July 23, 2001

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  Mass Transportation Fringe Benefit Program


Reference memorandum dated September 11, 2000, which forwarded Army policy on above program to all MACOMs/installations/Army activities.


Guidance for the Mass Transportation Fringe Benefit Program is revised as attached.  Under current guidance, employees outside the National Capital Region should either personally submit or FAX their applications to their local Installation Point of Contact (POC).   Following a review to assure applications are correct and inclusive of appropriate information, Installation POCs will then forward applications to Department of Transportation (DoT).  Installation POCs will ensure receipt of the transportation passes or vouchers.

The attached guidance provides clarification of existing guidance and new information.  Previously individuals could submit their applications directly to DoT.  Now, all new applications must first go through installation POCs so applications can be screened and entered into the local database, prior to forwarding to DoT. 


Headquarters, Department of the Army POCs for this program 703-614-6186/DSN224-6186, and 703-693-6562/DSN 223-6562.






/S/

Robert W. Raynsford

Deputy Assistant Secretary of the Army

Resource Analysis and Business Practices

Enclosures

Mass Transportation Fringe Benefit Program  

Additional Army Policy 

July 23, 2001  

The following information is provided as an update to the September 20, 2000, guidance package sent out Army-wide on the Mass Transportation Fringe Benefit Program for Outside the National Capital Region (excluding OCONUS).  Clarification of existing guidance and new information are included.  

1.  Application Form. The application form is provided at enclosure 1.  It is also available electronically at the following website: http://www.asafm.army.mil/. The application form provides additional detail on civilian and military personnel, which was necessary to ensure that the benefit is charged to the correct appropriations, that we have visibility of employees paid from nonappropriated funds, and that we can identify personnel belonging to other Services/Defense agencies/ tenant activities serviced by Army installations. To prevent confusion and duplication, if employees have already completed the old form, they should not fill out the revised form.     

2.  Program Funding.  The Army will centrally fund the Mass Transportation Fringe Benefit Program.  The bill will be for both the Department of Transportation (DoT) support and the cost of the transportation benefit.
3.  National Guard and Reserve Units.  Members of the Army National Guard and Army Reserves on active duty may participate in this program.    

4.  Vanpools.  Vanpools participating in the Mass Transportation Fringe Benefit Program must adhere to Internal Revenue Code 26 U.S.C. 132f, which has been placed on the website identified above.  A summary of the rules follow: 

· Vehicle must have the seating capacity for at least six adults (not including the driver).

· At least 80% of the mileage use must be for the purposes of transporting employees in connection with employment and trips during which the number of employees transported for such purposes is at least ½ of the adult seating capacity (not including the driver).

· The riders in each vanpool will submit an application stating their actual cost for the vanpool.  DoT will know where to purchase the appropriate vouchers and passes to be used by vanpool riders.

· After riders obtain their vouchers/passes from their installation POC, the riders will give them to the vanpool owner/driver, enabling them to participate in the vanpool. 

· The owner/driver of the vanpool will endorse the vouchers/passes, and submit those to the transportation company where he or she is registered.  The local transportation company will process the transaction and provide payment to the vanpool operator.

· If vouchers/passes are not available, a reimbursement system is being explored.

5.  Office, Secretary of Defense/DoD Policy Guidance.  The DoD policy as it currently stands states that all DoD personnel outside the NCR will receive the same transportation subsidy as provided to personnel inside the NCR.  This decision was based upon the ideal of providing equitable treatment to the total force.  The policy also states the benefit will be provided to nonappropriated fund (NAF) employees, employees in the U.S. territories and possessions, and National Guard and Reservists on active duty.    Below you will see bullets of the current DoD policy: 

· It is anticipated that DoD will offer employees outside the NCR up to the maximum allowed (currently $65/month; $100/month and indexed beginning Jan 2002).

· NAF employees are included; they will be funded from the same source that is used to fund their salaries.

· Benefit is expanded to include U.S. territories and possessions.

· Personnel in a TDY status are not eligible.

6.  Duties of Installation POCs.  Questions have surfaced on the duties of the installation POCs.  Enclosed is the updated listing of POC responsibilities (also available at above website). Additional information has been included on coordination with tenant activities/DoT, internal controls, accountability, maintenance of documentation, etc. 

7.  Reimbursement for Locations Where DoT Cannot Purchase Media.  The Army is currently using the SF Form 1164 to reimburse employees working in areas where DoT cannot purchase media/vouchers/ tickets but public transportation is available. The POCs at those locations will be notified by DoT and/or ASA(FM&C), SAFM-RB, and be given approval to use the SF-1164.  Upon approval, participants may request reimbursement for qualified transportation (metro, light rail, buses, or qualified vanpools).  The local activity will use its mission funds to reimburse participants.  Tenant activities on Army installations that belong to other Services and Defense or Federal agencies will use their own funds.  At the beginning of the 4th quarter of the fiscal year, each location POC will submit a request to its MACOM for reimbursement based on actual expenditures.  MACOMs will consolidate input and submit consolidated requests for funding to HQDA, OASA(FM&C), SAFM-RB.  Additional guidance may be found at the website identified above.   

MASS TRANSPORTATION FRINGE BENEFIT PROGRAM

OUTSIDE THE NATIONAL CAPITAL REGION (NCR)

INSTALLATION POINTS OF CONTACT (POCs) RESPONSIBILITIES

Revised July 23, 2001

NOTE:  These responsibilities have been updated to reflect recent changes in the application process for the program.  NOTE:  The SF-1164 procedures are authorized only for those locations that are not serviced by the Department of Transportation (DoT).  Changes have been highlighted so you will be able to tell revised/added responsibilities.   

The Army will purchase transportation vouchers/passes for employees outside the NCR, using the DoT. Direct transportation fringe benefits are allowable for actual costs up to $65.00 per month in locations where transportation vouchers/passes are available.  For those areas not serviced by DoT, the Army has authorized use of the SF-1164. 

To manage this process and assist in the bulk purchase of transit vouchers/passes from participating communities nation-wide, the Army has entered into a Memorandum of Agreement (MOA) with the DoT for support. The MOA was signed on November 27, 2000.   Vouchers/passes will be distributed quarterly, unless restricted by the local transit company.  In those cases, vouchers/passes will be distributed monthly.  In locations where feasible, we are exploring use of annual passes to simplify the process and provide enhanced customer service.  The process outlined below will be used for the purchase and distribution of transportation vouchers/passes based on the working relationship between the Army and DoT.  


1.  Identify a POC and a backup/alternate at each installation to manage the program at that site.  Furnish POC and backup information to the MACOM.  The POC must be located on-site because of the duties and responsibilities inherent with the program.  Although employees may elect not to avail themselves of the transportation benefit immediately, they may elect to participate in the future.  Each site must be prepared to provide the benefit upon request and ensure all installation and Army tenant employees [appropriated/nonappropriated fund civilian personnel and military (active as well as National Guard and Reserve on active duty)] are aware of program and provided with updated version of the application form.


2.  The POC at each location will be responsible for the following:



a.  Collection, distribution and consolidation of the transportation benefit application forms for the installation (includes Army tenants on the installation).


b.  Review the forms and certify that the applicants are eligible to participate in the transportation benefit program and that the forms are filled out legibly and completely.  Eligibility means that the employee meets the standards established in the DoD policy as an Army employee (civilian or military).  Contractor personnel are not eligible for the program.  Installation POC’s should fax all application forms to DoT at fax no. (202) 493-2436.  In coordination with DoT, the POC must also ensure that employees satisfy eligibility requirements when participating in a transportation/vanpool program as defined in Title 26 U.S. Code Section 132 (f).



c.  Remind employees to identify the specific transportation system/company or specific pass requirements they need for the commuting area.



d.  Notify participants that the benefit is for actual transportation costs, not inclusive of parking or incidental costs and cannot exceed  $65.00 per month in 2001; beginning in January 2002, the benefit may not exceed $100.00 per month. 



e.  Complete applicants' annual recertification in the mid-November timeframe consistent with regulatory guidelines so it is completed before the beginning of December of each calendar year.  This will provide a 30-day advance notice to DoT for the purchase of the January tickets and preclude a potential break in service.  More guidance will be provided on this.  



f.  Retain copies of all applications for files, and submit any new application forms and certification information, as applicable, to DoT by the end of the first month of each quarter for the purchase of transit vouchers/passes for the next quarter.  If vouchers/passes are only available monthly, then the POCs must ensure that the forms and certification information are submitted to the DoT by the end of the previous month.



g.  Provide services for tenant activities.  There also may be members of other services assigned to the organization that will require support.  (POC must coordinate with tenant/other service POCs and provide them copies of application forms so they know level of participation for their commands.)  POCs should provide the same level of service and due diligence for tenants served as they provide for their own organizations.  Army will not pay for non-Army tenants in accordance with current policy guidance (benefit must come from the same account that pays the employee or military member).  POC must ensure that only Army personnel are included when certifying billings and signing SF-1164s.         



h.  Receive and sign for FedExe'd transportation vouchers/passes from DoT.  Once DoT establishes the initial program, the DoT goal is to provide fare media three working days prior to the end of the month to allow POC time for distribution to participants.



i.  Certify the transportation voucher/passes for accuracy and return the completed receipt form provided by DoT TASC to DoT TASC via fax.



j.  Arrange for the distribution of transportation vouchers/passes prior to the first week of each quarter or month, as applicable.



k.  Distribute transportation vouchers/passes to participants.  Participants must show their military/civilian identification and sign for the vouchers/passes.  FEDEX any excess/erroneous purchases to DoT TASC.  NOTE:  Monthly, dated passes must be returned to DoT not later than two (2) business days after the first of the month.  Quarterly vouchers must be returned not later than the tenth (10th) day of the month.  Timeframes must be observed or Army must pay for the vouchers/passes.


l.  Maintain a copy of the signed receipt where program participants signed for their respective voucher/pass to ensure that there is a record of receipt on file.  



m.  Secure transportation vouchers/passes that could not be distributed because employees were on travel, leave, or unavailable during normal distribution until such time as the employee is available to sign for them.



n.  Establish procedures to ensure participants that relocate or retire are removed immediately from the list of individuals eligible for the benefit and advise DoT.  This should be made part of outprocessing procedures.  Employees are required to notify the POC and DoT immediately if they decide to terminate participation in the program.  Revalidate employee and DoT TASC information not less than quarterly to ensure the accuracy of the information for program execution. If employees do not pick up vouchers, return them to DoT immediately.   Passes not returned to DoT must be returned or the Army must pay for the vouchers/passes regardless of non-use. 



o.  Retain copies of all applications and program documentation for audit and ensure management controls are in place.  It is important to maintain audit trails and accountability of media.  Open records to audit agencies or inspectors as they review the Mass Transit Program.  

p. Validate DoT employee listing with POC records.



q.  DoT will provide accounting/billing information to ASA(FM&C), Resource Analysis and Business Practices, (SAFM-RB) on a quarterly basis.  This billing information will be sent via e-mail to the Mass Transit POCs through their respective MACOMs for certification.  MACOMs will coordinate with local POCs outside the NCR.  MACOMs must validate and certify that the participants and applicable information for their locations are correct, prior to SAFM-RB forwarding bills for payment.  


3.  For those areas where DoT cannot purchase vouchers/passes, the Army has approved use of the SF-1164, Claim for Reimbursement for Expenditures on Official Business, for the transit subsidy program for outside the NCR.  The SF-1164 will be filed on a quarterly basis, and is effective starting April 1, 2001.  



a.  POCs must ensure that employees who use the SF-1164 have submitted application forms to participate in this program.  Applications will go through the installation POC, who will screen forms, maintain copies for files, and submit to DoT.  DoT will advise whether it can obtain transit passes for Army locations; if it cannot, the SF-1164 may be used upon approval by SAFM-RB.



b.  POCs will disseminate information on use of the SF-1164. Participants will continue to pay for their transportation costs up front, just as they have in the past.  They will maintain copies of tickets, receipts, and any backup documentation and provide applicable statements and certifying signature that the expenditures are valid. At the end of each quarter, participants will request reimbursement for qualified transportation (metro, light rail, buses, or qualified vanpools) via the SF-1164, which will be processed through normal command channels.  [(NOTE:  If vanpools are used, they must meet the criteria established by the Internal Revenue code.  The vehicle used for the transportation must be a highway vehicle with a capacity of at least 6 adults, excluding the driver.  The vehicle may be owned and operated either by public transit authorities or by a person in the business of transporting persons for compensation or hire.]  No reimbursement will be given for transportation that does not meet these criteria.



c.  The Mass Transportation POC will review the completed SF-1164s and ensure that Blocks 1, 4(a), (b), (c), and (d), 6, and 7 have been completed.  Block 6 must state that the employee is seeking reimbursement under the Mass Transportation Fringe Benefit Program.  The form must include the method of transportation, the period for which the employee is seeking reimbursement, and the amount of the reimbursement.  Under Block 6, Expenditures, Code C should be included for “Other Expenses”.  The form must show the months being claimed for the transit subsidy and the total amount for tickets/passes.  The amount claimed should be the actual amount spent up to $65.00 per month ($195.00 quarterly).  NOTE:  $65.00 per month will be allowed through December 31, 2001.  Effective January 1, 2002, the allowable amount per month increases to $100.00.  The POC will ensure that applicable receipts/supporting documentation and/or statements are included to support the claim and that Block 10 has been signed/dated by the participant.  If the form is complete/correct, the POC will sign in Block 8 to certify that the employee is a valid participant in the program.

d.  The POC will establish suspense for participants to submit 

SF-1164s so the POC can get forms to the Resource Management Directorate NLT the fifteen day of the last month of the quarter.  The authorized certifying official must sign in Block 9.  NOTE:  The local activity will use its mission funds to reimburse participants, using the following Elements of Resource (EORs) in the fund cite:  Military personnel – 1220; Civilian full-time personnel – 12JB.   [For FY2001 only, Headquarters, Department of the Army will reimburse installations via their Major Commands (MACOMs) for transit subsidy costs incurred.  Tenant activities on Army installations that belong to other Services and Defense or Federal agencies will use their own funds.] 



e.  The Mass Transportation POC will send a report to the Resource Management Directorate with the following data:  Name of participants, social security numbers, and dollar amounts to be certified for each employee. 



f.  Based on the report and the SF-1164s received, the Resource Management Directorate will certify the report forwarded by the Mass Transportation POC.  The following statement will be included:  “I certify that the attached SF-1164s are correct and proper for payment.”  The certifying officer must sign and date under this certification statement.  In case the signature is not legible, the typed or handwritten name of the certifying officer is requested in addition to the signature.  The POC will retain this signed certification in their files.  The SF-1164s are then forwarded to DFAS for processing.  NOTE:  Participants will be reimbursed through Electronic Funds Transfer (EFT) and payment will be directly deposited into the designated account.  Payment should be received within two weeks after DFAS receives the SF-1164.  (Employees must submit FMS Form 2231, Direct Deposit, with their initial SF-1164.  This form is required to process Federal employee payments and designate the appropriate account.) 



g.  At the beginning of the 4th quarter of FY 2001, each location POC, in concert with its Resource Management Directorate, will submit a request to its MACOM for reimbursement based on actual expenditures through the 3rd quarter and an estimate for the 4th quarter.  The format to be used is the Installation Excel spreadsheet format, which was provided with the SF-1164 implementing instructions and which is posted at the Mass Transportation website for easy reference. The request, which will identify participants, employee status (military/civilian), and dollar amount by appropriation, will be submitted through MACOM channels.   The name and phone number of the POC should be included on the form. 



h.  MACOMs will consolidate installation input into the MACOM Excel spreadsheet format and submit consolidated requests for funding for the transit subsidy to HQDA, OASA(FM&C), SAFM-RB.  SAFM-RB will review the request for reimbursement prior to forwarding to the Army Budget Office for payment.  The Army Budget Office (SAFM-BUC-E), in conjunction with SAFM-RB, will request funding from appropriation sponsors in the amounts identified to reimburse the mission accounts identified by the MACOMs.  SAFM-BUC-E, via the Program, Budget, and Accounting System (PBAS), will issue Funding Authorizations Documents (FADs) to MACOMs.  The Mass Transportation POC and Resource Management Directorate will work Installation funding issues with its MACOM.

