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EMPLOYEE APPLICATION



INTRODUCTION
Welcome to Cycle to Work by Sodexo 
in partnership with Cycle2Work.

We think its great that you have decided to 
get a bike through the Cycle to Work scheme. 
Cycling comes with a number of great benefits, 
not only helping you to live a healthier lifestyle, 
saving on the cost of commuting and travelling 
but also in helping the world to become a 
greener place!

The following pages will help you on your 
journey to applying for your Letter of Collection 
which you can use to redeem at any Halfords 
store, Tredz online and hundreds of local 
independent bike shops.

Our online portal enables you to manage key 
aspects of your Sodexo account, however we 
are here to help you, so please call us if you 
have any questions about your application:

01908 303498
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FIRST TIME 
APPLYING?
If this is your first time applying for the cycle 
to work scheme, please read the information 
on the page regarding where you can buy 
a bike and the FAQ document found at the 
bottom of the page. When you are ready, 
click the ‘Apply’ button, enter the required 
information and click ‘Create Account’.

Please note, your password must be at least 
8 characters long. It must have at least 
1 upper case letter, 1 lower case letter, 
1 number and 1 special character from the 
following: @ ! % * ? & $.

You will now receive an email to confirm your 
registration, copy the ‘Key Code’ from this 
email and click the ‘Set My Password’ 
and follow the password reset instructions. 
You have now registered and can go ahead 
and apply for your bike.
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ALREADY
REGISTERED?
Click on ‘Apply’ and enter your log in details 
as requested.

If you have forgotten your username 
or password, please follow the on-screen 
instructions to be reminded of these.

Tick to agree to the terms and conditions 
as well as confirming you have read 
and understood the Pre-Contract Information. 
Then click Login.

Please ensure you thoroughly read the cycle to 
work Pre-Contract Information before completing 
your application. After the 14 day cancellation 
period, the contract is none cancellable and 
legally binding. Further details of cancellations 
can be found in the Pre-Contract Information 
document and the Hire Agreement.
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ABOUT YOU
As part of the application you will be asked 
to enter information about your salary, 
working hours and tax code. You can find this 
information on your payslip.

Simply enter all the information requested 
in the relevant sections and click 
‘Save and Continue’ at the bottom.
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Select your voucher amount and agree 
to the Hire Agreement T&C’s:

■	 Select your voucher amount from the 
drop down – the highest amount shown 
is the maximum you can apply for without 
taking you below NMW. 

■	 Read through the on screen pre-contract 
and Hire Agreement T&C’s

■	 Tick to accept the agreement at the 
bottom of the page.

Please remember, you have 14 day’s to cancel 
your application, after this time the contract 
is none cancellable and legally binding.

VOUCHER
AMOUNT
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SIGN THE SALARY 
SACRIFICE AGREEMENT
Read and check the details in the salary sacrifice 
agreement, then electronically sign the agreement.

7



APPLICATION  COMPLETE
Your application is complete and has been sent to your 
employer for approval.

You will receive an email with copies of your signed 
agreements.

You will receive an email once your application is approved 
and has been exported to Cycle2Work for processing.
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