
 
 

 

Department of the Treasury Federal Employee 

TRANSIT BENEFIT 

PROGRAM 

     
 

Approving Official 

 Guide 

 
                                
            

 



2 
 

 
 
Note:   For the purpose of this guide, Supervisors are “Approving Officials”. 

 
 
 
 

Oversight Guidelines for Transit Benefit Coordinators 
 
 
 
 
 
 
Best Practices 
 
To maintain integrity and program controls, Transit Benefit Coordinators should conduct routine audits of 
their employees’ transit benefit records.  Internal control best practices include: 
 
A.  Review of monthly transit benefit billing reports for accuracy.  The review should verify and ensure that: 

1. Employees that have departed the agency are no longer receiving benefit.  Cross check the transit 
benefit alphabetical listing with Human Resource records to ensure separated employees followed exit 
procedures and withdrew from the transit benefit program. 

2. Employees on extended travel or leave have not picked up a monthly benefit for the period they were 
not at their home station. 

3. Employees that intermittently telework or drive to work adjust their commuting benefit. 
4. Benefits are adjusted due to change of address. 
5. Participants with a pickup record over the monthly statutory limit are reported to the TRANServe Office.  

(There may be legitimate reasons but this should be investigated.) 
B. Transit benefit applications are verified to ensure they disclose/provide all information required by the 

OMB Memorandum, M-07-15 (attachment) such as: 
• The Employee’s Home Address (including the street name) 
• The Employee’s Work Address 
• The Employee’s Commuting cost breakdown is completed on the Expense Worksheet.  (Transit 

Benefit Coordinator’s may require a print out of the travel plan(s) and cost for each transit authority the 
employee identifies as his/her mode of transportation.) 

C. A supervisor or person of authority signs the application verifying costs were reviewed for reasonableness.   
D. A funds approving official certifies funds are available.   
E.  Enforce the use of electronic fare media where available. 
 
 

 
 

Guidelines for Monitoring Transit Benefit Amounts 
 
To assistance in monitoring the integrity and program controls for the Transit Benefit Program, TRANServe 
will be providing the Transit Benefit Coordinators a report with detail pickup records for six months every 
quarter. The Transit Benefit Coordinators should conduct routine audits of their employees’ transit benefit 
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records.  Internal control best practices are in the Oversight Guidelines for Transit Benefit Coordinators found 
on the TRANServe website (http://transerve.dot.gov ) under Best Practices.  
 
 
 
 
 
 
 
Monitoring Guidelines 
 

• Check the six month detail pickup records for adjustments.   
• Participants are not expected to adjust for every month to meet the actual workdays of the month because 

over time it will work itself out.   
• Participants are expected to adjust for periods away from work that they do have control over such as; leave, 

travel, unscheduled telework, extended weather closings, and travel by alternate modes such as driving, 
carpooling, or slugging. 

 
• If no adjustments are found: 
 Talk to the participant…what is his/her work schedule. 
 Check the mode of transportation  

o Vanpools and monthly/yearly passes do not require adjustment 
o Amounts above the statutory limit do not always require adjustment 

 
• If you suspect adjustments should be made: 
 Check the participant’s leave slip 
 Check the participant’s travel schedule 
 Request the participant’s pickup records  from the TRANServe Transit Benefit Manager 
 Require participant to adjust pickup amount, if necessary, the next possible opportunity 

 
 

 

 
 
Important Note* 
During the recertification period, all transit benefit participants are required to 
complete Transit Benefit Integrity Awareness training and provide a certificate 
of completion to their supervisors. 

 
 
 
 
 

http://transerve.dot.gov/
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♦ Log on to https://transitapp.ost.dot.gov 
♦ Type in your User Name and Password 

 
 
 
 
 
 
 
 

https://transitapp.ost.dot.gov/index.cfm?method=passport.showLogin&CFID=393899&CFTOKEN=31327039
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♦ Select “Approval Section”  
♦ Select either “Pending Supervisor” or “Pending 

Manager”  
 
              

 
  
 
 

 
 
 

♦ “Pending Supervisor” - First level of approval  
♦ “Pending Manager” - Second level of approval 

 

 Enter a new transit application, 
withdraw, request information or change 
an existing account. 

Update account information (i.e., Name, 
User Name, Phone Number, Email 
Address and Agency). 
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♦ The “Approval Section” will show pending 
applications 

 
 
 
THERE ARE THREE TYPES OF PENDING APPLICATIONS: 
 
1) RECERTIFY/ENROLL a) Recertification is for existing participants  

b) New enrollees  
 
2) CHANGE Changes in application information (i.e. address, commuting 

cost, method of transportation) 
 
3) WITHDRAWAL   Withdraw from the program 
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♦ Find participant name 
♦ Verify that participant works for your Agency (i.e., 

check with your HR department, look up name in 
the Treasury global directory, verify with 
employee’s supervisor) 

♦ To view the full application, click on the employee’s 
name 

♦ The completed application will be displayed 
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Approving Official’s must 
review applications for the 
following: 

 
 

1) The Mode of 
Transportation must be 
indicated (i.e., Keller 
Bus) 
 

2) Daily, Weekly and 
Total Monthly Expense 
columns must be 
completed. (Vanpool 
users need only to 
complete the “Total 
Monthly Expense”) 
 

3) The “Subtotal” must be 
indicated 

 
4) Ensure applicant has 

selected a work 
schedule 
 

5) The “Total Monthly 
Cost” section must be 
complete 

 
NOTE:  The worksheet 
Subtotal, Total Monthly 
Cost and Certified Usual 
Monthly Commuting Cost 
must be the same. 
 
6) Verify that Mode and 

Admin are correct 
 

7) A SmarTrip® card 
number must be 
indicated.  See 
Appendix A for 
SmarTrip® card 
number examples. 
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♦ Applications must be “Approved” or “Disapproved”  
♦ Approved applications:  An email will be routed to 

the applicant from each approving official 
♦ Disapproved applications:  You must indicate a 

reason.  An email specifying the reason for 
disapproval will be routed to the employee  (See 
Appendix B) 
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♦ Click on “History” to view employee’s transit benefit 
application history  
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Appendix A 
 
 
Examples of SmarTrip® card ID numbers 
 
 

 

Card Type #1:  

 

Card Type #2:  

 

Card Type #3:  
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Appendix B 
 
Example of disapproved application email 
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Appendix C 
 
Examples of “6-Month Report” 
 
 
 

Jul-14-2010 
 
 
 
 
 

Transit Benefits Summary Report by Administration 
DOT-OST-WCF M-73 - 1103005000 

Fare Media Disbursed During June, 2010 

 
 Administration 

 Number 
Issued 

 Amount 
Issued 

 YTD Num 
Issued 

 YTD Amt 
Issued 

 OST-WCF M-73 - 
1103005000  1  $130.00  8  $653.00 

 Total:  1  $130.00  8  $653.00 

  

 TOTAL: 1 $130.00  8 $653.00  
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  Transit Account Activity Statement 
 

 
TRANServe Account Activity Statement for DOT-OST-WCF M-73 - 1103005000 

 June, 2010 
 (This is not an official bill. Your servicing account office will receive the official bill within 30 days.) 
 

  07/14/2010-L 
 APPROP CODE:  
 ALC CODE: 69-01-007 CUSTOMER ID:  
 BPAC NUMBER: 1103005000 
 

  FARE MEDIA BILLED: $130.00  
 PHYSICAL: $0.00  
 VIRTUAL: $130.00  
 OTHER COSTS: $0.00  
 

  SUB TOTAL: $130.00  
 

  
  MANAGEMENT FEE: 5.15% 

 SUB TOTAL: $6.69  
 

  
  DISTRIBUTION SERVICES FEE: $0.00  

 ONSITE: $0.00  
 

  
  SUB TOTAL: $136.69  

 
  CREDITS: $0.00  

 
  TOTAL: $136.69  

 
  To Our Valued Customers: This message is being sent each month as part of our 
billing process. The U.S. Department of Transportation (DOT), Transportation 
Services (TRANServe) works to provide transit benefits to eligible federal 
employees as requested by your agency. The Transit Benefit program represents 
an employee benefit and we strongly urge you to take all measures necessary to 
protect it. We do our part by ordering, obtaining, verifying, and safeguarding fare 
media prior to its distribution. We also maintain a database that identifies all 
agency participants based on information provided by you. We use this 
information to distribute the appropriate amount of transit benefits to authorized 
employees. We ask that you do your part by carrying out the following 
responsibilities. All transit benefit enrollment applications should be thoroughly 
reviewed by your agency's authorizing official prior to submission to DOT for 
processing. Utilizing a self-certification process, it is the agency's responsibility 
to ensure all employees are instructed that they are certifying under U.S.C. Title 
18 that they will not transfer this benefit to anyone else, they are not named on a 
federally subsidized parking permit, and the benefit received does not exceed 
their monthly commuting costs. If employees collect more than they use, are on 
extended sick leave or are on temporary duty elsewhere, they should be 
instructed to return the unused benefit or receive an appropriately reduced benefit 
amount at the next distribution. If you have questions regarding these 
responsibilities, please contact your TRANServe account representative or the 
TRANServe office at 202-366-0064. 
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M-70 January through June FY10 
 

 

AGENCY NAME 
MONTHLY 

COST JAN10 FEB10 MAR10 APR10 MAY10 JUN10 TOTAL 

DOT-OST-WCF M-
70 - 0402001000 XXXXX, XXXX $230.00 $230.00 $230.00 $230.00 $230.00 $230.00 $230.00 $1,380.00 
DOT-OST-WCF M-
70 - 0402001000 XXXXX, XXXX $128.00 $100.25 $85.80 $66.45 $94.50 $101.45 $104.25 $552.70 
DOT-OST-WCF M-
70 - 0402001000 XXXXX, XXXX $46.00 

 
$184.00   

  
$70.00 $254.00 

DOT-OST-WCF M-
70 - 0402001000 XXXXX, XXXX $138.00         $143.00   $143.00 
DOT-OST-WCF M-
70 - 0402001000 XXXXX, XXXX $230.00 

 
  $460.00 

  
  $460.00 

DOT-OST-WCF M-
70 - 0402001000 XXXXX, XXXX $94.00 $75.00 $67.10 $71.85 $94.00 $84.95 $94.00 $486.90 
DOT-OST-WCF M-
73 - 1103002000 XXXXX, XXXX $104.00 $60.75 $47.45 $80.00 $70.70 $41.50 $84.20 $384.60 
DOT-OST-WCF M-
73 - 1103005000 XXXXX, XXXX $151.00 $97.00 

 
$100.00 $75.00 $89.00 $130.00 $491.00 

DOT-OST-WCF M-
73 - 1103006000 XXXXX, XXXX $120.00 $75.00   $100.00       $175.00 
DOT-OST-WCF M-
73 - 1103006000 XXXXX, XXXX $104.00 $104.00 

  
$104.00 

 
$104.00 $312.00 

DOT-OST-WCF M-
73 - 1103006000 XXXXX, XXXX $136.00     $136.00       $136.00 
DOT-OST-WCF M-
73 - 1103006000 XXXXX, XXXX $126.00 $126.00 $126.00 $126.00 $126.00 $126.00 $126.00 $756.00 
DOT-OST-WCF M-
73 - 1103006000 XXXXX, XXXX $161.00 $129.00 $70.00 $134.00 $139.00 $65.00 $81.00 $618.00 
DOT-OST-WCF M-
73 - 1103006000 XXXXX, XXXX $108.00 $104.00 $104.00 $104.00 $108.00 $108.00 $108.00 $636.00 
DOT-OST-WCF M-
73 - 1103006000 XXXXX, XXXX $158.00 $136.00 $91.00 $131.00 $125.00 $126.00 $131.00 $740.00 
DOT-OST-WCF M-
73 - 1103006000 XXXXX, XXXX $142.00 $68.00 $68.00 $118.00 $140.00 $140.00 $140.00 $674.00 
DOT-OST-WCF M-
73 - 1103006000 XXXXX, XXXX $136.00 $136.00 $136.00 $136.00 $136.00 $136.00 $136.00 $816.00 
DOT-OST-WCF M-
73 - 1103006000 XXXXX, XXXX $176.00 $176.00 $176.00 $176.00 $176.00 $176.00 $176.00 $1,056.00 
DOT-OST-WCF M-
73 - 1103006000 XXXXX, XXXX $83.00 $83.00 $83.00 $62.00 $83.00 $52.80 $83.00 $446.80 
DOT-OST-WCF M-
73 - 1103006000 XXXXX, XXXX $142.00 $122.00 $122.00 $95.00 $122.00 $122.00 $122.00 $705.00 



 
Transit Benefit Integrity Awareness Training (shown in Applicant guide) 

 

 

 
 
♦ Log on to https://transerve.dot.gov 
♦ Click on “Participants” 
♦ Click on “Transit Benefit Integrity Awareness Training”  
♦ Complete the training 
♦ Print two copies of the Completion Certificate and give one to 

your supervisor. 
 

NOTE:  Ensure your supervisor emails your certificate 
to PTIPBenefits@treasury.gov. 

https://transerve.dot.gov/
mailto:PTIPBenefits@treasury.gov
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