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	Rent Advance Policy IBU (JOR)
Owner/ Department: HR & Admin




	Brief
	It is the policy of the Company to provide financial assistance to Employees in order for them to meet any advance rental demands for accommodation.

	Purpose
	To provide guidelines for the payment of house rent advance (HRA)

	Person Affected
	1. SMSA employees in grade 7 and above.
2. SMSA employees who has completed more than 6 years continuously with the company.

	Guidelines
	House Rent Advance criterion:

· Employee should apply the House Rent Advance application through SSHR. 
· The House Rent Advance for existing employees will be equal or less than HRA of six months.
· House Rent advance shall be considered as a personal loan and therefore full and complete re-payment must be made in case of resignation/termination. 
· House Rent advances in the case of Company requested transfer maybe written off subject to the approval of the respective Function as per the LOA.
· Automatic deductions will be made from the Employee salary in equal monthly installments and for an equivalent period of the rent advance.  
· House rent advance request will be processed upon final approval by system (SSHR). Final approval received on or before 15th of every month will be paid in the same month salary. If any final approval received after the deadline it will be paid in the next month salary.
· Employees are not eligible to pay the balance House Rent Advance amount by cash and request for a new house rent advance.  

General:
· It is the responsibility of the HR Department to implement this policy across all business functions. 


	General
	Any exception to the policy must be approved by the Managing Director. 
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