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Applicant’s Guide
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· Log on to http://transerve.dot.gov
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· Click on the “Other Federal Employees” tab
[image: image3.png]Fie Edt View Favortes Tools Help

Qo=+ 12) )

o NS

) Search ¢ Favoites {©

Address [€] o/ /vanserve do. gav/!mmsn:ndm il = = B [ Links 7% -
H
(A —TRANServe

s U5 Foderal abor Belatons Aoty
U= Deparinant sicasaion
OR Directions for Transit Benefit Application
POC D b
PO
o
/f]'SA.ggv e Pt ot Accssiity | PrvacyPotevi o Feart QN ke Ve

I

[T @ ustesies

€l
4/ Start| 3] FY09 Distrib

Distribution 5. | | Inbox - Micr... | ) FLR& |21 FLRA Apglic...| ] Document10 .. [[£] Forms - Mic... @\ A& [« .0 821AM





· Click on the “Forms” button
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· Click on the “U.S. Federal Labor Relations Authority” link
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· Click on the “Integrity Awareness Training” link.
· Complete the Integrity Awareness Training.
· Ensure you print and fill out the completion certificate and give it to your Supervisor and/or Approving Official.                                                          

    Note:  You only need to print the last slide (#47).
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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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· Click the “Register” button
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· Complete the registration form

· Make certain that your first and last name match the name on your badge

· Use your first initial and full last name as your user name

· Click “Register”

Remember – You only need to register once.
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· Type your newly created User Name and Password

· Click “Log In”
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· Select “Transit Benefit Application” from the main menu
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· Select your Agency from the drop-down menu.
· Click either “Enroll in the Transit Benefit Program” (for new applicants) or “Recertify” (for participants who are recertifying).

· For all applicants, click “Proceed”.
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WARNING !

[This certification concems a matter within the jursdiction of an agency of the United States. Making |
false, ficttious, or fraudulent certification may” constitute criminal violations punishable under Title 15,
United States Code, Section 1001, by imprisonment up to five years and fines up to 10,000 for eact]
fffense, and/or agency disciplinary actions up to and including dismissal.

-1 certify that | am employed by the U 5. Federal Government

-1 certify that | am not named on a federally subsidized parking permit with any other
federal agency

-1 certify that | am eligible for a public transportation fare benefit, will use it for my daily
commute to and from work by public transit or vanpool, and will not give, sell, or transfer it
to anyone else.

-1 certify that in any given month, | wil not use the Government-provided transit benefit in
excess of the statutory limit. If my commuting costs per month on public transit exceed
the month statutory limit, then | wil supplement those additional costs with my own funds
rather than use a Government-provided transit benefit designated for use in a future

morith.

-1 certify that | il not claim the transit beneftt in excess of my actual monthly
commuting expense. If at anytime during a given month | am out of work due fo sickness,
vacation or any other reason, on official travel, or use a private vehicle for cormuting, | will
claim less and adjust the amount of rmy transit benefit the following month if appropriate

- 1 certify that my parking fees are not included in the computation of the daily, weekly or
monthly comrmuting costs for my transit benefit

tagee | Dot Agree
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· Read the terms and conditions of the Transit Benefit Program

· Click “I Agree” to proceed with the application process
You must agree to the terms and conditions of the Transit Benefit Program in Order to proceed with the application.
APPLICATION TIP

 Who is my “vendor”

Vendor- The application asks for each vendor (transit authority) used for transportation to and from work. i.e., in the National Capital Region the vendor is WMATA which gives you three choices: WMATA, WMATA Senior and WMATA Disabled.

WMATA – Select this vendor if you receive the Metrochek or use SmartBenefits.

WMATA Senior or WMATA Disabled – Senior citizens (65 and older), persons with disabilities and customers with a Medicare card and valid photo ID ride for half the regular fare. On Metrorail, use a senior/disabled fare card or SmarTrip® card. On Metrobus, use a senior/disabled bus pass or SmarTrip® card or show your Metro ID or Medicare card and valid photo ID and pay the reduced fare.

These cards only work on Metrorail, Metrobus or Metro Access. For instance, if you are a senior citizen and ride the Metrobus you may receive the WMATA senior farecard or SmarTrip® card. If you are a senior citizen and ride the MARC or VRE you must choose  WMATA as the vendor to receive a Metrochek. The WMATA senior ticket will not work on the MARC or VRE .

If you are a participant outside the National Capital Region, choose the vendor or voucher you receive in your area. For example, participants in Atlanta riding MARTA select MARTA-ATLANTA from the drop-down box.`

MARTA-ATLANTA – Select this vendor if you ride the MARTA system in Atlanta.

COBB COUNTY, COMMCHEK-GENERIC, DOUGLAS COUNTY RIDESHARE, GRTA-ATLANTA, TRANSBEN, or VPSI are other Atlanta options.

If more than one vendor is used for your commute, select the one with the greater value. All vendor(s) must be listed by name on the worksheet portion of the application. Enter the name and monthly cost for each of the vendors you use to and from work.
For help computing costs, follow these links to your transit company’s website:

Go to http://transerve.dot.gov 

Click on “Other Federal Employee”

Click on “Transit Links”
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ENROLL IN THE TRANSIT BENEFIT PROGRAM
TRANSIT BENEFITS VERIFICATION WORK SHEET

Al employees are required to certify their monthly commuting costs by calculating to the nearest dollar for
their daily commute to work

Employees are reminded that parking fees are not el
cluded when computing daily, weekly or monthly co

Instructions: Calculate your Total Monthly Mass Transit Expenses based on the way (daily, weekly,
monthly) that you pay for your commute. List your mode of mass transportation and how much it costs
you. All costs must be compted to a monthly expense

; Total
Mode of Transportation Daily Weekly Monthly
Expense |  Expense E
xpense

Bus to Work e o Carpany
(local) § § §
Bus from Work e o Cargany
(local) § § §
Other Bus Mode to Wark | __tame of Compary
(commuter or county) [KELLER BUS $ $[38.25 $[76.50
Gther Bus Mode from R
Work RELLERBUS 5 $[azs iz
(commuter o courty)
Rail to Work Name of Company
(MARC, VRE, Metro, 5 5 5
other)
Rail from Work [E—
(MARC, VRE, Metro, 5 5 5
other)
[Ty e o Carpany

5 5 5
G e frm ok e o Corpany

5 5 5

e o Comp
Von Foet = _:
[CCaIeTotar] s [153.00

Converting Daily and Weekly Cost to Monthly Cost
40-hour workweek and compressed workweek sl
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e o Comp
Von Foet = _:
[CCaIeTotar] s [153.00

Converting Daily and Weekly Cost to Monthly Cost
40-hour workweek and compressed workweek

8hour work day conversion | 9 hour work day conversion | 10-hour work day conversion
Saby S0ty gays [Ty [0 G [ gays [Ty (G G gays [Ty
e ) ey [0 ey [0
R N e 5 Jspmo s M
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Ermployees are responsible for adjusting their monthly transit benefits each | Total Monthly

month in accardance with their actual work commute each month, Costs § [153.00

NATIONAL CAPITAL REGION PUBLIC TRANSPORTATION
TRANSIT BENEFIT PROGRAM APPLICATION

Identifier 12 4 digs of Sosial Secury Ny =





· Complete the “Transit Benefits Verification Worksheet”, including the “Converting Daily and Weekly Cost to Monthly Cost” section

· Remember:  Parking fees are not eligible for transit benefits and should not be included when computing daily, weekly or monthly commuting costs

[image: image15.png]Ermployees are responsible for adjusting their monthly transit benefits each | Total Monthly
morith in accordance with their actual work commute each month Costs §

NATIONAL CAPITAL REGION PUBLIC TRANSPORTATION
TRANSIT BENEFIT PROGRAM APPLICATION

Identifier [i234 12 4 digs of Sosial Secury Ny

[VIKKEY [owENS
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Narme:

Email Address: [VOWENS@FLRA GOV

FEDERAL LABOR RELATIONS AUTHORITY

AgencyMode: [FLRAE]  Region: [DC

drmin: [FLRATS] Location/Building; [1400 K STREET, whsH

Commuter (Rail) |
ChilianMiltary. [Chilan ] Commuter (Bus) x]

1 cerify that my usual monthly commuting cost are:

RESIDENCE INFORMATION

Address: [1111 LAS VEGAS COURT

ciy [RoFToN wE

Approving Offcial: [STAN HODGE

Manager/Fund Certiier. [ETAN HODGE Manager Phone:

SmartTrip Card Nurber: [NA )

PRIVACY ACT STATEMENT:

This notice is provided pursuant to the Privacy Act of 1974, 5 U.5.C. §552a: This information is solicited
under authority of 5 U.5.C. § 7905, Furishing the information o this form is voluntary, but failure to
provide all o part of the information may result in disapproval of your request for a public transit fare benefit
The principal purposes of the information are to facilitate timely processing of your request, to ensure your
elgibilty for transit benefts, and to prevent misuse of the funds involved. This information may be
disciosed to the Department of Transportation to perform its duties under an interagency agqreetment. The
informetion may also be used for production of listings and reports and for periodic review or revalidation of

transit benefits. Other rautine uses are published in the Federal Register at 65 F.R. 19476 (April 11, 2000).
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· Fill out the transit benefit application
· Ensure that you select the correct choices from all drop-down menus

· Click “Submit Application”
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