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UNIVERSITY OF LEEDS





ANNUAL RAIL

SEASON TICKET LOAN APPLICATION

A) Your Details

Title……………Full Name………………………………………………………….

Home Address…………………………………………………………...................

…………………………….......................................Postcode............................
Contact Telephone Number & Email…………………………….……………….

Department…………………………………………………………………………
Personnel Number……………………………………….…………………………
Existing Photo Card Number (If renewal) ………………………………………..
B) Details of the Season Ticket to be purchased
From (starting station)………………………………………………………………
To (destination station)………………………………………………………………

Total Cost of Season Ticket: £…………Desired start date………/…. ./………...
 (PLEASE NOTE: The Staff Benefits Department will not accept application forms without the correct total cost of the season ticket being shown. Costs can be obtained from the season ticket calculator on the national rail enquiries website http://ojp.nationalrail.co.uk/en/pj/sts or by calling national rail enquires on 08457 48 49 50)

NB: Tickets are to be collected from the Specialised Sales Office, Leeds City Station (9-5pm) Please state when you can collect your ticket:
I the undersigned agree to purchase this card from the University on the following terms;

C) Terms and Conditions
1.
 The loan is provided to purchase an annual rail season ticket for standard class only and for one adult only, up to £2500.

2.
· 10 monthly payroll deductions will be made over the period of one year.
· No deductions will be made in the last two months of the one year period. Upon signing this agreement deductions at the appropriate rate will commence from your salary automatically effective from the month following the date of issue of the annual card.

3. 
· If you stop travelling and no longer need your season ticket, you will need to return it to the Staff Benefits Department at the end of the month and your deductions will cease, for the remaining months, upon receiving your card.
4. 
· If you leave the service of the University before the end of your annual subscriptions, you have the option to either pay for the remaining months in the payment period before you leave and keep your season ticket, or to return the ticket and cease any further payment. 
· If these arrangements are not followed, the University reserves the right to deduct any outstanding monies from your salary. Where a card is cancelled part way through a month, because the staff member is leaving or no longer wishes to use the card, a full months deduction will be made for that month with no refund.

5.
· The University pays upfront for the season ticket and Northern Rail WILL NOT refund us for replacement cards. 
· Therefore if you lose your card and apply for a replacement card you will NOT be able to opt out of the scheme, even if you leave the University.
·  Payments must continue for the remainder of the year. If these arrangements are not followed, the University reserves the right to deduct any outstanding monies from your salary.
6. 
Further information about the season tickets and National Rail Conditions of Carriage are attached.

D) Declaration by Applicant

I confirm that the information which I have given in this form is correct. 

I am applying for a loan of £……:……. which I confirm is to be used to purchase the above season ticket to be used primarily for my home to work travel. 
I accept the terms and conditions of the loan and authorise the University to make appropriate deductions from my salary each month to repay the loan.  
Deductions will start the following month from the start date of the season ticket.

Signature………………………………………………….Date……………………

Print Name………………………………………………………………………….

Please send this completed form to the Staff Benefits Department, Room 11.11, Human Resources, Level 11, E C Stoner Building.
