SPECIAL EMERGENCY LOAN FORM

The Delegation of Authority Guide (DOAG), HR Specific Use Schedule, Section 4.A, delegates the approval authority of special "emergency loans" to employees as follows:

· Approval: Human Resources (HR) - DOAG 9 minimum
· Endorsement: GHRS / PC&C Manager
· Endorsement: functional Department Manager - DOAG 5 minimum. 

This loan is generally intended for individual personal disaster situations (e.g., flooding, fire, etc.) which are not covered by the Disaster Assistance Loan provision that applies to widespread natural disasters in federally-declared disaster areas. For more information, contact your HR advisor.

Following completion and approval/endorsement for loans granted under the above provisions, the attached Special Emergency Loan: Promissory Note and Payroll Deduction Authorization form should be sent to U.S. Payroll Services at the following address for processing:
Mailing Address:

US Payroll Operations

Exxon Mobil Corporation

P.O. Box 3187

Houston, TX 77253-3187

Exclusions: 

· This form is not to be used for disaster assistance loans that apply in federally-declared disaster situations. For such loans, use the Disaster Assistance Loan form specially designed for this purpose.

· This form is not to be used for professional new hire loans. For such loans, use the New Hire Loan form provided by U.S. Recruiting during the hiring process.
SPECIAL EMERGENCY LOAN:  PROMISSORY NOTE AND PAYROLL DEDUCTION AUTHORIZATION

Finance Charge 0; Annual Percentage Rate 0
	
	Total Loan Amount (up to 2 months pay; $10K maximum)
	Monthly Amount

(Dollars & Cents)
	Number of Installments

(24 months maximum)
	Beginning Date

Of Deductions
	

	
	
	
	
	
	

	
	Security:  The undersigned employee is giving a security interest in their wages.
	


	I, the undersigned Promisor, in consideration of monies advanced by Exxon Mobil Corporation (hereinafter called the "Company") in the Amounts noted above ("Total Loan Amount"), promise to pay to the Company, in United States currency, "Total Loan Amount" noted above in the following manner:

	

	1. Payroll Deduction Authorization

	I hereby authorize the Company to deduct, the Monthly Amount set forth above from any compensation at any time payable to me, beginning on the date shown above and continuing each month until the Total Loan Amount noted above has been paid by Promisor to Exxon Mobil Corporation.  For semi-monthly paid employees, half of the monthly amount will be deducted each payday.  I further authorize the Company to deduct such other amounts as are owed and unpaid to Company, upon the occurrence of any one of the events outlined in Paragraph 2 below.  I understand that I may revoke payroll deduction at will.

	

	2. Acceleration

	This Loan and Payroll Deduction Authorization shall, at the option of the Company, become immediately due and payable in full upon the occurrence of any one of the following specified events: (I) failure to pay any amount as herein agreed, (II) termination of employment of the undersigned with the Company, or (III) default in the performance of any other obligation to the Company evidenced by this document.  The undersigned hereby waives presentment for payment, protest, notice of protest and nonpayment of the Loan.

	

	3. Company's Right of Set Off

	The undersigned hereby gives the Company the right of set off, with respect to any unpaid balance of the Total Loan Amount, all sums of money at any time held by the Company to the credit of the undersigned, including salary or other remuneration earned by the undersigned but unpaid, upon the occurrence of any one of the events outlined in Paragraph 2 above.  I understand that I may revoke this assignment of wages at will.

	

	4. Non-Waiver of Company's Rights

	No delay on the part of the Company in exercising any power or right hereunder shall operate as a waiver thereof; nor shall any single or partial exercise of any power or right allowed by law or granted hereunder preclude other or further exercise thereof or the exercise of any other power or right; nor shall the Company be liable for exercising or failing to exercise any such power or right.

	

	5. Amendment

	None of the terms or provisions of this note may be excluded, modified, or amended, except by written instrument signed by Company and undersigned, expressly referring thereto and setting forth the provision so excluded, modified or amended.

	

	
	
	
	
	

	
	Employee Personnel Number
	
	Company Name
	

	
	
	
	
	
	
	

	
	Employee Promisor - Name Printed
	
	Signature
	
	Date
	

	
	
	
	
	
	
	

	
	HR Approver - Name Printed (DOAG 9 or higher)        DOAG Level
	
	Signature
	
	Date
	

	
	
	
	
	
	
	

	
	Endorsement - to be obtained by HR Approver: GHRS Policy, Compliance, and Communication Manager. Name  Printed
	
	Signature
	
	Date
	

	
	
	
	
	
	
	

	
	Department Head Endorser (Minimum DOAG 5) - Name Printed 
	
	Signature
	
	Date
	

	For Company Use Only

	
	
	
	

	
	Disbursement Date
	
	Disbursed By


GHRS/PC&C

Form Revised: April 29, 2009

