Policy Guidance and Procedures for the Mass Transportation Memorandum

October 12, 2001



MEMORANDUM FOR SEE DISTRIBUTION 

SUBJECT: Policy Guidance and Procedures for the Mass Transportation
           Fringe Benefit Program Outside the National Capital Region 

1. The Mass Transportation Fringe Benefit Program is intended to reduce Federal employees' contribution to traffic congestion and air pollution and to expand commuting alternatives. The Army has fully implemented the program outside the National Capital Region (NCR). The program furnishes employees up to $65 per month for actual commuting costs on public transportation. (The maximum benefit will increase to $100 per month in January 2002.) 

2. The purpose of this memorandum is to: 

a. Provide the findings presented below and in TAB A that resulted from a recent Army Audit Agency (AAA) review of the Mass Transportation Fringe Benefit Program Outside the NCR at selected installations. As a result of these findings, additional Army guidance is provided to improve our management and oversight of this program. 

· Some Command designated Primary and Alternate Points of Contact (POCs) lack full knowledge about guidance, responsibilities, and monthly benefit limits for the program. 

· Filing systems for applications are not adequate for reconciling distribution of the benefit. 

· Some participants were found to be receiving benefits that exceeded their actual commuting costs. Program coordinators need to be more involved in monitoring the reasonableness of benefits. 

· Local out-processing forms do not reflect loss of transportation benefit eligibility or return of unused vouchers to POCs or Department of Transportation (DoT). 

b. Provide guidance in TAB B for decentralization of funding for the use of SF-1164s in locations not serviced by the DoT. 

c. Remind POCs of need to revalidate participant information as of November 15 each year. The validation should include completion of pages one and two of the application provided at Attachment 1 (MS Excel format). If locations receive fare media distributions from DoT, applications for increased benefits (page two) should be bundled for all participants by the Installation POC and submitted in one package to DoT on or before 15 November 2001. Applications for new participants should be bundled by POCs and received by DoT on or before the third day of the month. The application is also available on the ASA-FM&C website, http://www.asafm.army.mil. 

d. Advise of our plan to ask AAA, Internal Review, or other persons to review implementation of the Mass Transportation Fringe Benefit Program Outside the NCR. Selected MACOM/installation programs will be reviewed annually. 

3. This guidance is effective immediately. MACOMs/installations are directed to implement the recommended actions, as needed, to improve management and oversight of their program. Further, POCs should take action to revalidate participant information by NLT November 15.

4. Questions or concerns, please use the RABP Contact Form to contact us. 

Robert W. Raynsford
Deputy Assistant Secretary of the Army
Resource Analysis and Business Practices 

TAB A
Mass Transportation Fringe Benefit Program
Outside the National Capital Region
Army Audit Agency (AAA) Findings

October 12, 2001

1. The Army Audit Agency (AAA) performed a review of the Mass Transportation Fringe Benefit Program Outside the National Capital Region (NCR). The purpose of this review was to determine whether Army policies, procedures, and management controls were sufficient and being used at Army locations outside the NCR. Preliminary results from AAA show that The Army has made a good start in implementing the program but finds that additional controls are needed to provide better program management and procedures for accountability.

2. The Transportation Benefit Program furnishes employees up to $65 per month for actual commuting costs on public transportation. The maximum benefit increases to $100 per month in January 2002. Although at many installations the Department of Transportation (DoT) assists the Army to administer a portion of the Transportation Benefit Program by purchasing, maintaining and distributing fare media, it is the Army's Total Obligation Authority that funds the Transportation Benefit Program. Army Program Points of Contact (POCs) and Army managers are responsible for ensuring that Program funds are used efficiently and according to guidance.

3. Presented below are the findings from AAA's program review and resulting policy guidance that is to be implemented immediately.

Finding:
Program Coordinators and their Alternates have not been established or fully engaged in the fulfillment of duties as on-site POCs. In some cases, POCs did not demonstrate knowledge of the guidance or assume appropriate responsibility for accountability and management of the program. 

Guidance: 
a. Each Command should establish a Program Coordinator and Alternate to act as the POC. The primary and alternate POCs should be knowledgeable of the guidance and assume responsibility for local management of the program. Changes to either the primary or alternate POC should be reported through the MACOM to the HQDA Program Manager. A list of active POCs will be maintained at HQDA on the ASA-FM&C website, http://www.asafm.army.mil. 

b. Installation POCs shall review participant applications and certify that applicants are eligible to receive the benefit, assure forms are filled out legibly and completely, and validate the cost reasonableness of the benefit requested. The POC shall maintain a copy of participant applications in an orderly filing system and a record of all program participants in an automated spreadsheet or database format. Maintenance of the automated master record will facilitate continuing oversight of the program. A suggested spreadsheet is posted at the ASA-FM&C web site. In Attachment 2, a method of inserting employee zip codes and sorting the Master Record has been devised to determine if participants in the same zip code are receiving the same benefit amounts. The POC should implement procedures to investigate and document any differences in benefit amounts. 

c. If a location is supported by DoT, the POC shall coordinate the submission of participant applications and coordinate with DoT on issues relative to the status, purchase, and/or receipt of the benefit. The POC shall reconcile distribution records with DoT and monthly billings for DoT payment with the MACOM and HQDA. (Locations supported by DoT are identified in Attachment 3. If a location is not supported by DoT, reference Tab B for further guidance regarding decentralization and the use of SF-1164s.) 

d. Installation POCs shall ensure that outprocessing procedures identify the transportation fringe benefit as a requirement on the installation clearance form and that tenant activities follow this procedure as well. All forms of fare media in possession of the employee should be turned in to the POC upon departure. 

e. Procedures should be established for revalidating participant information as of November 15 each year. 

Finding: Some program participants were found to be receiving monthly benefits that exceeded their actual commuting costs as demonstrated in Attachment 4. This occurred because program participants: 

· Worked at home as part of their normal work schedule. 

· Took annual or sick leave or were on temporary duty (TDY) travel. 

· Overstated actual commuting costs. 



Guidance: Army POCs and other Army managers should issue local guidance to encourage and educate participants to use the transportation benefits responsibly. Program participants should not receive more benefits than the costs (up to $65) that they incur (excluding parking). We are developing a worksheet to supplement the application that will help participants compute their benefit amount. This worksheet will be posted to the ASA-FM web site. The POCs should collect the worksheets and review them to determine the reasonableness of benefits. The worksheet should be kept on file with the participant's application. Participants are expected to "spend" the benefit vouchers and other fare media prudently. For example, employees should purchase weekly or daily passes instead of monthly passes when they are working at home, traveling, or on leave for a week or more during the month. If a participant knows of leave or temporary duty before the voucher distribution, that participant can ask for a reduced benefit amount. The participant can use the reduced amount to purchase one, two, or three weekly card fares instead of the monthly pass if it is more cost effective. If a participant learns of leave or temporary duty after the voucher distribution, the participant should use any extra vouchers during the next benefit period and reduce the requested amount of benefit if vouchers do not expire. 

· Questions or concerns regarding this matter may be directed to Headquarters, Department of the Army POCs for this action can be contacted at (703) 693-6565 or (703) 693-6562 and/or via the RABP Contact Form. 

TAB B
Mass Transportation Fringe Benefit Program
Outside The National Capital Region
Decentralization of Funds For Use of SF-1164

October 12, 2001

1. The Army will no longer centrally fund reimbursements for those locations participating in the Mass Transit Fringe Benefit Program for Outside the NCR and reimbursed using SF-1164's. Army activities in locations that are not serviced by DoT will assume responsibility for authorizing, monitoring, and funding SF-1164 employee reimbursements beginning in FY 2002. Reimbursements are authorized for actual commuting costs for the use of mass transportation up to $65 per month. The maximum benefit will increase to $100 per month beginning January 2002. 

2. The FY 2002 funding letter will reflect the distribution of funding for this benefit. Beginning in FY 2003, each MACOM and activity should assume total responsibility for budgeting and funding this cost. The MACOM and Installation POCs should initiate action to authorize, monitor, and fund SF-1164 employee reimbursements, monitor participation, and take necessary action to ensure accountability on all matters associated with the benefit.

3. For those activities receiving distributions of DoT fare media, the benefit will continue to be funded through a memorandum of agreement (MOA) between HQDA and DoT. This agreement requires that DoT submit monthly billings to HQDA, OASA(FM&C) identifying fare media distributions by MACOM and installation. This report will be distributed to each MACOM POC for validation and reconciliation. Each MACOM POC will be responsible for coordinating installation reviews of monthly bills, consolidating responses, and reporting back to HQDA, OASA(FM&C).

4. Questions or concerns, please use the following: RABP Contact Form to contact us 

