	


Relocation Package

As part of the relocation package, details of which are attached, you are eligible for rental allowance of £85.00 per week up to a maximum of 13 weeks. This money will be paid in stages with your salary. There are two ways in which you can receive payment of your rental allowance: either as an automatic payment, or alternatively, by submitting receipts. 

Please note that if you wish to receive your rental allowance as an automatic payment you will be taxed on this. 

If you wish to submit receipts for your accommodation this money can be paid tax free although the maximum payment is still £85.00 per week up to a maximum of 13 weeks. 

With regard to invoices in respect of relocation expenses, all invoices should be addressed to Argyll and Bute Council and details of the claimant clearly marked on the invoice.  On receipt of the invoice and completed claim form (copy enclosed), the Transactional Team HR section will process for payment.

I would be obliged if you could let me know which method of payment you would prefer. I will advise you of the timescales for payment once I hear from you. 

ARGYLL AND BUTE COUNCIL
RELOCATION PACKAGE

The Council's relocation package is as follows:-

1.
* Estate Agency Fees/Advertising;  Removal; Legal and other costs to cover for the sale and purchase of principal residence, plus  removal and storage;  total allowance £3,500 (excluding V.A.T.) subject to production of  invoices directly charging Argyll and Bute Council to full amount for the goods or services in question.


Plus
2.
Rental allowance of £85.00 per week subject to P.A.Y.E. and N.I. deductions up to a maximum of 13 weeks.  This period can be extended by a further 13 weeks at the discretion of the Chief Executive.


Plus
3.
Three days' paid leave for removal.

Conditions:-

(1)
Claims to be made within 2 years of date of appointment; 

(2) 
Invoices to be directly charging Argyll and Bute Council, who will arrange for payment;

(3) 
Payment marked with an asterisk will be repayable to the Authority on the undernoted sliding scale where an officer leaves within 2 years of date of appointment:-


(a)
Within one year
- Full refund


(b)
One year to eighteen months
- 50%


(c)
Eighteen months to two years
- 25%

IMPROVEMENT & HR
Please address any invoices and the mandate below to the following address:

Contractual Team
Improvement & HR

Whitegates Offices

Whitegates Road

Lochgilphead

PA31 8SY




ARGYLL & BUTE COUNCIL

APPLICATION FOR PAYMENT OF COSTS UNDER THE TERMS OF THE COUNCIL’S RELOCATION PACKAGE

I certify that I have read and understand the Council’s Relocation Package, and now claim the undernoted expenses which include:

	
	
	Amount (£)
	VAT (£)
	Total (£)

	1
	Removal Expenses


	
	
	

	2
	Storage Expenses


	
	
	

	3
	Estate Agency Fees/Advertising


	
	
	

	4
	Legal Costs of Sale of House


	
	
	

	5
	Legal Costs of Purchase of principal residence


	
	
	

	
	TOTAL
	
	
	

	
	
	
	
	

	
	TOTAL CLAIMED TO DATE
	
	
	


TOTAL ALLOWANCE NOT TO EXCEED £3,500 (Ex. VAT)  

IF EMPLOYEE PAYS INVOICES DIRECTLY TO SUPPLIER, VAT CANNOT BE RECLAIMED AND IS INCLUDED IN THE TOTAL ALLOWANCE OF £3,500.  IT IS THEREFORE RECOMMENDED THAT ALL INVOICES ARE PAYABLE TO ARGYLL AND BUTE COUNCIL.

I fully understand that I will be required to refund the allowance in accordance with the following scale if I leave the Council’s employment of my own volition:

Within 1 year from date of appointment:


Full refund

One year to 18 months from date of appointment:

50%

18 months to two years from date of appointment:

25%

In this event, I consent to Argyll and Bute Council deducting any monies owing from my final salary, as far as this covers the amount in question. Any outstanding balance will then be collected by other means.
Signed......................................................

Name....................................................... (block capitals)
Date..................................

Authorised..............................................



Date..................................
Designation.............................................
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