1 copy for applicant/1 copy for Financial Services
12  MONTH TRAVEL TICKET SALARY ADVANCE APPLICATION

Important.  This form must be submitted to the Technical Accountant no later than the 1st of the month before the advance is required.

APPLICANT’S FULL NAME:____________________________________________________ 
Payroll No.:______________________

Details of Season Ticket

Start Date:
/
/ 20

Cost of Ticket: £__________________
.

RaiI Company:_________________________________________________
From:________________________________
Station.
To:__________________________________
Station

DECLARATION  (Important.  Please read before signing)

In consideration of the Trust advancing to me the sum of £_________ for the sole purpose of a 12 month Season Ticket purchase, I agree to repay the advance by monthly deduction from salary over a period of 12 months commencing the month in which the advance is granted and by signing this form confirm that I have a contract of employment with the Trust for in excess of twelve months from the date of commencement of the advance.  Furthermore, I irrevocably authorise the Trust in the event of my not repaying the outstanding balance of the advance on demand to utilise any monies due from the Trust to me in the future in or towards satisfaction of the advance and to undertake to pay the Trust any difference on demand.  It is understood that in the event of my service with the Trust terminating, I agree to discharge the outstanding balance of the advance before expiration of such termination.  I ALSO ACCEPT THAT THE TRUST WILL REQUIRE PROOF OF PURCHASE WITHIN TWO WEEKS OF MY ACQUIRING THE ADVANCE.  

I also agree that the Trust may make such enquiries as it considers necessary in connection with my application for a season ticket advance.  I authorise the Trust to disclose any information about me or this application to any third party if I am in breach of the advance contract.

Signature of Applicant
::__________________

Dept.





Tel. Extn.


Date

THIS SECTION FOR FINANCIAL SERVICES USE ONLY

Verified by:_______________________________________________________________________
Please print name

Date

_________________________________________________________________________________
THIS SECTION IS FOR PAYROLL USE ONLY

Employee No._______________________ Employee signature.______________________________

Start Date.    _______________________Date Input.  ______________________________
Total advance to repay:  £__________________
Monthly Repayment:  £__________________
Checked by (please initial)  
Date Checked.  __________________________

York Hospitals NHS Foundation Trust

PROCEDURES FOR APPLYING FOR SEASON TICKETS BY EMPLOYEES AND ARRANGEMENTS FOR THE REPAYMENT OF COST

1.
Application Procedures for Season Tickets.
1.1
Employees must complete the special application form, and must forward this to the Technical Accountant at Tribune House.
1.2
The Technical Accountant will set up and maintain a log, showing details of the applications received and their progress through the system.

1.3
The Technical Accountant will verify the details on the application and sign the form accordingly.

1.4
The Technical Accountant will then arrange for a cheque to be raised for the amount requested and notify the applicant that the cheque is available for collection from Tribune House.
1.5
On collection of the cheque the applicant will sign a form authorising payroll to commence salary deductions to recover the advance over a period of twelve months (Appendix 1).

2.
Purchasing the Cards

2.1 
Once the applicant has received the cheque they must purchase the card as specified in the application.
2.2
Prove of the purchase of the card must be sent immediately to the Technical Accountant.  Prove of purchase will entail a copy of the receipt issued by the rail company together with a copy of the ticket purchased. 
2.3
Failure to produce this proof of purchase within 14 days of receiving the cheque will result in the full amount of the advance being recovered from the applicant pay
3.
Recovering the Cost of the Cards

3.1 On receipt of the authorised form, the Payroll Section must arrange for the cost of the Season Ticket to be deducted from the salary of relevant employee over the given period of time in equal installments, commencing on the first available pay day.

3.2
The Technical Accountant will check the deduction schedules each month against the records, to ensure that all the deductions are being made and are correct. Any discrepancies must be immediately raised with the Payroll Section and resolved.

4.
When an employee leaves the Trust
4.1
It is part of the terms and conditions of the arrangement that on leaving the Trust the employee must repay the full outstanding amount due to the Trust.
4.2
The Technical Accountant will inform payroll to cease the monthly deductions and recover any outstanding money from the employees final pay.
4.3
In the event of there being insufficient funds in the final salary or the Payroll Section being unable to process the deduction in time for the final salary, the Technical Accountant will arrange to invoice the employee for any unrecovered costs incurred by the Trust.

5.
Replacing Lost or Mutilated Cards

5.1
In the event of a Season Ticket being lost or mutilated, it is the employee’s responsibility to replace the ticket.

If the rail company makes a charge for replacement, the employee must pay this cost.

5.2
The Trust will not make any refund in respect of journeys lost during the period when a Card is being replaced.

Appendix I
York Hospitals NHS Foundation Trust

THE PURCHASE OF SEASON TICKETS BY DEDUCTIONS FROM PAY

RECEIPT AND TERMS AND CONDITIONS OF USE

I agree to the following terms and conditions of use: -

1.
I agree that the total cost of the Season Ticket will be recovered by equal installments from my salary for a period equal to the period of the card, although the deduction period may not directly coincide with the period covered by the card.

2.
I agree that in the event of my employment being terminated by the Trust or if I give notice to the Trust of my intention to terminate my employment, I will be liable for any remaining costs due in respect of the Season Ticket.
3.
I acknowledge that if my card is lost or damaged I will apply to the rail company directly for a replacement and pay the fee for this service charged by the Company.

6.
I acknowledge that neither the rail company or the Trust will make any refund in respect of journeys lost during the period when the Season Ticket is being replaced.

I acknowledge receipt of the advance of salary  and accept the terms and conditions of use:

Signed by……………………………………………………………………………..…….Date:……………………….

Please print your name:……………………………………………………………Dept…………………………...………………

Witnessed by:………………………………………………………………………………...Date:                                 

Please print your name.………………………………………………………….Dept…………………………………………….
If you wish to have the funds paid direct to your bank account please provide the following information:

Bank Name………………………………………………

Bank Sort Code…………………………………………

Account Number……………………………………….

Name of Account Holder………………………………
