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RELOCATION ASSISTANCE APPROVAL CLAIM FORM
Rhodes University is delighted that you have decided to accept our offer of employment. If working at Rhodes University, will also involve moving to Grahamstown, the institution will assist you with relocation costs, subject to various conditions. Please ensure that you are familiar with the protocol for payment of relocation expenses.   Please note, no costs will be paid unless they have been pre-approved.  Only once this form has been signed/approved may travel plans, accommodation, removal costs be made.  Expenses incurred that have not been pre-approved will not be refunded.
	Staff member’s Details: 

	Title
	
	Surname
	
	First names
	

	Staff number
	
	Identity or passport no
	

	Department/division
	
	Job Title
	

	Date of commencement of employment at Rhodes University in new post
	

	Details of immediate family of those moving to Grahamstown with staff member in next year:

	Name
	Relationship to staff member
	Date of birth and age
	Still living at home (yes or no)?

	
	
	
	

	
	
	
	

	
	
	
	(add more lines if needed)

	Travel details and costs: Please attach all quotes. Note that approval is needed before costs are incurred.

	Type of travel planned
	Costs of travel

	Car
	(a) No of kms
	(b) No of cars:
	(c) Official Rate per km
	Total (a x b x c)

	Travelling from:
	
	
	
	

	Air (economy class tickets only)
	Person travelling
	Travelling from
	Cost of ticket

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	Total cost
	

	Car hire if travelling by air


	Indicate choice of car
	Cost per day
	Total cost for car hire

	
	Car Group:  T – Small with aircon.
	Car Group: B – Power steering plus aircon, e.g. Polo


	
	

	Bus/train/other
	Person travelling
	Travelling from
	Cost of ticket

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	Total cost
	

	Accommodation
	No of people
	Cost per night per person/unit
	Type of accommodation
	Town/city

	
	
	
	
	

	
	Total cost
	

	TOTAL COST FOR TRAVEL
	

	Removal transport costs for household goods: Please note that the University has the following removal companies registered on the procurement database: Biddulphs, Stuttaford, Pickford, Digs to Digs, L&M Removal and Key Moves. If the removal company you wish to make use of is not on the list, please liaise with your HR Officer about the procurement process to be followed by the company. 
Staff should attach the relevant Relocation Removal Quote Form and any other documentation related to the quote for APPROVAL before costs are incurred.

	Quote no
	Company
	Total cost
	Order of preference (list as 1, 2, 3 - 1 being your preferred provider)

	1
	
	
	

	2
	
	
	

	3
	
	
	

	Motivation if your first choice is not the cheapest quote
	

	I hereby confirm that the above details are correct. I understand that by signing and submitting this claim form that Rhodes University will pay for the approved costs of my relocation to Grahamstown (or in the case of Wardens, in Grahamstown). I also understand that there is a three year service contract linked to this, from the date of commence of my employment in the relevant post and that should I leave the institution (and in the case of Wardens, this post), in the next three years, I will be responsible for this relocation expense on a pro-rata basis. 

	Signature
	
	Date
	

	Please submit to your HR Generalist for  Human Resources Division Authorisation

	Nature of costs
	Approved
	Final cost
	Reason/s

	Travel
	YES
	NO
	
	

	Accommodation
	YES
	NO
	
	

	Household removal costs
	YES
	NO
	
	

	TOTAL COST
	R
	APPROVAL: Snr Manager /Director of HR
	
	D ate
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