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1. PTSP Application (Form 11664-A)

a. 
Submitted by new applicants to certify their eligibility and request transit pass disbursement.

b. Completed applications are faxed to DOT for processing.

c. After processing, the new participant will receive a pro-rated amount of fare media for the current quarter. If the transit pass is unavailable, the participant will receive instructions to submit a Form 11664-D, PTSP Cash Reimbursement Certification for cash reimbursement.

2. PTSP Private Vanpool Application (Form 11664-B)

a. 
Submitted by new applicants to certify their eligibility as a vanpool occupant.

b. Completed applications are sent to OMS/SS PTSP staff for processing.

3. PTSP Change of Information (Form 11664-C)

a. 
Submitted by participants to change their commuting cost estimate or personal information, or to withdraw from the program.

b. Send to OMS/SS for processing.

4. PTSP Cash Reimbursement Certification (Form 11664-D)

a. 
Submitted by participants at the end of each quarter, in those instances when the transit pass is not accepted or available.

b. Completed certification forms are sent to the OMS/SS PTSP staff for processing.

c. The participants will then receive a reimbursement check by mail.

5. PTSP Authorization for Third Party Pick-up (Form 11664-E)

a. 
Form is prepared by participant and given to a designated co-worker, authorizing them to pick-up the transit passes on the participant's behalf.

6. PTSP Participant Return of the Fare Media (Form 11664-G)

a. 
Submitted when participant separates from the Service, or

b. When withdrawing from the program, or

c. When the transit pass is damaged or expired, or

d. When participant overestimated and received more transit pass than entitled to.

e. Send the form and the transit pass to the OMS/SS PTSP staff for processing.

7. PTSP Request for Supplemental Mailing of Fare Media (Form 11664-H)

a. 
Submitted when participant missed the distribution and had no designee, or

b. When participant was omitted from DOT's distribution list, or

c. When participant underestimated and received less transit pass than entitled to, or

d. When a new participant's effective date for benefits is prior to the next distribution.

8. PTSP Transit Expense Worksheet


     a.   Used to estimate your commuting cost.
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