
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

AAPPPPRROOVVIINNGG  OOFFFFIICCIIAALL’’SS  
GGUUIIDDEE  
FFOORR  

TTrraannssiitt  CCoooorrddiinnaattoorrss  
aanndd  FFuunndd  CCeerrttiiffiieerrss 

 
 
 
 
 
 
 
 
 
 
 
 

 



 2 

 
 
 
 
 
 

 
 
 
 
♦ Log on to http://transerve.dot.gov 

 
 
 
 

http://transerve.dot.gov/�
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♦ Click on the “Other Federal Employees” tab 
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♦ Click on “Forms”. 
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♦ Click on “U.S. Federal Deposit Insurance Corporation”. 
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♦ Click on “Transit Benefit Application and Worksheet”. 

 
CLICKING ON THE “TRANSIT BENEFIT APPLICATION AND WORKSHEET” LINK WILL TAKE YOU TO THE 

TRANSIT BENEFIT APPLICATION WEBSITE. 
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♦ Type in the User Name and Password that you were given 
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♦ Select “Approval Section” from the menu 
♦ Select either “Pending Supervisor” or “Pending Manager” from 

the drop-down menu 
 
              
 
         

Used to enter a new transit application, 
withdraw from the program, request 
information on the program or change an 
existing account.         
        
Used to update Name, User Name, Phone 
Number, Email Address and Agency 
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♦ The “Approval Section” will show all of the pending 
applications for the approving official’s particular agency. 

 
There are three types of Pending Applications: 
 
1) Recertify/Enroll  A) Used during agency recertification of existing participants 

B) Any employee who is applying to the transit benefit 
program for the first time 

 
2) Change Any employee that changes information on their application 

(i.e. moved and commuting cost changed) 
 
3) Withdrawal Any employee wishing to withdraw from the program 
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♦ To view an employee’s full application, click on the  

employee’s name 
♦ Doing so will display the completed application 
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♦ Applications can be “Approved” or “Disapproved” using the 
appropriate button(s). 

♦ If the application is disapproved, a reason must be supplied.  
The employee will receive an email stating their application 
has not been approved.  The email will contain the reason for 
disapproval, which will assist the employee in fixing the error. 
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♦ Click on “History” to see employee’s transit benefit 
application history  
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