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Process for Students Obtaining a South Yorkshire Travel Master Bus Pass due to Change of Academic Base due to Contract Transfer
1) Students will obtain a monthly bus pass from Reception at Humphry Davy House (HDH) by producing their U Card and a passport size photograph.
2) Student details will be left with Reception in the morning and passes will be processed ready for collection at lunchtime.

3)
Students will sign to confirm they have been issued with a pass.
4)
On receipt of the invoice from the South Yorkshire Passenger Transport the designated member of staff will check and process, coding to the relevant budget.
5)
Students will renew bus passes by returning to HDH Reception with their original pass and photograph in the morning and a bus pass for the next month will be issued at lunchtime.  Students will sign to confirm they have been issued with a pass.
NB
In the first instance as students will have to travel to HDH to obtain the first bus pass students will be able to claim for their excess travel by following the procedure for Claiming Excess Mileage or Excess Travel on Public Transport. 
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