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	ESTATE PARKING PERMIT APPLICATION FORM



	NAME  (in full)        
(print)


	ADDRESS        


	Post Code:        
ESTATE         

	Is the vehicle registered at the same address?    Yes    FORMCHECKBOX 
           No     FORMCHECKBOX 
  

If NO state reason

     


	If the vehicle is a company vehicle you must submit with your application:

A letter from your employer on company letterhead paper giving authority for you to use the vehicle and confirmation of the vehicle insurance, registration, MOT 


	TELEPHONE
Home:       



Mobile:       

	RESIDENCY STATUS

Council Tenant    FORMCHECKBOX 
  Leaseholder   FORMCHECKBOX 
  Tenant of Leaseholder   FORMCHECKBOX 

Residing in Household of: Council Tenant  FORMCHECKBOX 
  Leaseholder  FORMCHECKBOX 
  Tenant of Leaseholder FORMCHECKBOX 



	VEHICLE INFORMATION:

MAKE        
MODEL        
REGISTRATION  NUMBER        
ROAD TAX EXPIRY DATE        
Stolen Permits – Go to PART TWO
Change of Address/Change of Vehicle  Go to PART THREE

	Do you have an ANNUAL PARKING PERMIT?       Yes    FORMCHECKBOX 
           No     FORMCHECKBOX 
   
If Yes, what is the EXPIRY DATE?         
Does anyone else in your household have an ANNUAL PERMIT?   Yes   FORMCHECKBOX 
           No   FORMCHECKBOX 
  
If Yes, what is the EXPIRY DATE(s) of the permit(s)        


	Do you have a Disabled Persons Blue Badge?      Yes    FORMCHECKBOX 
           No     FORMCHECKBOX 
   

Your permit can be issued free of charge if you provide it when you submit this application form

	Is your rent or service charge account clear?  You will not be issued with an annual  permit if your rent or service charge account is in arrears



	You must  supply these documents with your application form:
· Proof of residence (one of these: tenancy agreement, Service Charge account statement, copy of lease, medical card, bank statement/gas or electricity account for past 3 months, DWP documents)

· Valid UK vehicle registration document

· Current certificate of motor insurance
· Valid MOT test certificate

· Current Road Tax

· Expired annual permit (if applicable)


	PART  TWO

STOLEN PERMITS
Has your permit been STOLEN and you are applying to have your permit re-issued? 

Yes    FORMCHECKBOX 
           No     FORMCHECKBOX 
                           

If Yes you must supply a Crime Reference Number and there must be more than TWO months remaining  on the permit, the permit can then be issued free of charge

· If you cannot supply a Crime Reference Number and/or there is less than TWO months remaining on the permit you must pay the full charge for a replacement permit, please complete the whole of the Application Form and supply the documents as requested
 PART  THREE

CHANGE OF ADDRESS/CHANGE OF VEHICLE

There will be an administration charge for this, staff will advise the amount
· CHANGE OF ADDRESS:  

You must provide:

· Proof of residence (one of these: tenancy agreement, Service Charge account statement, copy of lease, medical card, bank statement/gas or electricity account for past 3 months, DWP documents)

· Valid UK vehicle registration document – new address

· CHANGE OF VEHICLE:  

You must provide:

· Valid UK vehicle registration document

· Current certificate of motor insurance

· Valid MOT test certificate

· Current Road Tax



                                                                                  Ref: EP/1
	PRIORITY OF ISSUE FOR CONTROLLED PARKING SCHEME PERMITS


	PRIORITY ONE  


Persons with mobility disabilities – council tenants, leaseholders, tenants of 

leaseholders and those permanently residing within their household; and who 

live on the estate where the Controlled Parking Scheme operates, and they

hold a ‘blue disabled badge’

	PRIORITY TWO  


Persons who are aged 60 years and over; who are either council tenants, 

leaseholders, tenants of leaseholders, and those permanently residing within 

their household; where NO OTHER garage/parking space already rented by 

anyone within that household, and who live on the estate where the Controlled 

Parking Scheme operates
	PRIORITY THREE  


Council tenants, leaseholders, tenants of leaseholders, and those permanently

 residing within their household; where NO GARAGE/PARKING SPACE rented 

within the household, and who live on the estate where the Controlled Parking 

Scheme operates
	PRIORITY  FOUR


Council tenants, leaseholders, tenants of leaseholders and those permanently 

residing within their household who already rent one garage/parking space who 

live on the estate where the Controlled Parking Scheme operates
	PRIORITY  FIVE


Council tenants, leaseholders, tenants of leaseholders and those permanently 

residing within their household who already rent TWO OR MORE garage/parking 

spaces and live on the estate where the Controlled Parking Scheme operates
                                                                                 Ref: EP/1
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ESTATE PARKING PERMITS

 TERMS AND CONDITIONS OF USE

1.   The permit is valid only for use on the estate indicated.

2.   The motorist is responsible for displaying this permit when the vehicle is parked on the estate to which the permit applies.

3.   This permit is valid only with a current vehicle tax disc and insurance certificate.
4.   The issue of this permit does not guarantee the holder a parking space nor does it render the council subject to any liability in respect of the loss of, damage to any vehicle in a parking bay, or the contents of such vehicle.

5.   The estate permit must be placed face forward in the lower left hand corner of the windscreen, near the tax disc, clearly visible from outside the vehicle.

6.   Any alteration to the permit will render it invalid and liable the vehicle to be clamped, served with a Penalty Notice (PCN) OR TOWED AWAY.

7.   Residents accruing rent arrears or Service Charge arrears will have the Parking Permit withdrawn, the resident will forfeit the payment for the period concerned and no reimbursement will be made by the council for this period

8.   If you change your vehicle return this permit to the Neighbourhood Office with the new vehicle details where you will be issued with a replacement permit at minimal charge.

9.   Parking must take place within the designated parking bays. Any parking outside these areas will render the vehicle to be clamped or served with a penalty notice.

10.  The council will prosecute anyone who assaults a Parking Attendant.

11.  Anyone convicted of assault will have contravened their tenancy agreement and may lose their home as a result.

12.  If your permit is stolen please report the theft to the police and obtain a crime reference number

I have read the terms and conditions and I confirm my acceptance 
Resident Signature


       ……………………………………………………………………

Resident Name (PRINT)       



……………………………………………………………..
Date:        

…………………………………
Copy to resident       FORMCHECKBOX 

Ref: EP/1

	Quick Check and Authorisation Document- Annual Permits


OFFICE USE ONLY

CHECK AND AUTHORISATION DOCUMENT FOR ISSUE OF ANNUAL PERMITS
Rent/Service Charge Account clear balance?
Yes  FORMCHECKBOX 
    No    FORMCHECKBOX 
                 If No, have you informed the applicant     Yes  FORMCHECKBOX 
    No    FORMCHECKBOX 

Have the applicable documents been supplied?

· Proof of residence (one of these: tenancy agreement, Service Charge account statement, copy of lease, medical card, bank statement/gas or electricity account for past 3 months, DWP documents)        FORMCHECKBOX 
                    

· Valid UK vehicle registration document                  FORMCHECKBOX 
  

· Current certificate of motor insurance       FORMCHECKBOX 

· Valid MOT test certificate       FORMCHECKBOX 

· Current Road Tax           FORMCHECKBOX 

· Expired annual permit (if applicable)     FORMCHECKBOX 

Application approved.  Yes    FORMCHECKBOX 
     No     FORMCHECKBOX 

If No   state reason         
Name of Officer Issuing Permit:   (PRINT)       
Date of Issue:        
Ref: EP2
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	VISITORS   PARKING   PERMIT   REGISTER



NEIGHBOURHOOD OFFICE:          
DATE:       

……………………………………     

 
	            
	 
Address
	 
Qty sold
	Permit serial no (in full):
	Type (N/60+)
	Receipt number
	Amount (£)
	Seller’s initials
	Payment made by P/O CHQ or PPC      

	1
 
	      
	      
	      
	      
	      
	      
	      
	      

	2
 
	      
	      
	      
	      
	      
	      
	      
	      

	3
 
	      
	      
	      
	      
	      
	      
	      
	      

	4
 
	      
	      
	      
	      
	      
	      
	      
	      

	5
 
	      
	      
	      
	      
	      
	      
	      
	      

	6
 
	      
	      
	      
	      
	      
	      
	      
	      

	7
 
	      
	      
	      
	      
	      
	      
	      
	      

	8
 
	      
	      
	      
	      
	      
	      
	      
	      

	9
 
	      
	      
	      
	      
	      
	      
	      
	      

	10
 
	      
	      
	      
	      
	      
	      
	      
	      

	 11

	      
	      
	      
	      
	      
	      
	      
	      

	12
 
	      
	      
	      
	      
	      
	      
	      
	      

	 
	 
	 
	 
	 
	   TOTAL (£)
	      
	 
	 


Key:   P/O  = Postal Order,  CHQ =  Cheque,  PPC = Permit Payment Card  
           N = normal   60+  =  60 years & over                                                                                                                                                

Ref: EP3
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	PAYMENT LOG SPREADSHEET


NEIGHBOURHOOD OFFICE:        
WEEK COMMENCING         



   ….………………………………………..….. 
WEEK ENDING       


…………………………….………………………...

	Date

Received
	Bank/
Bldg Society

And Sort Code
	Customer 
Bank account

Number
	Cheque/
Postal Order  No

or

Enter ‘Cash’
	Amount
Rec’d
	Customer Name and Address
	Payment Purpose
(Parking permit, Key fob, rent payment) and
Payment Code
	Date to Cashiers

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     


Banking Officer Name (PRINT):      
…………………………….………………………..……………….
Banking officer Signature:        




…………………………………………………………………………………..

Banking Receipt filed        Yes  FORMCHECKBOX 
 / No  FORMCHECKBOX 
                           Date        










………………………………………..
Ref: EP4
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	VISITOR PERMIT  RENT ARREARS INFORMATION SHEET


This INFORMATION SHEET informs you what you need to do if you have been refused a VISITOR PERMIT because your rent account is in arrears.
· You must attend an interview at the Neighbourhood office to complete an income & expenditure analysis and sign a repayment agreement based on the outcome of the analysis.

· You may wish to make the appointment now – ask to see an estate or housing manager who deals with your rent account 

· You must agree to pay via Direct Debit, the amount must include the
      agreed repayment for arrears. 
· Where the arrears balance will be cleared within 12 months from the date of

      signing the agreement, you will be entitled to obtain visitors permits the 
      month following, after the arrears clearance and when the Direct Debit for that

      month has been paid


· Where it will take longer than 12 months to clear the arrears, you must
      have kept to the repayment agreement for 3 
continuous 
months of Direct
      Debit payment – you will then qualify for ONE VOUCHER (10 uses) per quarter
Ref: EP5
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	ANNUAL PARKING PERMIT REGISTER


NEIGHBOURHOOD OFFICE:        
	Applic. Rec’d Date
	Name
	Address/ Estate
	Rent/S.

Charge Clear

Y/N
	Priority

Category
	Residency Status

CT/LH/TL/
RCT/RLH
	Type

N/D/60+

ST

CA

CV
	Date

of Issue
	Comments

	20/12/09
	A. Other
	12 New
Hse.

Tree

Estate


	Y
	3
	CT
	N +
ST
	20/12/09
	Re issue
Stolen

No proof

Full charge

	20/12/09
	A.
Good
	4 Cherry
Hse

Garden

Est.
	Y
	1
	LH
	D
	20/12/09
	Blue Badge
Free

	     

	     
	     
	     
	     
	     
	     
	     
	     

	     

	     
	     
	     
	     
	     
	     
	          
	     

	     

	     
	     
	     
	     
	     
	     
	     
	     

	     

	     
	     
	     
	     
	     
	     
	     
	     

	     

	     
	     
	     
	     
	     
	     
	     
	     

	     

	     
	     
	     
	     
	     
	     
	     
	     

	     

	     
	     
	     
	     
	     
	     
	     
	     

	     

	     
	     
	     
	     
	     
	     
	     
	     

	     

	     
	     
	     
	     
	     
	     
	     
	     

	     

	     

	     
	     
	     
	     
	     
	     
	     

	     

	     
	     
	     
	     
	     
	     
	     
	     


Key: Residency Status:   CT=Council Tenant    LH=Leaseholder    TL=tenant of leaseholder 

                                          RCT=resident with Council Tenant          RLH=Resident with Leaseholder
         Type: N=Normal   D = Disabled      ST = Stolen   CA = Change of Address

                   CV = Change of Vehicle
Ref: EP6
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	PARKING PERMIT ORDER REGISTER




NEIGHBOURHOOD OFFICE:        
WEEK COMMENCING         



      ………..…………………………………
	Order

Date
	Date

Received
	Permit Reference

No’s

Batch
	Permit Reference No’s

Issued

Week/commencing
…………………….
	Number of Permits Issued

Week/commencing
………………………..

	1/10/09
	10/10/09
	Batch:
1234  to

1534   (1244 – 1248 missing)
	1234    to  1244
	10

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     


Ref: EP7

	Document Version Control       ESTM 05


Printed copies of this document are uncontrolled copies
Obsolete or out of date documents will be removed, amended documents substituted as issued; to be undertaken by an approved designatory  
	Date
	Version No
	Reason For Amendment
	Section
	Author
	Review Date

	Oct.09
	1.0
	First Issue
	All
	I. Walker

Resident Services
	January 2012
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