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CHAPTER 600 – MISSION SUPPORT

40 – Mission Support Activities

[bookmark: PTSP40_7]40.7     Public Transportation Subsidy Program (PTSP)

[bookmark: PTSP40_7_1]40.7.1   Overview. 
[bookmark: PTSP40_7_2]The Treasury Inspector General for Tax Administration’s (TIGTA) Public Transportation Subsidy Program (PTSP) was established to encourage employees to use public transportation when commuting to and from work.  This action essentially improves air quality, reduces traffic congestion, and conserves energy by reducing the number of single occupancy vehicles on the road.

Those employees using public transportation to commute to and from work may apply for transit subsidy benefits under the TIGTA PTSP.  Eligible employees, using an authorized public transportation method, will receive an employer-provided fare subsidy to apply toward their monthly transit costs.  TIGTA will pay the transit benefits from appropriated funding, using stipulated guidelines.

Transit benefits are not taxable to the participant and are not included on Form W-2.

40.7.2   Authorities.
a. Executive Order 13150, dated April 21, 2000
b. Treasury Directive 74-10, dated November 3, 2000
c. Energy Policy Act of 1992, Public Law (Pub. L.) No. 102-486
d. Deficit Reduction Act of 1984 (26 United States Code (U.S.C.) Section (§) 132)
e. Federal Employees Clean Air Incentives Act, Pub. L.  No. 103-172 (5 U.S.C. § 7905)
f. Transportation Equity Act for the 21st Century, Pub. L. No. 105-178

[bookmark: PTSP40_7_3]40.7.3   Definitions.
a. Carpool – a small group of car drivers who arrange to take turns driving while the others are passengers.
b. EFT reimbursement – A subsidy instrument issued to reimburse transit expense in those instances when the transit pass is not accepted or available.
c. Local transit authority – An area vendor that provides transportation.
d. Non-temporary work location – A location where employment is realistically expected to last for more than one year or there is no realistic expectation that it will last for one year or less, regardless of whether it actually exceeds one year.
e. Post of duty (POD) – An employees' assigned work location.
f. Private vanpool – A privately owned highway vehicle that seats at least six adults and one driver, and uses 80% of total mileage to transport to and from work. On trips for this purpose, the number of riders must be at least 50% of the adult seating capacity (not including the driver).
g. Public transportation – Transportation provided in a mass transit vehicle or commuter highway vehicle.  Public transportation vehicles include privately owned and operated vanpools and bus pools. 
h. Subsidized parking space – A space that is specifically assigned to an employee and paid for by TIGTA.
i. TIGTA Public Transportation Subsidy Program (PTSP) ID Number – Employee PTSP ID number consists of the first and second initial of your first name; the last four digits of your social security number and “T” for TIGTA. (e.g., John Doe PTSP ID Number would be JO9875T) 
j. Time-sensitive fare media – A fare payment for use within a specified timeframe (i.e., monthly pass, annual pass).
k. Transit pass/voucher – A subsidy instrument (non-cash) that is either accepted by the local transit authority as fare payment or exchanged for an acceptable form of payment. The transit pass is tax free and issued in advance.
l. Transit subsidy – A subsidy or benefit to offset public transportation commuting cost to and from work.
m. National Capitol Region (NCR) – Washington DC Metropolitan commuting area, which includes the District of Columbia and parts of Maryland, Virginia, and West Virginia.

[bookmark: PTSP40_7_4]40.7.4   Responsibilities. 

[bookmark: PTSP40_7_4_1]40.7.4.1   Office of Mission Support, Support Services (OMS/SS).  The OMS/SS provides program oversight for the agency's Public Transportation Subsidy Program (PTSP).  The OMS/SS will:
a. Manage the agreement with the Department of Transportation (DOT);
b. Provide technical advice and assistance to customers and stakeholders;
c. Perform program reviews;
d. Ensure separating employees are removed from the TIGTA program;
e. Process applications and maintain records of active participants;
f. Ensure the disbursement of appropriate transit subsidies to all TIGTA employees nationwide;
g. Maintain records of subsidy disbursements for the National Capitol Region (NCR);
h. Coordinate with DOT the space and logistics for the distribution of the transit passes; and
i. Provide TIGTA participants with nationwide scheduled distribution dates and times nationwide.

[bookmark: PTSP40_7_4_2]40.7.4.2   Department of Transportation (DOT).  The DOT, under an interagency agreement, performs the following tasks for TIGTA:
a. Disburse transit subsidies for all TIGTA participants;
b. Maintain records of subsidy disbursements processed under the interagency agreement;
c. Provide TIGTA access to DOT TRANServe web application database.

d. Provide administrative reports to TIGTA of disbursements activity, when requested; and
e. Coordinate with the TIGTA Program Coordinator the space and logistics for the distribution of the transit subsidies, and communication with participants about the nationwide scheduled distribution dates, times and locations nationwide.

[bookmark: PTSP40_7_4_3]40.7.4.3   Participating Employees’ Responsibilities.
a. Complete PTSP training in TLMS
b. Register for a user account in the DOT TRANServe web application.
c. Certify eligibility for transit benefits;
d. Ensure the benefit requested and received is the proper amount needed and complies with TIGTA and DOT regulations.
e. Ensure proper use of the benefit; and
f. Withdraw from program upon separation from TIGTA.

Employees that participate in our Telework program; are on working schedules such as Maxi-Flex, Alternate Working Schedules, or any other intermittent work schedule; or while an employee is on a rotational assignment of duty they are not entitled to subsidy benefits for those days in which they do not commute to their POD.

[bookmark: PTSP40_7_4_4]40.7.4.4   Managers.  The participant's manager is responsible for registering for a user account in the DOT TRANServe web application to gain access to approve and sign the employee's initial application and any subsequent re-certifications submitted through the system.  By approving, managers are acknowledging their awareness that the employee uses public transportation to commute to and from work.  The manager will verify the following:
a. Home address of the applicant;
b. POD address of the applicant;
c. Ensure that amount being claimed by the applicant, does not include days for which the employee does not have to commute to the POD, e.g., Alternate Work Schedules, Maxi-Flex, and teleworking schedules; and

Managers should also notify OMS/SS Program Coordinator when the applicant will be on leave or TDY for 10 or more work days during a given month, or when an employee is separating from the agency (e.g. retirement, transfer to another agency).

[bookmark: PTSP40_7_5]40.7.5   Eligibility.  
To be eligible to receive a TIGTA PTSP transit subsidy benefit, employees must use public transportation to commute from their residence to their permanent POD or non-temporary work location, and return to their residence.  Eligible employees will receive their actual commuting expenses in amounts approximately equal to employee commuting costs, not to exceed the maximum level allowed by law (26 U.S.C. 132(f)(2)).

[bookmark: PTSP40_7_5_1]40.7.5.1   Employees Covered.  The program is open to all eligible TIGTA employees, including paid and unpaid interns.  Part-time users of public transportation may apply, as the transit benefit is determined by actual commuting costs and not the number of days used.  Eligible participants are not entitled to benefits during the time they are:

a. On detail to a temporary post of duty;
b. On official business travel;
c. On leave;
d. On their regularly scheduled or in-lieu-of AWS day off;
e. On jury duty;
f. Using a Government-owned vehicle to commute to work;
g. Using an TIGTA-subsidized parking space; or
h. Using unauthorized transportation (carpool).

[bookmark: PTSP40_7_5_2]40.7.5.2   Employees Not Covered.  Contractors, contract employees, volunteers, and others that are not on the TIGTA payroll are specifically excluded from participating in this program.

[bookmark: PTSP40_7_5_3]40.7.5.3   Transportation Authorized.  Acceptable modes of public transportation are bus, ferry, subway, train and vanpools (public, commercial or private vanpools).  Private vanpools are acceptable only if they meet the following criteria:
a. Any highway vehicle with a seating capacity of at least six adults (not including the driver);
b. At least 80% of the mileage is for transporting employees between their residences and their permanent POD Internal Revenue Service-subsidized or non-temporary work location; and
c. The number of employees transported is at least 50% of the adult seating capacity of such vehicle (not including the driver). If the van seating capacity is six passengers, the van must operate at 50% capacity on all commutes with three passengers on board at all times, plus the driver.

[bookmark: PTSP40_7_5_4]40.7.5.4   Parking Permits.  Parking expenses, whether at a commuter lot or at or near the workplace, are not recoverable and not considered a transit cost under PTSP.  If an employee has a parking permit that is subsidized by the Federal Government, then the employee is considered to be disqualified to participate in the PTSP.

[bookmark: PTSP40_7_6]40.7.6   Subsidy Payment Type.  
Most employees in the TIGTA program commute to work on public transportation and receive transit passes as subsidy payment.  There are two types of subsidy payments for PTSP participants:
a. Transit passes for local transit authority (e.g., SMARTRIP, BART, MARTA); and
b. TRANServe card.

The type of subsidy distributed to the participant depends on:
a. The type of transportation used (public or private-owned);
b. The local transit authority’s acceptance of the transit pass; and
c. The availability of accepted transit passes.

Generally, transit passes are provided to public transportation users and vanpool riders.
The transit pass distribution takes place BEFORE incurring commuting costs. 

[bookmark: PTSP40_7_6_1]40.7.6.1   Transit Pass/Voucher.

[bookmark: PTSP40_7_6_1_1]40.7.6.1.1   Inside of the National Capitol Region (NCR).  TIGTA participants in the NCR will be required to use the Washington Metropolitan Area Transit Authority (WMATA) SmartBenefits® program in combination with the SMARTRIP® card.  Most of the public mass transportation companies and van pools in the NCR now accept payment through the SmartBenefits® program.  Therefore, all TIGTA participants in the NCR must procure the SMARTRIP® card and register it through SmartBenefits®.  On the first day of each month, participants authorized subsidy will load to participants SMARTRIP® card.  The cost of the card is not reimbursable.  Those participants that fail to retrieve their benefits during the 30-day cycle will lose that month’s benefit and the dollar amount will be returned to TIGTA. 

[bookmark: PTSP40_7_6_1_2]40.7.6.1.2   Outside of the NCR.  Transit passes are first secured by DOT, from the local transit authorities, and later distributed to public transportation users through TRANServe debit cards.  Generally, this is distributed on the 10th of each month.  
a. TRANServe Cards, used outside of the NCR to purchase transit passes by the local transportation vendor; and
b. Monthly passes, which are time sensitive.

[bookmark: PTSP40_7_6_1_3]40.7.6.1.3   Prohibited Uses of the Transit Passes.  Transit passes/vouchers cannot be exchanged for cash; transferred from one employee to another; or be given, loaned, or sold to others.

[bookmark: PTSP40_7_6_2]40.7.6.2   Electronic Funds Transfer Reimbursement.  For participants outside of the NCR, EFT reimbursements of the actual quarterly commuting costs  ̶  up to the maximum authorized amount per month – are generally paid to participants:
a. In private vanpools; 
b. In areas where the local transit authority does not accept the transit pass; 
c. In areas where the locally accepted transit pass is unavailable to DOT; or
d. In areas where a reduced price annual pass is unavailable to DOT.

[bookmark: PTSP40_7_7]40.7.7   Benefit Calculation.  
Participants must complete the PTSP Cost Analysis Worksheet, which is located in the DOT Web Application. Employees should include all their commuting costs when applying for transit benefits.  The TIGTA PTSP transit subsidy benefit is equal to the participant’s actual monthly commuting cost  ̶  up to the maximum amount allowed by law per month  ̶  regardless of the number of days that public transportation is used.  Parking expenses are not considered a commuting cost under the PTSP.

[bookmark: PTSP40_7_8]40.7.8   Application Process.  
Applications for participating in the program can be submitted at any time via the DOT TRANServe web application by following the instructions provided in the web application.  The applicant's manager of record must approve the online application in the DOT TRANServe web application.  The approval date becomes the benefit effective date, unless it is later determined the application is incomplete.  If the application is completed incorrectly, the PTSP Program Coordinator will electronically disapprove the request, and the request will be sent back to the applicant to make any necessary corrections before the form is routed back to the Program Coordinator for approval.  

[bookmark: PTSP40_7_8_1]40.7.8.1   Users of Public Transportation.  Public Transportation users must apply using the DOT TRANServe Web application.  The online application must be approved by the applicant’s manager of record.  All applications must be processed and submitted through the DOT TRANServe web application.  The OMS/SS Program Coordinator will review all applications to ensure program compliance before approving each application.

[bookmark: PTSP40_7_8_2]40.7.8.2   Users of Private Vanpools.  Private vanpool riders and owner/drivers must apply using DOT TRANServe web application.  The employee’s manager of record will approve their employee’s application and forward it to the OMS/SS PTSP Program Coordinator who will approve the application using the criteria established by the DOT authorized vanpool criteria.  If the vanpool does not qualify, the applicant is notified of the determination.

[bookmark: PTSP40_7_9]40.7.9   Subsidy Distribution Process.  
The applicant becomes a program participant once the application is approved and processed by OMS/SS PTSP Program Coordinator.  The effective date for benefits is the date the application is approved.  Distribution of the subsidy will be based on the location of the participant.  Below are the three distribution methods.

[bookmark: PTSP40_7_9_1]40.7.9.1   SmartBenefits® Distribution.  For participants in the NCR, their benefits will be loaded into their SmartBenefits® account on the first day of the month by WMATA.
For vanpool participants:  Arrangements must be made through the applicant’s registered TRANServe card.  TRANServe cards are funded on the 10th of each month for customers to purchase fare passes for their mode of commuting transportation for the following month.

[bookmark: PTSP40_7_9_2]40.7.9.2   EFT Reimbursement Distribution.
a. The EFT reimbursements will only be considered when no other alternative method is available and is distributed in arrears (after the commuting expense is incurred).
b. To receive a EFT reimbursement payment, the participants must:
1. Have their online application fully approved by the manager and validated by OMS/SS.
2. Submit their reimbursement request on DOT TRANServe web application, within 30 days after the end of the quarter.  The OMS/SS Program Coordinator will validate the reimbursement request, and notify the participant of the approval/disapproval.
3. Once approved, the participant must submit a local travel voucher (using ConcurGov) for final reimbursement.

[bookmark: PTSP40_7_10]40.7.10   Separating Employees.  
Managers of separating TIGTA employees who receive PTSP subsidies must ensure that the participant  cancels their subsidy benefit through the DOT TRANServe web application in a timely manner. 

[bookmark: PTSP40_7_10_1]40.7.10.1   TRANServe Benefit Program Cardholders.  TRANServe provides administrative services and expertise in support of the TIGTA’s transit benefit program.  Under this Agreement, TRANServe agrees to provide a comprehensive technical and management expertise, services and goods on a reimbursable basis.   Employees separating from TIGTA, who use a TRANServe Benefit card to receive monthly transit subsidies, must return the TRANServe Credit card to their manager on the day of separation.
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