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PAYMENTS AND REIMBURSEMENTS FOR 
VISITORS GUIDELINE 
 

Monash University must ensure compliance with the Australian Taxation Office's Pay As You Go (PAYG) withholding requirements for all 
Australian staff and Visitors.  The preferred payment method must be indicated in the REX job request, which must also include approval by 
an appropriately authorised financial delegate within the hosting department.  The Global Mobility Team will then: 

 assess the request to ensure that the individual is a genuine Visitor under the terms of the University Visitors Process; and 

 perform a taxation determination to ensure that the University and Visitor can meet their compliance obligations, and the Visitor can 
be correctly remunerated/reimbursed for expenses. 

1. Types of Payments 

1.1 University Visitors can be remunerated/reimbursed for expenses in the following ways: 

 Fee for Service 
Paid to a Visitor in respect of work / services rendered. Generally paid at the completion of the visit, unless otherwise agreed 
by both the University and the Visitor.  These payments may be taxable. 
 

 Direct Payments 
The preferred method of payment for living expenses, such as accommodation, is for the University to pay part or all of the 
cost directly to the vendor, via the Travel Management System (TMS). This method is rarely taxable, provides the University 
with the greatest amount of    control over expenses and reduces the administrative burden of arranging reimbursements. 
 

 Expense Reimbursement 
The University can offer to reimburse Visitors for reasonable actual expenses incurred upon the presentation of tax 
invoices.  Pre-approval must be given for such reimbursements. Typical expenses that the University may reimburse include 
(but are not limited to)    flights, accommodation, visa costs, meals, medical insurance and other travel costs.  These payments 
are rarely taxable. 
 

 Living Allowance 
Paid fortnightly through the University payroll system to an Australian bank account in respect of the anticipated living 
expenses the Visitor will incur during their visit.  This is the least preferred method of payment, as the University has limited 
oversight and    control of actual expenses incurred, the administrative requirements are far greater than other methods and 
the allowances are often taxable. 

2. Administering the Payments 

Taxable Payments 

2.1 The payment of a fee for service or a living allowance can give rise to PAYG tax withholding obligations for the University. If a 
payment is taxable to the employee, the Visitor will need to apply for a Tax File Number (TFN) if they do not already have one, 
and to complete a Tax File Number Declaration before the payments are made. All taxable payments are made via the 
University payroll and will be administered by the Global Mobility Team after receiving the confirmation of commencement 
documents via REX. This must include confirmation that the Visitor has obtained the correct visa, as confirmed by the Global 
Mobility Team in the letter of invitation. If the Visitor has not obtained the correct visa, please advise the Global Mobility Team 
urgently, as this may impact the Visitor's ability to undertake the required activities and/or be remunerated/reimbursed for expenses. 

2.2 Please note that Visitors must wait until they arrive in Australia before they apply for their TFN. 

  

https://www.ato.gov.au/individuals/tax-file-number/apply-for-a-tfn/
http://www.adm.monash.edu.au/human-resources/forms/tfn-declaration.pdf
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Payments made by corporate finance 

2.3 Any payment that does not require PAYG tax withholding (including any expense reimbursement) will be made via Corporate 
Finance and administered by the hosting department. On receipt of the confirmation of commencement documents via REX, the 
Global Mobility Team will provide the hosting department with a claim form showing the agreed payments per the letter of invitation. 
The hosting department must obtain the appropriate approvals (from the financial delegate of the cost centre and fund) and send the 
following documents to corporate finance for processing and payment: 

 signed claim form; 

 Visitor invitation letter (accepted online); 

 evidence of any costs being reimbursed (tax invoice); and 

 Visitor bank account details (can be Australian or international bank account). 

3. Contact 

ask.monash or phone Monash HR on 990 20400 

mailto:ask.monash@monash.edu.au

