside Japan, be sure you have the following:

* Air Force (PACAF)—issued travel orders (both those bringing you to Japan from the
United States, if applicable, and your PCS and/or TDY orders to your assignment).

* A passport that will not require renewal during your assignment.

* A valid multiple exit/reentry stamp for Japan in your passport that will not expire
during this term (this applies only if you are traveling on TDY orders and perma-
nently stationed in Japan).

* A visa, if required.
* Your ID card (which you should carry at all times).

* An up-to-date shot record (optional, but strongly recommended). Check the
local immunization clinic on the installation you are assigned to see if any
special or additional shots are required.

Flying on Military Aircraft

Travel on U.S. military aircraft is not authorized for UMUC employees.

Change of Travel Plans

After you have informed the Office of Human Resources and your area director’s office of
your desired travel dates and your flight has been arranged, you will be expected to adhere
to that schedule. Amendments to orders to change travel dates or itineraries are normally
not approved by PACAE Only pressing needs of the UMUC program are considered valid
reasons for requesting amendments. Therefore, always carefully consider your plans before
making any arrangements. Ignoring these cautions could result in your having to pay for
your own transportation.

Should an emergency situation arise that justifies requesting an amendment, immediately
contact the director of Human Resources. As stated above, please plan carefully!

Visiting Yokota on Official Business

Only when collegiate faculty are at Yokota on official university business does UMUC reim-
burse on-base billeting charges. Reimbursement is based on the prevailing official billeting
rate at the location and time of your stay. Married couples will receive reimbursement for
the double-occupancy rate only when both spouses teach for UMUC Asia. Prior approval is
required if your per-night charge exceeds the official billing rate (i.e., staying in an off-base
hotel). The following periods are covered by this policy: 1) the orientation period following
the arrival of new collegiate faculty from the United States until their departure to their first
assignment; 2) the period during a faculty workshop; and, 3) for collegiate faculty perma-
nently assigned to the Kanto area, up to a maximum of seven days before returning to the
United States at the completion of their overseas service with UMUC. The university does
not reimburse billeting charges during winter break and summer vacations or for personal
visits to Yokota.
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If you are requested to be in Yokota on official UMUC business between terms, UMUC
Asia will reimburse billeting charges up to the prevailing published official billeting per-
night rate for single occupancy or double occupancy (i.e., married couples who both teach
when assigned to family quarters) for no more than seven nights. Contact the area director
if you are in doubt about whether or not you will receive reimbursement for your stay.

Billeting may not always be available on base at Yokota. In such a case, the Yokota
Billeting office may refer you to an off-base hotel. Hotel rooms off base are expensive;
therefore, you should check with the billeting office daily in the event that a room on
base becomes available.

Transportation of Personal Property When Relocating to a New Assignment

Because the transportation of personal property when relocating to a new assignment often
depends upon the particular circumstances of the specific move and because of possible
changes in U.S. government guidelines, UMUC Asia will contact faculty involved in such
moves and provide updated information at the time of each move. This ensures that faculty
receive accurate and detailed information with regard to moves, while also ensuring that fac-
ulty receive the maximum in logistical and financial support when moving.
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Appendix F

UMUC ASIA GUIDELINES FOR FACULTY TRAVEL/EXPENSE
REIMBURSEMENT

PLEASE ASK BEFORE YOU ACT!

As always, ask your area director for the most current information on these
issues. The area director will either answer your question or refer you to the
appropriate office for the answer.

The following guidelines apply when requesting reimbursement for expenditures.

Commuting Reimbursement

1. Traveling by car is reimbursed at the rate of 30 cents a mile. Non-SOFA faculty
are reimbursed 39 cents per mile. On the voucher, please be sure to indicate the
following;:

* Purpose of trip.
* Doint of origin and destination.
e Miles/kilometers covered.
e Dates of travel.
2. Kilometers are converted to miles using a factor of 1.609.

3. Faculty may be reimbursed for travel for classroom teaching. Normally this will mean
16 trips per term, plus a pre-course trip for lecturers teaching at an installation for
the first time and a post-course trip to turn in grades and/or wrap up loose ends at
the end of the term. Additional trips must be accompanied by an explanation and
the appropriate area director’s approval.

4. The first 10 miles between residence and teaching location are considered as a
normal commute and are not reimbursable. This equates to 20 miles per round
trip. Please indicate on the voucher the total miles/kilometers traveled. The Business
office will subtract 20 miles for each round-trip commute.

5. An additional 30 percent mileage compensation is reimbursed if carpooling has
been provided for other faculty. To claim this reimbursement, the name(s) of the
other faculty members and dates must be included.

6. Road tolls and train and bus fares are reimbursed at cost. All yen/won payments
are converted to dollars at the exchange rate being used by UMUC Asia on the date
the voucher is paid. For simplicity, UMUC Asia uses the same exchange rate for the
entire month with this monthly exchange rate being determined by averaging the
daily exchange rate of the previous month as reflected in the rate at the Community
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Bank in Japan and Korea. Thus, an expense voucher reimbursed in October will use
the average daily exchange rate for September as the rate at which yen/won will be
converted to dollars; an expense voucher reimbursed in March will use the average
daily exchange rate for February.

7. Normally, UMUC Asia does not reimburse the cost of taxis. However, in unusual cir-
cumstances, taxi fares occasionally may be reimbursable. In such instances, specific
approval by the appropriate area director is required, with the approval being submit-
ted with the voucher.

8. Receipts are normally required for all travel reimbursement. However, receipts for
trains and buses may be difficult to obtain. If receipts are not available, please so
indicate on the expense voucher. UMUC Asia will then determine if the claimed
expense is reimbursable.

Meal Reimbursement (Per Diem)

1. In certain instances a per diem meal reimbursement of $34 may be authorized. The
most common example is a faculty member who is required to be away from his or
her home of record for a weekend course. The $34 breaks out as $7 for breakfast,
$10 for lunch, and $17 for dinner. Receipts are not required for per diem reimburse-
ment. The following must be indicated on the expense voucher:

* Doint of origin/destination and return.
* Time/date of departure as well as time/date of return.
e Course name/title.

2. Per diem reimbursement is not provided when a faculty member relocates from
one teaching assignment to another between terms, or for daytime or evening classes.

Lodging Reimbursement

1. All lodging (overnight) stays must be supported with receipts. U.S. government
billeting should be used when available.

* Opvernight stays are not normally reimbursable during the standard term.
Reimbursement always requires the specific approval of the area director
or UMUC Asia director.

e If U.S. government billeting is not available, commercial accommodations will
be reimbursed only to an amount considered reasonable for the specific location.
The expense voucher should also note that billeting was not available.

2. UMUC Asia faculty who must move to a different location to assume a new
teaching assignment may be reimbursed for lodging up to seven days at standard
U.S. government billeting rates. (Reimbursement for spouses or other family
members is not provided.)

 If billeting is unavailable, approval for reimbursement at a hotel must be given
by the appropriate area director. Such lodging must be at reasonable rates.
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* As noted above, reimbursement is limited to a maximum of seven days whether
in U.S. government billeting or at a hotel.

* Per diem is not authorized when a faculty member changes teaching assignment
locations.

3. Neither reimbursement for billeting nor per diem is provided when a faculty
member departs Asia upon termination of employment.

Miscellaneous Expenses

1. All requests for reimbursement of miscellaneous expenditures must be supported
with receipts.

2. Miscellaneous expenditures might include

* Dostage costs for mailing grade packets, attendance records, library materials,
and other items that may need to be insured or certified.

- The military postal system (MPS) should be used for all routine and/
or personal items between locations/terms.

- Please check with the Office of Personnel and Logistics for procedures
to send household goods between locations and/or to the United States
from Asia.

- A one-time reimbursement with receipts of up to $200 from the United
States is authorized for the mailing of professional materials for collegiate
and core faculty coming from the States.

* Photocopying: Faculty members may be reimbursed the cost of photocopying
course syllabi, quizzes, and exams, not to exceed a total of 20 copies per student
per class. The cost of photocopying supplemental materials used in class is not
reimbursable. If in doubt about reimbursement for copying, please check with
the appropriate area director.

3. Examples of nonreimbursable items.

* Routine teaching supplies, such as white-out, pens, pencils, markers, note cards,
notebooks, floppy disks, and printer cartridges.

* Magazine and professional journal subscriptions.

* Reference or supplementary classroom manuals that are specifically “nontextbooks.”
* Billeting costs incurred while traveling on personal business between terms.

* Fees incurred to renew passports and/or visas.

* Books, videos, tapes, etc. If faculty think that certain items should be obtained

by UMUC Asia, please so recommend to the appropriate area director, academic
director, or to the UMUC Asia librarian directly.

e Membership fees or dues in professional societies.
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Moving Expenses

1. A collegiate residential faculty member who moves from one location to another
between terms at the university’s request is eligible for a $500 relocation allowance.
The move for which the allowance is given must be agreed upon in advance and
confirmed in writing. Payment must be approved by the UMUC Asia director.
(Payment is issued through Payroll.)

2. The cost of traveling to/from and staying at Yokota between terms is not a reim-
bursable expense unless authorized in advance by the area director or the UMUC
Asia director.

Submitting Expense Vouchers

1. Expense vouchers are to be submitted at the end of the term. Receipts must be
attached and the voucher signed by the individual requesting reimbursement.
The voucher needs to be approved and signed by the appropriate area director.
Vouchers without signatures will not be honored. As explained above, expenses
not supported by receipts will normally not be reimbursed.

2. Expense vouchers should include an address to where either the expense check or
the deposit ticket is to be mailed. Vouchers requesting direct deposit must include
a deposit ticket with each voucher submitted.

3. DPlease allow approximately four weeks from the date a voucher is submitted
to the appropriate area director for signature for receipt of payment. If, after one
month, neither a payment has been received nor a deposit made, please contact
the Business office, Accounts Payable (DSN: 225-3680; in Japan: 42-552-2511,
ext. 53680; outside Japan: 81-42-552-2511, ext. 53680).

4. Please keep a copy of your voucher and photocopies of receipts should the voucher
inadvertently become lost in the mail.
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Appendix G

FINANCIAL INFORMATION

PLEASE ASK BEFORE YOU ACT!

As always, ask your area director for the most current information on these issues.
The area director will either answer the question or refer you to the appropriate office
for the answer (e.g., the Office of Human Resources or the Business office).

UMUC Asia Currency Adjustment (ACA)

For collegiate traveling and residential faculty living in Japan or Korea, UMUC Asia pro-
vides a currency adjustment to partially offset the effect of the devaluation of the U.S. dollar
and more equitably compensate collegiate faculty assigned to higher cost areas. It is calculat-
ed based on the previous month’s arithmetical average of the value of the U.S. dollar in local
currency and then multiplied by an adjustment factor based on the relative location or cost-
of-living multiplier set using the U.S. government’s LQA (Living Quarters Allowance) tables
for Japan and Korea.

Eligibility requirements and payment procedures are as follows:

* All collegiate faculty must not be otherwise eligible to receive either base housing or
an equivalent off-base adjustment through the U.S. government or its agencies.

* All collegiate faculty (i.e., scheduled for an average of two courses per term) living
off base receive 100 percent of the UMUC Asia currency adjustment.

* All collegiate faculty living on base receive a 50 percent UMUC Asia currency
adjustment.

When a collegiate residential faculty member is asked to teach in a geographic area other
than where he or she generally lives, the faculty member will receive two UMUC Asia
currency adjustment stipends—one for the area to which he or she is going and one for
his or her home base area.

Collegiate faculty must submit a Staff/Faculty Application for a UMUC Asia Currency
Adjustment (see Appendix C: Sample Forms) to the Office of Human Resources each
time they relocate in order to receive the ACA applicable to their new location.

Note: Collegiate faculty must be teaching in order to receive the UMUC Asia currency
adjustment. It is not paid to collegiate faculty when not available to teach face-to-face
courses.

Note: ACA is subject to the usual deductions for Social Security and federal income tax,

if applicable.
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Taxes

When you are first appointed and thereafter at your request, the Office of Human Resources
is available to discuss the income and social benefits taxes that may be applicable to you.
However, a UMUC faculty member is responsible for understanding his or her own situa-
tion relating to income and social benefit taxes.

Citizens and resident aliens of the United States should note that they are subject to U.S.
income tax and may be eligible for tax exemptions on income earned outside the United
States. For information about U.S. income tax and income earned outside the United States,
please consult the Office of Human Resources. Please note that if you are paid in U.S. dol-
lars, UMUC will make Social Security (FICA) deductions from your salary no matter what
your tax status is.

It is extremely important that you list your correct Social Security number on all appoint-
ment agreements since U.S. taxes (Social Security tax and federal income tax) are processed
and reported according to your Social Security number. Social Security tax (FICA) must
be withheld even though you have other full-time employment; you may, when filing

your federal income tax return, claim credit for any excess FICA withheld because of dual
employment. U.S. law requires that FICA deductions be made from salaries of all U.S.
citizens.

For U.S. citizens, legislation enacted in 1981 governs the method of taxing income earned
outside the United States. You may qualify for exemption of federal withholding tax under
the “Physical Presence Test” if you meet the following conditions:

*  You must be physically present in a foreign country or countries for at least
330 full days during any period of 12 consecutive months.

* Your earned income is (a) received for personal services performed outside the
United States; (b) attributable to this 330-day period; and (c) not paid by the
U.S. government or any agency thereof to an employee of the U.S. government
or agency thereof.

You will be asked to complete a W-4 form on which you can either claim personal exemp-
tions or (if qualified) exemptions from federal withholding tax based on the Economic

Tax Recovery Act of 1981. UMUC Asia's Business office is required to withhold federal tax
from your salary payments unless a current W-4 form is on file at Yokota in which you have
specifically requested that taxes not be withheld. Once taxes are withheld, tax refunds can
be received only from the federal government. Collegiate faculty must file a standard Form
1040, requesting a refund for overpayment of taxes, and must submit appropriate support-
ing documents such as Form 2555 (Foreign Earned Income Exclusion). Please contact the
official IRS Web site at /sz2p://ww.irs.gov to download needed forms and/or publications.
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Appendix H

UNIVERSITY BENEFITS

PLEASE ASK BEFORE YOU ACT!

When you are employed by UMUC Asia, you are encouraged to contact the
UMUC Asia Office of Human Resources or the Office of the Director for the most

current information on these issues.

Health Care Insurance and Other Insurance Benefits

All UMUC Asia collegiate faculty members are eligible for a number of benefits made
available through UMUC. These benefit plans are described in the current UMUC Asia
Benefits Packet. You are urged to study the benefit plans carefully and select the benefits
coverage that meets your individual needs. New employees have up to 60 days to enroll

in the benefits offered. Any employee who wishes to make changes to his or her coverage
after enrollment may do so only during the annual open enrollment period, which is usually
held around mid-June. You may request a copy of the current packet, available through the
Office of Human Resources at Yokota Air Base or your area director’s office, if you wish

to know more about any of the benefit plans offered.

Worker’s Compensation

All collegiate faculty members, other than those working in the country of which they
are citizens, are covered under Maryland’s Worker’s Compensation Insurance for injuries
received on the job. This insurance is provided at no cost to the collegiate faculty member.

If, in connection with UMUC duties—including commuting to and from assignments—
a collegiate faculty member suffers an injury, the collegiate faculty member is required to
report the injury to the Office of Human Resources immediately.

Sick Leave

Collegiate faculty are eligible to accrue sick leave at the rate of 1.25 work days per month at
full salary for 100 percent workload and otherwise proportionate to the percentage of work-
load. Sick leave will be accrued only for each calendar month in which an eligible faculty
member is on paid status for 15 or more days within that month. No sick leave credit

will be accrued for any month during which the individual is on paid status for less than

15 days. A faculty member may be required to present appropriate diagnostic or medical
evidence to support his or her sick leave. While a faculty member is taking sick leave and
accrued sick leave has been expended, the individual will be removed from salaried status
until returning to work except in unusual circumstances as approved by the UMUC Asia
director. The university will assist the faculty member in evaluating the options of disability
retirement, regular retirement, or disability insurance if the health prognosis is unfavorable.
In using sick leave, one meeting of each course is considered a separate day.
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All collegiate UMUC faculty are eligible to accrue and claim sick-leave benefits. Unused
accrued sick leave will not be paid upon separation from the university. Unused sick leave
will not be restored if reappointed with UMUC in the future.

UMUC Asia collegiate faculty are required to submit the class grade list and attendance
roster each term as a time record for the purpose of determining sick leave.

Important

All faculty must sign and date the class grade list and attendance roster in the box
provided at the bottom of the form. Failure to do so will result in the form being returned
to you for your signature and will delay the posting of the grades you have assigned.

Recognition and Awards Program

The Recognition and Awards Program is designed to encourage the recognition of accom-
plishments by UMUC employees worldwide. The variety of award types identifies the
different reasons for rewarding extraordinary performance, whether one-time, ongoing,

or project/initiative-related.

All award categories listed below apply to eligible UMUC employees no matter where they
might be located. Awards are not entitlements. Granting of awards is based on eligibility
criteria and availability of funds. All awards are lump-sum, one-time bonuses, subject to
applicable taxes. Current IRS regulations require that the award be treated as taxable
income, therefore making it the employee’s responsibility to pay any income taxes.

Please contact the Office of Human Resources at Yokota or your local area director’s
office if you would like a nomination form for any of the awards described below.

Presidential Award

Each calendar year UMUC recognizes three employees through the Presidential Award.
Each recipient will receive $5,000 in recognition of his or her extraordinary achievement
of direct and significant importance to UMUC’s operation or mission. Staff members and
collegiate faculty worldwide are eligible for this award. Please contact your supervisor or the
Office of Human Resources at Yokota Air Base for further information.

Achievement or Incentive Bonus

A limited number of achievement or incentive bonus awards are available through UMUC
worldwide each fiscal year. Nomination for either an achievement bonus or an incentive
bonus is submitted through the UMUC Asia director’s office. The nominator must
demonstrate performance milestones and achievements accomplished by the nominee

that have benefited the unit and/or the institution. Milestones and bonus amounts are
established at the beginning of the project and agreed on by the staff member and supervisor.
All overseas staff and collegiate faculty are eligible for this bonus. In general, achievement
bonuses are granted based on an agreed-upon milestone schedule. Incentive awards are
granted near the start of the project of activity.
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A monetary bonus amount may vary from a minimum of $500 to a maximum of $2,500.
An employee could receive both achievement and incentive bonuses as long as the total of
these bonuses does not exceed $2,500 per fiscal year. Receipt of one of these bonuses does
not disqualify the employee from receiving any of the other awards described. Supervisors
should submit an Achievement or Incentive Bonus Nomination Form to the UMUC Asia’s
director’s office when making a nomination. Please contact the Office of Human Resources
at Yokota Air Base for additional information.

Special Accomplishment Award

Eligible employees can receive either $500 or $1000 in recognition of significant achieve-
ment on a one-time project of limited duration, unique innovation or resolution of a
high-risk or significant problem, cost containment, or extraordinary customer service.
Performance must be above and beyond the person’s normal duties. All overseas staff and
collegiate faculty are eligible for this award. A limited pool of funds for this award has been
budgeted in the UMUC Stateside Office of Human Resources for use worldwide. Please
contact the Office of Human Resources at Yokota for additional information on this award.

State Employees Credit Union of Maryland, Inc. (SECU)

As an employee of the state of Maryland, you are eligible to join the State Employees Credit
Union of Maryland, Inc. (SECU). Even if you leave the employment of UMUC Asia, you
may retain SECU membership by maintaining a minimum balance of $10 in your Share
Account.

To join, complete a membership application card (available from the Office of Human
Resources) and open a Share Saving Account with an initial deposit of $10 or more.
Please mail your membership application card directly to the following address:

State Employees Credit Union of Maryland, Inc.
8503 LaSalle Road
Baltimore, MD 21286-5955

The SECU will notify UMUC Asia’s Business office of your requested monthly payroll
deduction. Once a Share Account has been established, a member can then apply for
SECU’s other services, which include share certificates for longer-term investments,
low-cost loans by mail, and credit card applications.

Tuition Remission Benefits Policy for Eligible UMUC Overseas Staff and
Collegiate Faculty

Eligible UMUC Asia collegiate faculty and full-time or part-time staff (i.e., full-time or
part-time support and professional staff, field representatives, and media learning center
staff), with prior approval from their supervisor, may enroll in undergraduate or graduate
distance education or face-to-face courses offered by any UMUC division or by another
University System of Maryland (USM) institution. The eligible employee’s spouse and/or
eligible dependent child(ren) may also qualify for limited tuition remission benefits. Please
refer to the following for policy and registration guidelines.
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Full-Time/Part-Time Staff and Collegiate Faculty

UMUC Asia full-time or part-time staff and collegiate faculty hired before August 1, 2001,
may enroll in up to 6 units of undergraduate credit per term, for a total of up to 30 credits
per academic year. This provision applies as long as the eligible employee is employed with
UMUC Asia or UMUC Europe and only for UMUC courses (offered by Europe, Asia, or
Stateside). However, if the eligible employee transfers employment to UMUC Adelphi or to
another USM institution, or enrolls in another USM institution’s course(s), the maximum
allowable benefit is two courses, not to exceed 7 credits per term (maximum of 21 credits per
academic year).

Full-time eligible employees hired on or after August 1, 2001, may enroll in a maximum
of two undergraduate courses per term, not to exceed 7 credits per term up to a maximum
of 21 credits per academic year.

Effective August 1, 2001, all eligible employees, regardless of hire date, may enroll in a
maximum of two graduate courses per term, up to a maximum of 21 credits per academic
year.

Regular Part-Time Staff

The provisions outlined above apply to part-time staff members; however, the maximum
benefit is prorated based on the staff member’s percent of full time. For example, a staff
member who is hired on or after August 1, 2001, and who works 20 hours per week (50
percent of full time) is entitled to a total of 10.5 credits per academic year; a staff member
who is hired on or after August 1, 2001, and who works 30 hours per week (75 percent of
full time) is entitled to a total of 15.75 credits per academic year, etc. Eligible part-time staff
may enroll in a maximum of one undergraduate or graduate course per term, up to the pro-
rated maximum per academic year.

1erm-Hire Staff

Effective August 1, 2001, all academically eligible term-hire staff members who work an
average of 20 hours per week (or no less than 200 hours per registration cycle) may take
up to 3 units of undergraduate UMUC Asia—sponsored face-to-face or distance education
credit per term, not to exceed 10.5 credits per academic year.

Additional Tuition Remission Provisions

* Admission to course(s) under tuition remission is on a space-available basis with
military members and other paying students having priority.

* Tuition remission benefits earned in any given term must be used within the same
term.

* Supervisors may approve tuition remission for class meeting times which coincide
with regular university business hours (e.g., lunchtime classes) only when so doing
will not negatively impact the proper and timely fulfillment of the responsibilities of
the work group. Collegiate faculty and staff members taking classes which coincide
with regular university business hours must ensure that they will continue to work
their full contracted work day, class meeting times notwithstanding. Faculty may
not register for classes that conflict with their teaching obligations.
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* Since tuition remission is a benefit, eligible employees are not required to repay the
value of the tuition if the staff member (or his or her spouse or dependent child)
withdraws or repeats a course, regardless of the format of the course. This applies to
both distance education and face-to-face courses. It is important to note, however,
that repeated withdrawals are reflected on the student’s transcript and may result in
negative academic progress for the student.

* Tuition remission benefits are for tuition only and may not be used toward the cost
of textbooks and application and other fees. Tuition remission may not be used to
enroll in conference courses or to receive credit by examination.

Spouse andfor Dependent Child(ren) of Eligible UMUC Overseas Regular Staff

Spouse and/or dependent child(ren) of eligible UMUC overseas staff/collegiate faculty
members who have completed two years of service with UMUC and/or UMS may enroll
in up to 3 units of credit per term of UMUC Stateside distance education courses. Spouse
and/or dependent children may only take UMUC Stateside distance education courses
toward the first undergraduate degree.

How to Register

The staff member or collegiate faculty member should follow the procedures below for
registering for UMUC/USM courses. Staff/core faculty must present an approved Tuition
Remission Request form in order for course registration to be properly processed and courses
applied to the student’s academic record. The student must complete the UMUC Asia
Tuition Remission Request form when enrolling in any UMUC course worldwide and
obtain approval signatures from the staff member/faculty member’s supervisor, department
head, and UMUC Asia’s Office of Human Resources.

The student is responsible for checking his or her eligibility for tuition remission benefits
in accordance with this policy announcement. He or she is responsible for tracking his or
her own benefits throughout the academic year and will be required to compensate the
university for any overuse of tuition remission or if deemed ineligible for tuition remission
benefits. Please contact the Office of Human Resources to confirm eligibility. The student
must sign the Tuition Remission Request form and obtain the signature of his or her
immediate supervisor/area director. The Office of Human Resources will sign the form

after verifying eligibility.

UMUC Undergraduate Registration

The student must present an approved Tuition Remission Request form and register with
his or her local field representative in accordance with current procedures.

Spouse and/or Dependent Child(ren) Registration

Eligible spouses and/or dependent children interested in registering using tuition remission
benefits must be referred to the Office of Human Resources for registration procedures.
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UMUC Graduate Registration

The student must follow formal admission procedures for his or her selected graduate
program prior to registering for a graduate course. The student must obtain all formal
signatures approving tuition remission benefits and submit the form to the Office of
Human Resources prior to registering for a course. The Office of Human Resources will
forward the approved Tuition Remission Request forms to UMUC Stateside to confirm
tuition remission status.

If the staff member/core faculty member or the spouse or dependent child plans to enroll in
a graduate stateside course, the registration must be processed through the stateside system.
Therefore, students in the overseas divisions (whether staff, faculty, spouse, or dependent
child) must apply and register via the Web using the regular stateside student registration
process. The student must identify himself or herself as eligible for tuition remission benefits
when registering for UMUC Stateside online graduate courses.

USM Registrations

When enrolling in a course at another USM institution, the student must complete the
standard “bubble” USM Request for Tuition Remission form and obtain the required
approval signatures. This form is available from either the area director’s office or the Office
of Human Resources at Yokota. All tuition remission request forms must be faxed to the
Office of Human Resources at Yokota for processing. After faxing the USM Request for
Tuition Remission form to Yokota, please mail the original form to the Office of Human
Resources at Yokota so that it can be processed. The student must identify himself or herself
as eligible for tuition remission benefits when registering for USM online courses.
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Appendix I

DEPARTING UMUC ASIA

PLEASE ASK BEFORE YOU ACT!

Please ask your area director and the UMUC Asia Logistics office for the most
current information on these issues. They will either answer your questions or refer
you to the appropriate office for the answers.

Clearing a Base and Returning to the United States

You must personally “clear” or “out-process” from an installation before departing UMUC
Asia. Make sure to pay all bills and return all library books and keys.

Important

When terminating employment with UMUC Asia, your final paycheck maybe held pending
completion of the departing faculty and staff checklist (see Appendix C: Sample Forms) and
the fulfillment of all logistical and financial obligations you may have. In all cases, before
returning to the United States, you must turn your ID card in to your area director or to
the director of Human Resources.

Home Leave

There is no “home leave” provided by either the Air Force or UMUC no matter how long
a collegiate faculty member remains overseas. In other words, whenever a collegiate faculty
member goes to the United States during his or her time with UMUCG, it is always at the
individual’s expense.

Returning to the United States at the End of Overseas Service

Collegiate faculty hired stateside who traveled to Asia on U.S. government orders, and

who completed their teaching obligation with UMUC Asia, are eligible for a return trip

at UMUC expense to their point of origin. Collegiate faculty members are eligible for this
return trip only at the end of their overseas service with UMUC. This UMUC-funded travel
is not available if the collegiate faculty member only wishes to return to the United States
for the summer break and return to Asia again in the fall.

To receive a return trip to the United States, the collegiate faculty member must inform
the Office of Human Resources at Yokota at least 50 days before his or her desired depar-
ture. Please note that collegiate faculty must depart Asia no later than 14 days after the
end of the term. Collegiate faculty who wish to remain in Asia beyond this period will be
required to terminate their Status of Forces Agreement (SOFA) status and obtain a visa to
continue to remain in their host country. Doing so will jeopardize the person’s benefit of
returning to the United States at government expense.
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Transportation of Personal Property When Departing UMUC Asia

As with the transportation of personal property when a collegiate faculty member relocates
to a new assignment, a similar policy applies to those faculty members departing Asia.
Because the matter of transportation of personal property often depends upon the particular
circumstances of the specific move and because of possible changes in U.S. government
guidelines, UMUC Asia will contact faculty involved in such moves and provide updated
information at the time of each move. This ensures that faculty receive accurate and detailed
information with regard to moves, while also ensuring that faculty receive the maximum in
logistical and financial support when moving.
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