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To be emailed to: Seasontickets@lse.ac.uk

 BUS PASS / OTHER TRAVELCARD

PLEASE TYPE CLEARLY IN BLOCK CAPITALS

PERSONAL DETAILS

Full name: 



MACROBUTTON NoMacro …………………………………………………………………………………………………
Employee No: 



MACROBUTTON NoMacro …………………………………………………………………………………………………
Department / Institute / Division:
MACROBUTTON NoMacro …………………………………………………………………………………………………
Telephone number / extension 
MACROBUTTON NoMacro …………………………………………………………………………………………………
SEASON TICKET DETAILS

Stations of travel:
From:
MACROBUTTON NoMacro ……………………………………………
   To:
MACROBUTTON NoMacro ……………………………………………
Renewal :


Yes / No   

Cost of ticket :
£
MACROBUTTON NoMacro ………………………………………………………………
Do you have any Discount Vouchers? :
Yes / No   

If yes, how much are they worth? :
£
MACROBUTTON NoMacro …………………………………………………


Additional Comments:
MACROBUTTON NoMacro …………………………………………………………………………
Requests should be made by the 15th of the month for the loan to be issued through payroll in the same month. 

(Please read conditions of issue on page two of this form.)

I have read and agree to abide by the conditions of issue.

Name: MACROBUTTON NoMacro ………………………………………………………………………………
Date: MACROBUTTON NoMacro ………… / MACROBUTTON NoMacro ………… / MACROBUTTON NoMacro …………
Please email this form to Seasontickets@lse.ac.uk

Application forms brought to Payroll will only be accepted from staff who have no access to a computer.
FOR PAYROLL USE ONLY

Appointment details checked 
 FORMCHECKBOX 
 

Employee No: 
……………………………………………

Received



 FORMCHECKBOX 
 

Input by: ……………
Date: …… / …… / ……


Repayment start month:  ……………………

Monthly deduction: …………………………………… 

CONDITIONS OF ISSUE

1. Applications may be made by any member of staff of the School for a loan to cover the cost of an annual second class season ticket for travel between home and the School, provided that the member of staff’s contract of employment is not due to expire before the expiry date of the season ticket and the member of staff has no more than 1 month’s payment outstanding from any previous loan.


2. The loan will be interest-free and repayable by twelve monthly instalments to be deducted from salary commencing in the month that the advance is made.


3. If the borrower under this scheme leaves the school, any outstanding balance falls due immediately.  If no arrangement is made for final re-payment, the final salary will reflect a deduction of as much as possible.  If there is still an outstanding balance you will be expected to settle the balance with the School within 30 days of your final salary. The School reserves the right to pursue debts in accordance with Section 3 of the Credit Management Policy.

4. Applications for loans should be made and submitted to payroll by the 15th of each month for the loan to be made in the same month.  The loan is in the nature of an advance against salary, and the School retains the right to refuse loans to individuals at its discretion.


5. The existence of this scheme does not confer any rights on any person to loans or advances against salary for other purposes.  The scheme may be withdrawn on three months’ notice.


6. Staff holding season tickets should use these wherever possible when travelling on School business.  Travelling expense claims will be allowed only for journeys not covered by season tickets.
7. The school can only provide season ticket loans for annual season tickets. Unfortunately, the School is not able to provide a loan for monthly, weekly or daily tickets.

8. A copy of the receipt for the annual season ticket purchased should be sent to payroll at the first opportunity. Failure to send a receipt in the month after issuing the season ticket loan payment, will result in the season ticket loan being taken back on the next available payroll. 
9. An employee can also purchase their ticket in advance and attached the receipt to this form but they are advised to check eligibility prior to purchase by sending an email to seasontickets@lse.ac.uk.

10. The School may amend these conditions at any time.

