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MINISTRY OF EDUCATION
Te Tahuhu o te Matauranga




TR4: Transfer and Removal expenses - claim form
(Only use this form if your eligibility for removal expenses was approved before 19 October 2004)
Please refer to our website www.minedu.govt.nz/transferremoval for entitlements under the Collective Agreement. 
Claimant details 

Reference number              ___________________


Name _____________________________________
MOE employee number ____________________
Contact address 

__________________________________________
Phone number
(
) ____________________

__________________________________________
Fax number

(
) ____________________
______________________________________
Email address
________________________
Details of expenses 

Travel and accommodation expenses 


Travel from _____________________________
to _____________________________________


Date travel commenced ____________________
Date completed___________________________




Totals
	
	Fares (air/train/bus/taxi):
	
	
	$

	
	Ferry fares:
	Vehicle
	$
	Passengers
	$
	
	$

	
	Vehicle(s) Expenses:
	
	kms (shortest route) x 62c/km
	$

	
	Meals
	 FORMCHECKBOX 
 Actual costs
	Details:
	$

	
	Accommodation 
	 FORMCHECKBOX 
 Actual costs
	Details:
	$

	or
Combined Daily Accommodation/Travelling Meal Rate

	
	
	 FORMCHECKBOX 
 Daily rate
	
	either

Days @ $55.29 per day (Secondary)

Days @ $57.00 per day (Primary/Area)

or
	$

	
	
	 FORMCHECKBOX 
  Daily rate
	
	Days @ $28.00 per day, if staying privately
	$

	
	Incidentals
	
	Days @ $7.14 per day
	$

	
	$


Legal expenses and land agent’s commission 
(Please attach breakdown account from lawyer and copy of land agent’s invoice.)


Date house/land sold ____________________
Date house/land purchased _________________

	* Legal Fees - sale of house where previously resided
	$

	* Legal Fees - purchase of new house
	$

	   Land agent’s commission - sale of house where previously resided
	$

	   Legal Fees - purchase of land for building
	$

	Ministry reimburses when BUYING and SELLING (MAX) = $11,000.00   SUBTOTAL
	$


* First permanent appointment

Legal expenses up to a maximum of $1000 will be reimbursed where the applicant has both sold and bought a house within the first year of appointment.

First Permanent Appointment claimants, STOP here and go straight to the ‘Declaration’
Payment of expenses to visit prospective accommodation

Date travelled ___________
From ________________________
To ____________________

	 FORMCHECKBOX 
  Car 

Child’s name
	
	km @ 62c per/km
	$

	 FORMCHECKBOX 
  Other
	Details:
	
	$

	Accommodation
	Details:
	1 night for 1 person 
	$

	
	$



Note:   Meals are not reimbursed for visits to prospective accommodation.  Only motor vehicle allowance or equivalent fares, whichever is the lesser may be claimed.  

Telephone reconnection charges

	Reimbursed only once per transfer.  
	

	(Attach copy of telephone account showing telephone reconnection charge.)
	$


Transfer grant
	A transfer grant of $1000 is payable where a teacher is entitled to removal expenses
	$


Uniform allowance

	
	Number of children eligible for uniform grant.*
	
	X $300
	$



The table below must be completed to claim the Uniform Grant.

	
	Child’s name
	Date of birth
	School From
	School To
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	SUBTOTAL
	$


*(Child(ren) attending a primary, secondary, area or intermediate school requiring uniforms prior to the date of transfer and transferring to another school where different uniforms have to be purchased)

Rent subsidy

For short-term rentals only, subsidy paid for maximum of 3 months. Please provide copy of tenancy agreement and attach evidence of details given.  Note: Proof of rent paid and current gross salary is required for reimbursement of this subsidy.  

	
	Fortnightly rent  (See * below before completing)
	(A)
	$
	

	
	Gross fortnightly salary
	$
	( 6 = 
	(B)
	$ 
	

	(A)-(B) =
	(C)
	$
	= Fortnightly rent subsidy

	
	Number of fortnights claimed
	(D)
	
	

	
	Total rent subsidy  
	(C) X (D) =
	(E)
	$
	(
	$


	
	Furniture storage charges
	$


* Outgoings on former home

If property in former location is unsold and unoccupied, the following expenses may be added to Fortnightly Rent (A) above for calculating the rent subsidy.  Proof of mortgage interest, annual rates and insurance premiums is required.

	Mortgage interest per annum 
	$
	( 26 =
	$

	Residential rates per annum
	$
	( 26 =
	$

	House insurance per annum
	$
	( 26 =
	$


Penalty mortgage repayment (maximum claim $2400.00) 
	Penalty charges incurred as a result of terminating mortgage on previous house:
	$

	(Written notification from bank advising penalty charges must be provided)
	


Maintaining home at former location (accommodation allowance payable for a maximum of 3 months)

	
	Month
	Start and finish date
	

	Accommodation allowance details:
	1st  month
	
	$

	
	2nd month
	
	$

	
	3rd month
	
	$

	
	
	
	 $


The following provisions are reimbursed if you are eligible and receiving an accommodation allowance reimbursement.

Incidentals allowance ($7.14 daily rate)
	Month
	Days claimed
	Start and finish date
	

	1st month
	 
	
	$

	2nd month
	 
	
	$

	3rd  month
	 
	
	$

	
	
	
	 $


Visits to dependants at former location

	Means of Travel



Child’s name
	Kms for return trip

Or  Cost Air/sea travel
	Month
	Start and Finish Date
	

	 FORMCHECKBOX 
  Car -@ 62c per/km
	
	1st month
	
	$

	 FORMCHECKBOX 
  Other - Details
	
	2nd month
	
	$

	
	
	3rd Month
	
	$

	
	
	
	 $



Note: only motor vehicle allowance or equivalent fares, whichever is the lesser may be claimed.


Leave to transfer dependants and effects


Date travelled ___________
From ________________________
To ____________________


(Kms for return trip or cost air/sea travel.

	 FORMCHECKBOX 
  Car 

Child’s name
	
	km @ 62c per/km
	$

	 FORMCHECKBOX 
  Other
	Details:
	
	$

	
	$



Note: only motor vehicle allowance or equivalent fares, whichever is the lesser may be claimed.

	Total claim 


	$


Declaration

I declare that the information supplied on this form is true and correct.  

Signature:
__________________________________
Date
_____/_____/_____

Note:

Bank-generated evidence of bank account number is required if your details have changed since your initial application.
Return the completed form with attachments and receipts to:

Resourcing Division, Ministry of Education, P O Box 1666, Wellington 6140, 

or - Fax 04 463 8374.

All claims for reimbursement made on this form must be supported by receipts or invoices.

Please complete this checklist before you send your claim in.  This will help ensure the efficient processing of your claim.
	I am claiming for:
	I have attached to this claim form:

	 FORMCHECKBOX 

	travel expenses
	 FORMCHECKBOX 

	evidence of fares paid/travel expenses

	 FORMCHECKBOX 

	meal/accommodation expenses
	 FORMCHECKBOX 

	receipts for meal/accommodation

	 FORMCHECKBOX 

	payment of expenses to visit prospective accommodation
	 FORMCHECKBOX 

	evidence of travel expenses

	 FORMCHECKBOX 

	rent subsidy
	 FORMCHECKBOX 

	copy of tenancy agreement

	
	
	 FORMCHECKBOX 

	proof of current salary

	 FORMCHECKBOX 

	accommodation allowance
	 FORMCHECKBOX 

	proof of motel/boarding/rental expenses

	 FORMCHECKBOX 

	visits to dependants 
	 FORMCHECKBOX 

	evidence of travel expenses

	 FORMCHECKBOX 

	leave to transfer dependants 
	 FORMCHECKBOX 

	evidence of travel expenses

	 FORMCHECKBOX 

	legal expenses and/or land agent’s commission
	 FORMCHECKBOX 

	lawyers/land agent’s invoice

	 FORMCHECKBOX 

	penalty mortgage repayment charges
	 FORMCHECKBOX 

	written notification from the bank

	 FORMCHECKBOX 

	telephone reconnection charges
	 FORMCHECKBOX 

	copy of telephone account highlighting charge

	 FORMCHECKBOX 

	transfer grant
	 FORMCHECKBOX 

	bank-generated evidence of bank account number (if changed)


Note:

Visits to dependants at former location and leave to transfer dependants at former location can only be claimed if in receipt of an accommodation allowance.
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