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1. Commuting Cost Estimate and Benefit Estimate
a. Those receiving an advance of the transit pass must estimate their commuting costs for the upcoming quarter to ensure the appropriate benefit amount is received at the quarterly distribution.
	$75
	Usual fare cost, per month

	$110
	Maximum benefit allowed, per month

	$225
	Benefit estimate to be received at quarterly distribution ($75 X 3 months)


For example: 

 

2.  Adjusting the Benefit Estimate
a. Participants are not entitled to benefits for the days they do not use public transportation to commute to and from the workplace, and benefits should be adjusted accordingly.
	$75
	Usual fare cost, per month

	$225
	Quarterly commuting cost ($75 X 3)

	-$30
	Fare adjustment for planned days in travel status and on annual leave

	$195
	Adjusted quarterly commuting cost


For example:





3. Estimates and Actual Costs
a. Ideally, estimates should be as accurate as possible to avoid any overpayment or underpayment of benefit.
	$250
	Benefit received this quarter

	$250
	Actual commuting cost this quarter

	$0
	Balance at end of quarter


For example: 



 
4. 
Overestimated Benefit
a. If the benefit was overestimated, the balance must be returned. 
	$360
	Commuting cost estimate this quarter ($120 X 3)

	$345
	Maximum benefit ($115 per month X 3)

	$345
	Benefit received this quarter

	$250
	Actual commuting cost this quarter

	$95
	Balance due


For example:



b. Returning the balance due is accomplished in one of three ways:
i. Return unused transit passes with Form 11664-G, PTSP Participant Return of Fare Media, or
ii. Request less transit pass at the next distribution, or
iii. Send a personal check or money order payable to U.S Treasury. Send to: Internal Revenue Service, Beckley Finance Center, P.O. Box 9002, Beckley, WV 25802–9002. Use a Document Transmittal Form 3210 and annotate “to reimburse the IRS account for transit subsidy.”

5. Underestimated Benefit
a. If the benefit was underestimated, submit Form 11664-H, PTSP Request for Supplemental Mailing of Fare Media, to receive a supplemental amount.
	$210
	Commuting cost estimate this quarter ($70 X 3)

	$330
	Maximum benefit ($110 per month X 3)

	$210
	Benefit received this quarter

	$260
	Actual commuting cost this quarter

	$50
	Out-of-pocket expense

	$50
	Submit Form 11664-H for supplemental amount

	$50
	Received

	$0
	Balance


For example:






b. Any long-term change in the commuting cost estimate needs to be reported to DOT on Form 11664-C, PTSP Change of Information. DOT uses the sum of all estimates to determine the amount of transit passes to purchase for the upcoming distribution.
6. 
Cash Reimbursement Calculation
a. Those receiving transit subsidy benefits in arrears, with a cash reimbursement, are entitled to their actual commuting expenses up to the maximum amount.
	$340
	Actual commuting cost this quarter

	$330
	Maximum benefit ($110 per month X 3)

	$330
	Submitted for reimbursement

	$330
	Received

	$0
	Balance


For example:




7. Vanpool Owner Out-of-Pocket Expense
a. If the PTSP participant is the owner/driver of a vanpool, they are reimbursed only for their out-of-pocket expense in operating the van - up to the maximum of $110 per month - regardless of the number of days that the van is used. Out-of-pocket expenses are those that exceed the total fare amounts received from the riders.
	$2,040
	Actual operating cost this quarter

	$1,980
	Fares received this quarter from riders (6 X $330)

	$60
	Out-of-pocket expenses

	$60
	Submitted for reimbursement

	$60
	Received

	$0
	Balance


For example:
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