



Dear Transit Benefit Coordinator,


Your package contains the following items:

· Delivery Receipt Record

· Detail Report

· Signature Sheet(s)

· Fare Media or Vouchers

Instructions for Distribution:

1) Immediately after receiving the FedEx package, count all vouchers (or fare media) and compare your count to the totals listed on the “Delivery Receipt Record”.  After the counts have been verified, fax the Delivery Receipt Record to the number listed at the top of the page.

2) The “Detail Report” lists the name of each employee receiving vouchers (or fare media) as well as the amount that they will receive. 

3) When an eligible employee comes to pick up their benefits, they must present a valid Government ID badge. Check their name and amount against the Detail Report and issue them the appropriate fare media.  In the event that an employee does not pick up their fare media, please give us a call to discuss the disposition of the extra fare media.  This should be done promptly as some fare media has a short-term expiration date.

4) Each employee must sign the enclosed signature sheet, providing date, name, signature and the amount of fare media that they have received.

5) The original signature sheet, Detail Report, Delivery Receipt Record and the FedEx receipt should be kept as part of your files of record.

*Please note:  Vouchers are used whenever possible as they provide the greatest flexibility when purchasing fare media.  The denominations that vouchers come in are limited and recipients need to determine the best way to use the vouchers to their advantage. 

If you have any questions about this information or about the program in general, please give us a call at (202) 366-2092.

