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Green Travel Loan Scheme Application Procedure Notes

 Application  process

· Employee contacts Employment Support Services to request an Application and Green Travel Loan Scheme Policy

or,

· Employee accesses the documents from the Staff Information Website

Process of loan application
Part 1

· Applicant completes Part 1
· Assistant Director/Service Head signs Part 1
· Applicant sends Part 1 to Exchequer@northyorks.gov.uk, the applicant keeps Part 2.

· Exchequer Services receive application Part 1 and begin to process. Exchequer Services will confirm when the loan has been processed and will inform the Employment Support Service of the deductions. 
Part  2
· Loan is deposited into employee’s account by Exchequer Services.

· Employee buys bicycle/season ticket and  completes part 2. Employee’s Assistant Director/Service Head signs part 2 and forwards to Exchequer Services who will confirm and send a copy to the Employment Support Service to save on the personall file  Deductions will be taken from the employee’s salary over the agreed duration.
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