[image: ]APPLICATION FOR RELOCATION ALLOWANCE

To claim for relocation expenses in line with the University’s Relocation Policy, please complete the application form below, together with relocation expenses claim form and return them to the HR Department, accompanied by the relevant original invoices and payment receipts.

	[bookmark: _Hlk96427421]Full Name
	

	Date Of Commencement
	

	School / PSU
	

	Amount Of Relocation Expenses Agreed
	

	Final Date Relocation Expenses Can Be Claimed
	



· In the event that I terminate my employment within twelve months of the date of my appointment, I agree to reimburse the University 100% of the relocation expenses I have received.
· In the event that I terminate my employment within two years of the date of my appointment, I agree to reimburse the University 50% of the relocation expenses I have received.
· In the event that my contract of employment is terminated within two years of the date of my appointment for reasons other than redundancy, e.g. unsatisfactory probation period, dismissal for misconduct, poor performance, competence and/or capability reasons, I agree to reimburse the University 100% of the relocation expenses I have received. 
· If I am unable to give proof of my intention to relocate within 6 months of my date of appointment and have made claims against this policy, I understand that the University may reclaim all or some of the monies paid under this policy.
· Please note in accordance with your contractual terms of employment, the University has the right to deduct from your pay or any other money due to you any sums which you may owe to the University. 

In signing below, I agree to abide by the conditions set down in the Relocation Policy and the above terms, and confirm that I am not receiving relocation expenses from any other source.

Signed								Date					
                                         
Please give your new address and other relevant information below.

This is my   TEMPORARY   or    PERMANENT   address (please circle as appropriate)

	New Address
	

	Telephone Number
	

	Date of Relocation 
	



Please note the cost of temporary living accommodation can be claimed in accordance with Revenue and Customs Regulations and the University’s Relocation Policy, but only if it is your intention to acquire permanent accommodation to complete the relocation. 

All information received via this form will be stored and processed in line with applicable data protection legislation.  To learn more about how we handle your data please review our Privacy Notice. 
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