
Relocation Expenses Claim Form

	Employee name
	
	Department
	

	Job Title
	
	Start date
	

	Address relocated from
	

	New address
	

	Email address
	


Details of Expenditure

Please attach receipts and supporting documentation for all expenses claimed.

If you are claiming for temporary accommodation/commuting costs please provide evidence that your existing property is on the market with your first claim for reimbursement; with each subsequent claim please tick here to declare that your property is still on the market.












  FORMCHECKBOX 

	Date
(when costs incurred)
	Details
	Amount

£

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Total relocation claim
	


	Repayment Terms
In the event that an employee on a permanent contract resigns or is dismissed from his/her employment within 2 years of taking up appointment, he/she will normally be required to repay on a pro rata basis any relocation assistance received from the University. Employees engaged on fixed term appointments will be required to repay any relocation expenses on a pro rata basis if they resign or are dismissed before completing half of the term of the contract.

Employee Declaration

I declare that the expenses claimed are in accordance with the rules and eligibility criteria set out in the University’s Relocation Policy and that no other claim has been or will be made for this expenditure from the University or any other organisation.
I understand and agree to the Repayment Terms and authorise the University to deduct any outstanding amount which is repayable from my final salary if repayment terms have not been agreed in advance of my last day of employment.

	Signature
	
	Date
	


PLEASE RETURN THIS FORM TO THE HUMAN RESOURCES RECRUITMENT TEAM

	Human Resources Use

	Product
	P-TR-00
	Account
	4284

	Cost code to be charged
	
	Total authorised for payment
	

	Authorising signature
	
	Date
	


