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FOREWORD
THE COMMANDING OFFICER

UKJSU Naples

JFC NAPLES

The time has come for you to leave Naples after what I hope has been a rewarding and enjoyable tour.

This guide will help make your departure as straightforward as possible and assist you in navigating your way through the NATO and Italian bureaucracy.  Whilst we will make every effort to keep this document up to date the dynamic nature of NATO and MVRO procedures, our housing concept and EU Regulations, will result in changes to the processes covered by this Guide..  Therefore, I would be grateful if you find the time to inform us of any changes in routines you experience whilst out processing.
Some feedback we have received would indicate that it is never too soon to start packing a few boxes, once you have received your departure date.  Another tip if you have children or pets is to arrange for someone to look after them during the final few days as you dash about making last minute arrangements.  It is useful to keep a folder to one side with items that you will need for your return journey and in the UK prior to your baggage arriving (such as passports, vehicle documents, E111, phone numbers etc).   

  I hope that you have a safe and successful move and should you require any further advice or assistance please do not hesitate to the appropriate member of the UKJSU team.
J S KEARNEY
Wing Commander

Commanding Officer
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A GUIDE TO LEAVING NAPLES

Section 1 – Preparing to Leave
Leaving Italy can be just as difficult as settling in after arrival.  It is important, therefore, to start your planning early.  The key to a successful and relatively trouble–free departure is knowing just what needs to be done and appreciating the timescale in which it must be accomplished.  With the information in this guide, and some careful planning, there is no reason why your departure from Naples should not go smoothly.
This guide will assist you through the process and point you in the direction of specialist advice where it may be needed.  

In an ideal world, your planning should be well under way a little over three months before your date of departure.  Everyone will encounter some difficulties with their departure but it is important to remember that the answers often depend on individual or family circumstances, so no hard and fast rules apply. 

Should you encounter anything that could be added to this guide, then please take a few minutes to make the FAMO or the Chief Clerk aware.    
Section 2 – Unaccompanied Baggage and Return of Personal Effects from Store
As soon as you receive your Posting/Appointment Order you are able to book your Removals via the Agility Logistics GRMS website:  https:\\grms.agilitylogistics.com.

Guidance on how to carry out this process can be found in the Removal Application Process Guide.
a.
The two options to move your personal belongings.  You may use the Government contract or you can elect to use the Tri-Service PE Overseas Cash Option Scheme (OCASH).  Details on this scheme can be found in DIN 2008 DIN01-159.  This option entails your Personal Effects (PE) being moved by a private company.  A private company move is a personal choice and must be funded by the individual who subsequently claims back money within an agreed limit.  No advance of funds is payable.  This procedure has to be authorised by DSCOM in Abbey Wood who also decide the refund limit before agreement with any privately organised contractor.    

b. 
Confirmation of your baggage allowance in cubic metres. Entitlement is based on rank/rate, number of dependents and accompanied status. 

c.
The cost of Excess Baggage Charges if you go over your allowance.  The Government Freight agent calculates this and at the time of going to press, the charge is around £200 per cu metre.

d.
The need for Comprehensive Insurance for all effects being moved either by the Government contractor or by private contractor.  Personnel are strongly advised to arrange insurance cover to protect it against all normal risks whilst in transit, as the carrier’s liability is strictly limited. 
e.
The list of “Prohibited Items” is shown on the Agility website and also in the DSCOM Removal Guide also shown on the Agility website.
Return of Items in UK Storage: All personnel who have furniture in storage in the UK on returning to a UK address are to arrange for the furniture to be delivered to their new address within 28 days of posting.
Sponsor:  PO Logs (SC) 081 3342 301 

Section 3 – Furniture and Pre-inspection of property
Your next port of call should be the Estate Warden (EW) to arrange a survey of your furniture and to carry out a pre-inspection of your property E Mail ew1@iknsu.it, 081 3342 410.  The Furniture Manager maintains an inventory of the furniture items including any hard and soft furnishings that have been obtained throughout your posting in Naples and the Estate Warden will give you a printout of your inventory to assist you.  You should note that if your furniture is dirty and/or damaged (beyond normal wear and tear) you will be liable for the costs of cleaning and/or repair including poorly maintained gardens.  The DVD by Defence Estates (DE) “A Good Move” on how to March Out of a DE property is available from the EW if you need to know the standards required.
At the end of the pre-inspection the Estate Warden will brief you on what will be required to achieve the final March Out standard.
Section 4 – Vacating Your Property – the March Out
You should contact the Estate Warden to arrange an appointment for the March Out.  He expects to find the property in the following condition:

a. The accommodation should be clean and tidy.

b. The furniture should be thoroughly cleaned and placed in the correct rooms according to the furniture inventory.
c. Ensure Gas or oil boilers are in good working order.  If they are defective, this should have been reported to the Customer Service Desk

d. Neat and tidy garden.  

e. Fridge/freezer and cooker and extractor fan to be thoroughly cleaned with a new filter if possible.  

f. Particular attention is required in bathrooms for descaling particularly bathroom accessories, e.g. shower heads, taps etc. 

g. Any furniture that has been privately owned (i.e not on the inventory is to be removed prior to the march out.  If items have been forward sold to the next occupant then a list is to be provided to the EW. 

h. A minimum of tow gate/garage/parco remotes with main door keys with override and pedestrian gate keys.  All other keys are to be clearly labelled for use by the next occupant.  

i. BFBS boxes, associated leads and remote are to be returned to the stores office in Villa B and BFBS cards are to be returned the UKJSU Cashier
The Estate Warden will make a formal report of the condition and material state of the property.  If any damage is found, which has been caused by the tenant and/or any pets, or if the house, furniture or garden are not tidy and clean, the tenant will be charged for cleaning and repairs and these charges will be deducted from pay.  A copy of these rates are available from the EW at pre-inspection.  The UKJSU will provide “get you out” packs to assist personnel during the period between your unaccompanied baggage leaving and March Out if required.

Section 5 – Utlities Accounts
On the day of the March Out the Estate Warden will take the final meter readings in your presence to finalise the utilities bills for your occupancy.
Section 6 – Telephone Accounts
All in Naples are required to close their Telephone Account with the Families Centre in JFC (or the US Naval Support Site – depending on where the account was created).  A minimum of two weeks notice is required to close the account and generate a spot bill which you will need to pay before departure although it is recommended to start sooner rather than later.  You will be liable for any bills received by the UK JSU after you have left if the account is not closed correctly.  It is stongly recommended that you obtain written confirmation from the Families Centre/USNSS of notice to close the account and proof of final settlement. Please note that the Families Centre will require your Service Identity Card. 
Section 7 – Transit Accommodation
During the leaving period it may be necessary for personnel to occupy transit accommodation to finish any last out processing.  The UKJSU has a small number of transit houses/apartments in Lago Patria.  These are fully furnished and it will be normal for families to be placed in one of them, subject to availability, before considering hotel accommodation.  When accommodated in one of thm, personnel will continue to receive LOA (dependant on status) but Rental/Fuel and Light charges are not applied.  Pets are not allowed in transit accommodation however there kennelling facilities are available in Lago Patria; accommodation for your pets during this period is your responsibility.
When transit accommodation is not available then a local hotel may be used but only with the authority of FAMO who will issue a non availability chit.  All bookings are to be made via DHRS.  
Section 8 - Motor Vehicle Registration Office (MVRO)
You are required to visit one of the MVROs to inform them of the disposal from the AFI system of any vehicles you have registered.  When driving back to the UK with your vehicle the MVRO will give you temporary number plates; these plates remain valid for only 14 – 28 days. 

You should first withdraw your Petrol Ration Card from the Privileges Office, ensuring that it is also cleared through the Privileges Office, and take it with you.  Remember to draw any fuel ration due that you may need for the month of departure before doing so.

In the case of vehicles being taken back to the UK, you should make sure you have the original Military Registration & Certificate of Title of Motor Vehicle (NAVEURGEN 11240/3 (New  4-74)) for each vehicle which acts as the Vehicle registration Document whilst you are travelling on AFI plates.  Failure to do so could delay the re-registration of the vehicles in the UK.  The NAVEURGEN 11240/3 must be in date right up to the moment that you cross the border out of Italy.  The document may be renewed for broken periods and the cost is worked out on a pro rata basis.  Payment is to be made in advance and no refunds are available.  

You are advised that if you are unable to sell or otherwise dispose of a vehicle locally before departure, Power of Attorney will not automatically be given.  The MVRO will only permit Power of Attorney to a third person where an individual can prove that he/she is required to leave Naples at short notice, such as emergency or medical repatriation.

Once re-entering the UK you must attend and MOT, apply for road tax and re-register the car and at the earliest opportunity. For further details go to www.direct.gov.uk

You are to return documentation and temporary plates to the MVRO within 30 days and failure to do so will result in the costs incurred by the UKJSU to clear you vehicle will be charged against you.  New vehicles are to be registered in UK within 7 days in accordance with DVLA instructions.
Section 9 – Travel to the UK and Other Areas
By Air:  You may opt to return by air, which will normally be arranged by the most economical route on your day of departure.  Applications for air passage should be made through the Movements Office.  You must book your flights at least three weeks prior to your planned departure date.  However, you will not be issued with your tickets until you have completed all out processing and settled any outstanding bills.
PAP:  Application to make your own way passage must be requested through the UKJSU.  The application may be made as soon as all the details are known, ideally at the same time as arranging Unaccompanied Baggage.  Once approved and endorsed the form should be attached to your travel claim when you submit it for assessment at your new unit.  It is important to remember that own way passage will only be considered for a means of transport other than commercial air.  You should also note the following:

a.
No advances will be made from public funds to meet anticipated travel costs for a journey under PAP.  You should retain all receipts to act as supporting vouchers until your claim has been cleared through your single-Service units on return to the UK.  Expenditure on such items as alcoholic beverages, travel and medical bills or insurance is not admissible.

b.
The amount of the refund will not exceed the cost that would have been borne by public funds if travel had been under official arrangements by the authorised method (air travel).  The amounts are subject to constant review and advice should be sought from the UKJSU for the latest figures.  You will not be issued with your authority to claim until you have completed all out processing and settled all outstanding bills.
c.
Any hotels that you stay in, and will be claiming under PAP, must be booked through the Defence Hotel Reservation Service.
d.
You should ensure that you have adequate funds available in foreign currencies, travellers cheques or credit cards to meet any contingency on your homeward journey.  Sterling cheques are not normally accepted at continental booking offices for travel on cross channel ferry services.  The Autostrade d’Italia network accepts credit cards from Milan/Turin northwards, and their use is common on the French and German networks.

e.
Children who normally attend school in the UK and who are temporarily in Italy may return to the UK with their parents under own way passage arrangements and be included in the claim for expenses provided they have been entitled to travel to Italy under the School Children’s Visits arrangements.  If you intend to claim for children please inform the UKJSU Chief Clerk as early as possible.  Ensure that all passengers are included on your request for PAP, otherwise no refund of expenses will be made.

Medical Cover:  The period of return to the UK under PAP arrangements is classified as leave and he MOD will not accept liability for any medical expenses incurred en route.  You should ensure that you have Forms E111 for you and the family members travelling with you.  Unfortunately, as the reciprocal arrangements in some countries only provide limited medical care, you are strongly advised to take out some form of private medical insurance for the duration of your travel.

Travel To Other Areas:  If you are posted to another overseas location, travel arrangements will vary and special rules may apply, particularly with respect to PAP.  If this is the case you should seek early advice from the UKJSU desks.

Travel Within The UK:  For those who have returned to the UK by air, adequate provision is made for onward travel to the destination.  Rail Warrants are available for all the family to travel from Gatwick, or the airport of arrival, to the destination address.  Application is made on the same form as for air passages.  Further entitlement to travel at public expense will depend on whether the destination address is at the next place of duty, an alternative leave address or a selected place of residence.  Individuals are advised to seek advice from the UKJSU.

Section 10 – UK Customs Regulations and Duty Free Allowances
If you are travelling to the UK from another EC country and have not passed through a non EC country (nb: Switzerland is not a member of the EU) you do not need to go through Customs on arrival back in the UK.  You will usually go through a separate exit for EC travellers.  This is sometimes called the blue channel or blue exit.  However, beware that Customs Officials are still authorised to carry out random checks to look for prohibited items such as drugs, firearms, ammunition, offensive weapons, obscene and indecent material and any unlicensed animals.

The allowance for duty free goods, including alcohol and tobacco, varies slightly depending on which countries you pass through on your way back to the UK.  However, the alcohol and tobacco products purchased through outlets on base are deemed by the UK Customs as being duty paid and therefore the allowance is significantly increased.  All customs allowances are personal and must accompany you through the point of entry.  To place any part of an allowance, particularly alcohol, in Unaccompanied Baggage can be construed as smuggling.  You should check the most up to date customs allowances before departure.
It is a myth that opened and slightly consumed bottles of alcohol do not count as part of an allowance as bottles should have the seal intact when arriving in the UK.

Pets and Plants:  If you are planning to import pets into the UK it is essential that you have the correct documentation.  Failure to do so will result in a costly and lengthy stay in quarantine for your pet.  Annex H covers the procedures for obtaining a pet passport.  You should note that it takes at least 7 months from the start of the process to the date that your pet would legally be allowed to enter the UK.  For more information on Pet Passport procedures go to http://www.defra.gov.uk/wildlife-pets/pets/travel/index.htm.
With regards to the import of plants, providing that the plant originated within the EC, there should be no problem in taking them back to the UK.  However, if you are travelling outside the EU this is may not be the case and strict rules apply.  You should seek advice from the appropriate Customs Authorities if you are in any doubt or risk having the items confiscated and destroyed.  This also applies to precepe made from plant materials.
Section 11 – Duty Free Vehicles
A vehicle purchased free of duty may be imported into the UK without penalty in accordance with UK Tax laws and the concession is restricted to entitled serving members of the British Forces and Civilian Component serving overseas.  The concession is open to wives and dependent children but the whole situation here in Naples always remains under review and could change with little or no warning.  The UK tax concession is further restricted to one vehicle per entitled individual who must have spent not less than 185 days in the last 12 months stationed outside of the UK in a member state of the EU.  If  there are two cars (ie one for your spouse), a separate statement declaring that although both cars are registered in your name through MVRO but that one belongs to your spouse, and will be registered in her/his name upon return to the UK. 
You must note that this applies only to the importation into the UK.  When a tax free vehicle has been exported to Italy, it will only qualify for tax free status in Italy if it has been registered with the MVRO and exported within 90 days of your Assignment order.  If you attempt to dispose of the vehicle at any other time you will be liable for hefty Italian importation taxes.  You are advised to contact the MVRO to check your entitlements, especially if you fall outside of these rules.

Section 12 – Other Administrative Arrangements
Having reached this stage you will have formulated your plans for vacating your home, forwarding on your Unaccompanied Baggage and the return journey home.  All that is left now is to tidy up the remaining administrative and financial tasks.

UK SFQs:  The routine for the allocation of Service Family Quarters varies considerably depending on your particular Service.  If you and your family will require a Family Quarter in the UK or any other overseas location you should seek the advice of your HR Admin Clks in the UKJSU as soon as you are aware of your next posting and your requirements.
Single Personnel:  Single personnel are requested to inform their next unit of their intention to live in/out.
Medical Documents:  Your Service Medical Documents will automatically be sent on to your next place of duty.  You should advise Reception in the clinic of your departure date so that the National Health Service Documents of your family can be returned to the NHS for retrieval by the new doctor in the UK.  Your spouse and family should register with a GP as soon as possible after your arrival in the UK. 

Disturbance Allowance:  Disturbance Allowance is paid to help offset the costs associated with relocating a family when taking up a new appointment or posting.  Application for DA should be made through JPA following advice from the UKJSU.
Child Benefit:  If you have been receiving Child Benefit through your pay you need to see your pay desk to complete the necessary forms to recommence payment back in the UK.  The sooner these forms are completed and despatched the better.  Remember that you will need to identify a Post Office in the UK where your wife will collect the benefit.  A list of Post Offices is held by the BFPO.  In the event of any difficulty once you have returned to the UK you should contact DHSS, Child Benefit Centre (Washington), PO Box 1, Newcastle –upon-Tyne, NE88 1AA.

School/Playschool:  The UKJSU informs the British Forces’ School each month of the estimated date of your departure from Naples.  Notwithstanding, and regardless of the school or playschool your child attends, ensure that you talk to the Head-teacher or Play-school Supervisor direct and give adequate notice of your intended departure.

Leaving Routines:  From the time you make first contact with the Stores Department you will need to be issued with your UKJSU leaving routine.  These are available from the UKJSU in JFC.  You will also be required to complete a NATO Leaving Routine to complete out processing from NATO.  However tiresome it may be you must complete them both as failure to complete them may cause a delay in leaving Italy and the final payment of allowances or issuing of travel documents will not take place.

Other NATO establishments will have their own leaving routines which should additionally be followed.
Passes and Ration Cards:  On your last day, all NATO ID Cards, Security Passes and JFC Car Passes, together with Soggiorno permits if applicable, must be returned to the UKJSU
ARRIVEDERCI
ANNEX A

SOME USEFUL TELEPHONE NUMBERS, ADDRESSES AND REMINDERS:

BT Sales - +44 1252 318811 (ask for BT Customer Services) or BT ChargeCard holders can try, on Telecom Italia network, 1720144 (BT ChargeCard Operator and ask for BT Customer Services)

Credit Card Sentinel

Italy Telecom Italia – 167 876064 (Numero Verde – free)

France Telecom France – 0800 90 72 09 (Numero Verde – free)

Germany & elsewhere – Contact International Operator and reverse call to +44 1705 652222

HM Customs & Excise – Advice Centre, (Excise & Inland Customs), Custom House, Orchard Place, Southampton S014 3NS.  +44 1703 330330 (ask for Advice Desk) or +44 1703 827048 (fax)

Naafi/Norwich Union - +44 161 8860603 (for motor insurance and Naafi Safeguard)

Rescue Cover (to join not Breakdown)

AA - +44 990 500 600

RAC - +44 345 33 11 33

Green Flag – telecom Italia 167 877322 (Numero Verde – free)

Road Fund Tax – 

For vehicles previously taxed and registered in the UK – Form V62 (notes) and Form V10

For vehicles exported from UK tax-free or obtained overseas tax-free you will need:

· Pink log book and/or foreign registration document

· Certificate of UK Insurance or Cover Note

· Forms V55/5 and VAT414*

· Remittance (rates obtainable from PO or VRO)

*- obtainable from your Vehicle Registration office (number in The Phone Book under Transport, Department of )

This procedure takes some time so ensure your Green Card continues to cover you on your AFI temporary plates after you return to the UK.

Services’ Travel Centre – Bldg 302, RAF Brampton, Huntingdon PE18 8QL.  RAF Brampton Ext 7936/7834 (+44 1480 436655 or fax +44 1480 436653)

Remember also:

· Council Tax

· Electoral Registration – get new forms (if necessary) from the UKJSU
· Electricity

· Gas

· TV Licence – TV Licensing, Bristol BS98 1TL

· Water (supply and sullage)

Don’t forget to tell:

· Your friends

· The Bank
· Credit card companies

· Insurance companies

· The Post Office
· Regular Journals

· Catalogue companies

· Book Clubs

· Record Clubs

· Building Society & Inland Revenue (if you were letting your home)












ANNEX B

DEPARTURE CHECK OFF LIST

(not necessarily in this order)

Book removal/delivery of Unaccompanied Baggage
with POSA


____

Start procedure to return and import car to UK.  (Obtain BFG form from UKJSU 

& VAT 415 Form from HM Customs & Excise, Germany)



____

Apply for MQ in the UK








____

Inform BFS, Playschool or other local equivalent of intention to remove children
____

Arrange UKJSU Transit flat with Admin Co-ord (081 509 8188)


____

Arrange Eurotunnel/ferry tickets







____

Pickfords survey completed







____

Close telephone accounts








____

Apply for Disturbance Allowance  







____

Apply for PAP









____

Inform Medical Centre of departure date






____

Contact MVRO to make appointment to process motor vehicles


____

Start packing if not using Removal Service

(single or married unaccompanied may arrange to collect empty boxes) 

____

Arrange delivery of any effects stored at Public Expense in the UK
(POSA)
____

Pick up leaving routine from UKJSU






____

Book leaving calls









____

Renew RAC/AA coverage








____

Arrange the cessation of House Letting (if appropriate)



____

Arrange UK gas/electric upon return to UK





____

Arrange telephone in the UK







____

Move into transit accommodation (if required)





____

Pickfords removals









____

Arrange a pre-inspection of your property 





____

Arrange March Out









____

Arrange mail redirection with BFPO






____

Close Italian Bank Account








____

Work Turnover









____

Input final HTDs tolls claim








____

Draw petrol rations









____

Finalise subsistence claim (if necessary).





____

Withdraw petrol Ration Card (clear through privileges office)



____

De-register cars at MVRO








____

Hand in completed Leaving Routine






____

Return ID & Security Cards and Soggiorno permi to Pass & ID


____

Take library books/videos back







____

Collect PAP Authorisation







____

Final vet visit for dog/cat








____

Depart Naples

Notes:

1. This check off  list is produced purely as a guide.  It is not a blueprint for leaving Naples as many personal factors need to be taken into account when planning your departure.

2. The allocation of FQ’s varies considerably depending on the single Service.  Individuals requiring FQ’s at their next place of duty should contact their pay desk.


ANNEX C
 

Notice 1(PG) - A pocket customs guide for travellers entering the LIK

August 1999

Back to Information for Travellers
Travelling within the EU

You do not have to pay any tax or duty in the UK on goods you have bought duty paid in other EU countries for your own use.

If challenged by Customs and Excise, you must satisfy us that the goods are for your personal consumption. If you bring back goods for any one else for money given by them, you are liable to pay the full UK tax and duty.

Failing to declare goods not for your personal consumption, or selling on goods could mean imprisonment, heavy fines driving disqualification, seizure of all goods and vehicles used.

Notice 1 sets out these guidelines in more detail. This can be viewed on www.hmce.qov.uk or to

obtain a copy, see your local ‘phone book under ‘Customs and Excise’.

Goods you buy in the EU

These are the amounts of alcohol and tobacco purchased in the EU which are regarded as reasonable for personal use.

	Cigarettes
800
	Cigarillos
400
	Cigars
200
	Wine
90 Litres
(only 60 litres of this
can be sparklinq wine)

	Smoking tobacco
1 Kg
	Spirits
10 Litres
	Fortified wine
(such as port and
sherry)
20 Litres
	Beer
110 Litres



The EU countries are: Austria, Belgium, Denmark, Finland, France, Germany, Greece, Irish Republic, Italy, Luxembourg, Netherlands, Portugal, Spain (but not the Canary Islands), Sweden and the United Kingdom (but not the Channel Islands)

Travelling to the UK from outside the EU

You are entitled to the allowances shown below only if you travel with the goods and do not plan to sell them.

	200 cigarettes; or
100 cigarillos; or
50 cigars; or
250gms of tobacco
	60cc/mI of perfume

	2 litres of still table wine
	250cc/mi of toilet water

	1 litre of spirits or strong liqueurs over 22%
volume; or
2 litres of fortified wine, sparkling wine or
other liqueurs
	£145 worth of all other goods including
gifts and souvenirs.


Further information can be obtained at http://www.hmrc.gov.uk/index.htm
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