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Season Ticket Salary Advance Scheme Application Form



Section A ~ Personal Details  

To be completed by employee
(Please print details)
Full Name
…………………………………………………
Payroll No: …………………

Home Address
………………………………………………….
Dept: …………………………..

…………………………………Post Code………………………
Job Title ………………

I understand that I am applying for an advance of salary that will be recovered monthly directly from my salary. I also note that In the event of my leaving employment without repaying the full amount or I fail to produce the required evidence of purchase within 4 weeks of submitting the application form then the remaining balance will be deducted in full from my next available salary.  If my application is granted I can confirm that I have read the guidance notes and agree to the stated terms and conditions of the loan with University of Essex.

Signed………………………………

Print Name…………………………
Date …………...



Section B ~ Transport Information

To be completed by employee
Season ticket Purchased for: (Please tick box)
Train
 FORMCHECKBOX 

  


Bus    FORMCHECKBOX 


Underground      FORMCHECKBOX 

Details of Journey (please complete the below for each mode of transport)
From………………………..

To……………………
Via…………………………

From………………………..

To……………………
Via…………………………

Name of Travel Company ………………………………………………………………………..

Total Cost of Season Ticket…………………

Duration of Season Ticket…………months



Section C ~ HR Approval
I authorise this application in accordance with the policy and conditions and confirm the applicant’s employment details meet the criteria for the loan.  I am not aware of any intention of the employee to leave the University within the duration period of the season ticket.

Advance Approved by …………………………………
Date………………………….

Print Name

…………………………………..
Job Title……………………...



Section D ~ Payroll Instruction
Advance Amount £………………………net
(Cost of season ticket)
Recovery Period   ………………….


(Duration of season ticket – 1month)

Advance recorded   FORMCHECKBOX 

Signed……………………………………………….
Date ……………………
Print Name ………………………………………….

Season Ticket Salary Advance Evidence Form



Section A ~ Personal Details To be completed by employee
(Please print details)
Full Name
…………………………………………………
Payroll No: …………………

Home Address
………………………………………………….
Dept: …………………………..

………………………………………………………………….
Job Title ……………………….



Section B ~ Details of Season Ticket 
To be completed by employee

I confirm that I have purchased a season ticket with the advance of salary.

Ticket Details (please complete the below for each mode of transport) 
Start Date …………………………..
…

Expiry Date ……………………………

Ticket Number 1………………………..

Ticket Number 2……………………….
Total Cost £…………………………………

Evidence attached: 

Original receipt of Purchase
 FORMCHECKBOX 




Copy of the Season Ticket    FORMCHECKBOX 

I agree that any difference in the advance and cost of ticket will be deducted from my next salary.

Signature ………………………………………
Date……………………

Print Name ……………………………………



Section C ~ HR Confirmation
I confirm that I have checked the details provided against the original application and:

a) All is correct, no further action




 FORMCHECKBOX 

b) The value of the ticket differs to the advance amount

 FORMCHECKBOX 

If the value differs:



Section D ~ Payroll Instruction Form

Please deduct from the next available salary the amount of £…………

Value deducted £…………..



Month ………………
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