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Date: xxxxxxxxx
Dear 

Notification of change of Work Base

Further to our meeting held on xxxxxx   I am writing to confirm the following change to your work base.  From <date>, you will transfer from xxxxxx to xxxxxxxx. This letter serves as 30 days' notice of this change.

The reason for the change to your workbase is xxxxxxxxxxxxxx

All changes are in line with the mobility clause outlined within your terms and conditions of service as per the Pay & Reward Collective Agreement.

Either

As this change of work base does not incur an increase in home to work mileage by more than 10 miles a disturbance allowance will not be payable.

Or

As this change of work base incurs an increase in home to work mileage by more than 10 miles a disturbance allowance will be payable.
In the meantime, should you have any queries in relation to this move, please do not hesitate to contact me.
Yours sincerely

