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	HR Form 1965

[image: image2.png]




	
	Rev (03/14)


	  
	Request for Season Ticket / Bicycle Purchase Advance

Only submit this form if you do not have access to the 

online form via HRMS
	 

	
	
	

	Please write in BLACK ink in BLOCK CAPITAL LETTERS inside the boxes.  *Mandatory Fields - must be completed

	*Section 1 – Personal Details

	Initials
	    
	Surname
	     
	Title
	    
	

	

	Address
	     
	Forename(s)
	     
	

	

	
	     
	Contact Number
	     
	

	

	Postcode
	     
	Staff Number
	 
	 
	 
	 
	 
	 
	 
	

	


	Warning: If the required fields are not completed there may be a delay in this form being processed.

	To ensure timely payment, this form must be received by the DBS Civilian Personnel by the 10th of the month in which the advance is required.



	*Section 2 – Declaration

	By signing this form I declare that that the information entered on this claim is correct and in accordance with the guidance contained within the Policy, Rules & Guidance: Advances of Salary on the People Services website and that this expenditure has been authorised within my management area. I understand that it is a serious offence to make or conspire in making a false statement on this claim and acknowledge that any false statement may lead to criminal prosecution or disciplinary action, either of which could result in dismissal. Unsigned forms will not be accepted.


	Signed
	     
	Date
	 
	 
	 
	 
	 
	 
	 
	 
	

	

	Name
	     
	

	


	*Section 3 – You can use this form to claim the following:

	 FORMCHECKBOX 

	1.
	An advance to purchase a – TRAVEL SEASON TICKET. Cross this box and also complete Section 4

	 FORMCHECKBOX 

	2.
	An advance to purchase a – CAR PARK SEASON TICKET. Cross this box and also complete Section 5

	 FORMCHECKBOX 

	3.
	An advance to purchase a – TOLL BRIDGE SEASON TICKET. Cross this box and also complete Section 6

	 FORMCHECKBOX 

	4.
	An advance to purchase a – BICYCLE. Cross this box and also complete Section 7


	Section 4 – Travel Season Ticket 

	Amount of advance required:
	£
	 
	 
	 
	 
	 
	·
	 
	 
	p
	Cost of Season Ticket:
	£
	 
	 
	 
	 
	 
	·
	 
	 
	p
	

	

	The Ticket will fund travel
	From
	     
	To
	     
	

	
	
	
	                                     (Home) 
	
	                               (Place of work) 
	

	

	Period of season ticket
	From 
	 
	 
	 
	 
	 
	 
	 
	 
	To
	 
	 
	 
	 
	 
	 
	 
	 
	

	

	Pay Day on which the Advance is required
	 
	 
	 
	 
	 
	 
	 
	 
	

	

	I wish to repay the advance over
	 
	 
	months (Maximum 12 months)

	If you have selected 11 months do you want to defer the first repayment by one month?
	Yes
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 


	


	Section 5 – Car Park Season Ticket

	Location of Car Park
	     
	

	

	Amount of advance required:
	£
	 
	 
	 
	 
	 
	·
	 
	 
	p
	Cost of Season Ticket:
	£
	 
	 
	 
	 
	 
	·
	 
	 
	p
	

	

	Period of season ticket
	From
	 
	 
	 
	 
	 
	 
	 
	 
	To
	 
	 
	 
	 
	 
	 
	 
	 
	

	

	Pay Day on which the Advance is required
	 
	 
	 
	 
	 
	 
	 
	 
	

	

	I wish to repay the advance over
	 
	 
	months (Maximum 12 months)

	If you have selected 11 months do you want to defer the first repayment by one month?
	Yes
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 

	

	


	Section 6 – Advance to Purchase a Toll Bridge Season Ticket

	Name of Toll Bridge Crossing
	     
	

	

	Amount of advance required:
	£
	 
	 
	 
	 
	 
	·
	 
	 
	p
	Cost of Season Ticket:
	£
	 
	 
	 
	 
	 
	·
	 
	 
	p
	

	

	Period of season ticket
	From
	 
	 
	 
	 
	 
	 
	 
	 
	To
	 
	 
	 
	 
	 
	 
	 
	 
	

	

	Pay Day on which the Advance is required
	 
	 
	 
	 
	 
	 
	 
	 
	

	

	I wish to repay the advance over
	 
	 
	months (Maximum 12 months)

	If you have selected 11 months do you want to defer the first repayment by one month?
	Yes
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 

	

	


	Section 7 – Advance to Purchase a Bicycle

	Amount of advance required:
	£
	 
	 
	 
	 
	·
	 
	 
	p
	Remember - the maximum advance payable is £1,000

	

	Please State whether you have received a loan for a bicycle within the past 5 years 
	Yes
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 

	

	

	Date of Previous Loan
	 
	 
	 
	 
	 
	 
	 
	 
	

	

	Pay Day on which the Advance is required
	 
	 
	 
	 
	 
	 
	 
	 
	

	

	I wish to repay the advance over
	 
	 
	months (Maximum 12 months)

	If you have selected 11 months do you want to defer the first repayment by one month?
	Yes
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 

	

	


	Section 8 – What to Do Next

	Now send this form  

	By post to: Defence Business Services, RMDT, Oak Building, Mail Point #6030, MOD Abbey Wood, Bristol, BS34 8QW.

	Only submit pages 1 and 2 – do not use staples or attach further information in any other way.

	PLEASE NOTE FAXED COPIES OF THIS FORM WILL NOT BE ACCEPTED.

	Thank you
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	In accordance with the Data Protection Act 1998, the Ministry of Defence will collect, use, protect and retain the information on this form for the purpose of exercising or performing rights and obligations in connection with employment including the protection of management information, which will be collected centrally.  If you have any concerns you should advise the People Service Centre (PSC).

	Guidance

	Before completing this form, all applicants should ensure that they have read the relevant Policy, Rules & Guidance.

Any partially completed applications will be returned unactioned.
Employees with less than 2 months service or those employed on a casual basis are not entitled to the above advances. 

Advances may be made to help buy quarterly or longer season tickets, and up to four advances (For quarterly tickets or quarterly repayment for annual tickets) may be made in a year.  These advances will be paid with salary or wages, but a further advance cannot be made until the existing one has been fully recovered. 
If for any reason the season ticket or bicycle costs less than the amount of salary advanced, then the difference must be paid immediately by cheque, or you should submit a request to DBS Civilian Personnel, for the deduction to be made from your pay.
You must ensure that you have sufficient funds in your bank / building society / Giro account (E.g. ensuring that your bank does not use your advance of salary to pay off an overdraft) to purchase a ticket when an advance has been made. 


	Section 1 – Personal Details 

	Complete the details of the person who is requesting the Season Ticket / Bicycle Advance.

	Initials
	Enter the initials of your forename(s).

	Surname
	Enter your surname.

	Title
	Enter your title i.e. Mr, Mrs, Miss, Ms, etc…

	Address
	Enter your preferred contact address.

	Forename(s)
	Enter your forename(s).

	Contact Number
	Enter your contact number.

	Staff Number
	Enter your staff number (employee ID).

	Section 2 – Declaration

	Signature
	This is your declaration to confirm that the information you are providing is accurate. Unsigned forms will not be accepted.


	Section 3 – You can use this form to claim

	
	If you wish to claim more than one advance for separate purposes, complete EACH of the relevant parts of this form, but be aware of guidance contained within the relevant Policy, Rules & Guidance.


	Section 4 – Travel Season Ticket
	

	A travel season ticket advance will be made for the purpose of travel between home and duty only.

To establish proof of purchase, and to ensure that the advance has been used for the purpose intended, the Department has the right to examine the season ticket at any time during its life.


	Amount of advance required
	Enter the amount of advance required.

	Cost of Season Ticket
	Enter the amount of the season ticket.

	The ticket will fund travel
	Enter the ‘from’ (this is your home) and ‘to’ (this is your place of work) destinations.  



	Period of Season Ticket
	Enter the ‘from’ and ‘to’ dates in the format ddmmyyyy.

	Pay Day on which the Advance is Required

	Enter the Pay Day date of when you require the advance to be paid.

	I wish to repay the advance over
	The advance must be paid over a maximum of 12 months.
Recovery over 1 - 10 and 12 months - The first monthly repayment will be made in the month in which the advance was made.


Recovery over 11 months - You have the option to defer the first repayment until the following month, followed by a further 10 monthly instalments for the life of the season ticket.



	Section 5 – Car Park Season Ticket

	To establish proof of purchase, and to ensure that the advance has been used for the purpose intended, the Department has the right to examine the season ticket at any time during its life.


	Location of Car Park
	Enter the location of the car park.

	Amount of advance required
	Enter the amount of advance required.

	Cost of Season Ticket
	Enter the amount of the season ticket.

	Period of Season Ticket
	Enter the ‘from’ and ‘to’ dates in the format ddmmyyyy.

	Pay Day on which the Advance is Required


	Enter the Pay Day date of when you require the advance to be paid.

	I wish to repay the advance over
	The advance must be paid over a maximum of 12 months.

Recovery over 1 - 10 and 12 months - The first monthly repayment will be made in the month in which the advance was made.


Recovery over 11 months - You have the option to defer the first repayment until the following month, followed by a further 10 monthly instalments for the life of the season ticket.



	Section 6 – Advance to Purchase a Toll Bridge Season Ticket

	To establish proof of purchase, and to ensure that the advance has been used for the purpose intended, the Department has the right to examine the season ticket at any time during its life.


	Name of Toll Bridge Crossing
	Enter the name of toll bridge crossing.

	Amount of advance required
	Enter the currency and the amount of advance required.

	Cost of Season Ticket
	Enter the currency and the amount of the season ticket.

	Period of Season Ticket
	Enter the ‘from’ and ‘to’ dates in the format ddmmyyyy.

	Pay Day on which the Advance is Required


	Enter the Pay Day date of when you require the advance to be paid.

	I wish to repay the advance over
	The advance must be paid over a maximum of 12 months.

Recovery over 1 - 10 and 12 months - The first monthly repayment will be made in the month in which the advance was made.


Recovery over 11 months - You have the option to defer the first repayment until the following month, followed by a further 10 monthly instalments for the life of the season ticket.


	Section 7 – Advance to Purchase a Bicycle

	To establish proof of purchase, and to ensure that the advance has been used for the purpose intended, the Department has the right to see a receipt for the bicycle, during the repayment period.



	Amount of advance required
	Enter the currency and the amount of advance required.

	Please state whether you have received a loan for a bicycle within the past 5 years


	Select yes or no by crossing the relevant box.  If yes please provide the date of the previous loan.

	Pay Day on which the Advance is Required


	Enter the Pay Day date of when you require the advance to be paid.

	I wish to repay the advance over
	The advance must be paid over a maximum of 12 months.

Recovery over 1 - 10 and 12 months - The first monthly repayment will be made in the month in which the advance was made.


Recovery over 11 months - You have the option to defer the first repayment until the following month, followed by a further 10 monthly instalments for the life of the season ticket.
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