DEPARTMENT OF TRANSPORTATION

COMMUTER TRANSPORTATION INCENTIVE PROGRAM

COMMUTERS
Any DoD or Active Duty individual who commutes using public transportation is eligible to participate in the Transportation Incentive Program (TIP) where they can receive up to $100 a month from the Department of Transportation (DOT) to reduce or eliminate the cost of their daily commute.
This program is valid for:

· Worker Driver busses

· Seattle Ferry

· Kitsap Transit bus service

· Vanpools

To sign up for the TIP program, customers must contact their command representative
	Washington (State)
	City
	 Phone #

	Naval Hospital - Bremerton
	Bremerton
	WA
	(360) 475-4145

	Naval Station Bremerton
	Bremerton
	WA
	(360) 627-4053

	Naval Surface Warfare Center Detachment Bremerton
	Bremerton
	WA
	(360) 476-2493

	Puget Sound Naval Shipyard
	Bremerton
	WA
	(360) 476-0659

	Naval Station Everett
	Everett
	WA
	(425) 304-3399

	Naval Undersea Warfare Center Keyport
	Keyport
	WA
	(360) 396-2997

	Naval Air Station Whidbey Island
	Oak Harbor
	WA
	(360) 257-9950

	Engineering Field Activity Northwest
	Poulsbo
	WA
	(360) 396-0940

	SUPSHIP Puget Sound
	Puget Sound
	WA
	(360) 476-4171

	Military Entrance Processing Station (MEPS) - Seattle
	Seattle
	WA
	(206) 766-6400x7545

	Navy Recruiting District Seattle
	Seattle
	WA
	(800) 832-0258x741

	University of Washington NROTC
	Seattle
	WA
	(204) 543-0166

	Human Resources Service Center - Northwest (N69207)
	Silverdale
	WA
	(360) 315-8083

	Naval Submarine Base Bangor
	Silverdale
	WA
	(360) 396-5019


TIP PROGRAM INFORMATION AND DOCUMENTATION

	Executive Order 13150 mandates all federal agencies implement a transportation fringe benefit program that offers qualified Federal employees the option to exclude from taxable wages and compensation, employee commuting costs incurred through the use of mass transportation and van pools.
The Transportation Incentive Program (TIP) applies to Department of Navy (DON) employees (see eligibility requirements below) to help reduce their daily contribution to traffic congestion and air pollution, as well as expand their commuting alternatives.  DON members are eligible for reimbursement up to $100.00 per month (parking fees are not included) in specific pre-approved commuter mass transit transportation costs not to exceed actual expenses.  TIP is designed to pay for transit costs incurred by personnel in their local commute from residence to permanent duty station.  Participants must accurately claim an amount that reflects their usage rate—failure to do so will result in fraudulent certification on the application and is subject to criminal prosecution.  This program is a benefit, not an entitlement; thus, there is no retroactive reimbursement for the program back to its inception.   

HOW DOES TIP WORK? 

On behalf of the DON, the Department of Transportation (DOT) purchases and distributes prepaid “fare media” (transit passes, fare cards, or vouchers) to DON members/employees for authorized mass transit systems.  For those areas not recognized by DOT as having an authorized mass transit system, the DON administers a cash reimbursement procedure, whereby the DON Program Manager will approve the use of form SF-1164 (Claim for Reimbursement for Expenditures on Official Business) as an alternative method for reimbursement (discussed further below).

The Assistant Secretary to the Navy (Financial Management & Comptroller) (ASN (FM&C)) Office of Financial Operations (FMO), will serve as the DON Program Manager (PM) and provide general support for Installations/Commands with questions regarding policies/procedures, reimbursement procedures, and program objectives.  ASN (FM&C) FMO also responsible for collecting and screening applications.
The DOT serves as the Executive Agent (EA) for all Federal agencies, including DON.  As EA, DOT will handle all administrative aspects involved with the purchase and distribution of fare media.  Fare media varies based on the location and type of mass transportation used.  Fare media will be distributed on a quarterly basis—in which participants will receive three months worth of vouchers/passes at the beginning of each quarter—unless restricted by the local transit company, in which fare media will be distributed monthly.  Distribution will either occur on-site, where DOT representatives will physically distribute fare media to all local participants, or via overnight packages containing fare media, where a designated Installation/Command Point of Contact (POC) will assume distribution responsibilities.
WHAT ARE THE ELIGIBILITY REQUIREMENTS? 

Administration of TIP is divided into two Regions:
National Capital Region (NCR) and Outside the Capital Region (ONCR):

(1) NCR is defined as the District of Columbia; Montgomery, Prince George's, and Frederick Counties in Maryland; Arlington, Fairfax, Loudoun, and Prince William Counties in Virginia; and all cities now or hereafter existing in Maryland or Virginia within the geographic area bounded by the outer boundaries of the combined area of said counties.
(2) ONCR covers all DON facilities and installations and all DON employees located in 50 states (exclusive of the area included in the definition of the NCR) as well as the Commonwealth of Puerto Rico, the Virgin Islands, Guam, American Samoa, and the Commonwealth of the Northern Mariana Islands.

This web page caters to the guidelines and policies of the ONCR portion of the program. Any potential applicants located in the NCR should access [image: image1.png]


National Capital Region Transit Subsidy for further information.

Who Qualifies?
· All Navy and Marine Corps military members and federal DON civilian employees, including Non-appropriated Fund (NAF) employees.

· Part-time federal employees and interns.
· Reservists on active duty for more than 30 days are entitled to the same benefits, and are to apply for this benefit in the same manner as is applicable to members/employees in the same geographic area.
· Reservists who are performing active duty for 30 days or less are eligible under the SF 1164 reimbursement method.
· Reservists who are on weekend drilling/training are considered to be on inactive duty and are therefore not eligible to receive this benefit.
· Contractors, retirees, and/or military dependents are not eligible for this benefit.
· ROTC students are not eligible for this benefit unless enlisted in a military branch and considered “Active Duty.”
· Overseas members/employees outside the ONCR coverage areas are not eligible.
Which Methods of Transportation Can Be Reimbursed?
The following recognized mass transportation systems qualify for the benefit:

· Commuter Bus
· Commuter Train
· Subway/Light Rail
· Van Pool
· Ferry (foot passengers only)
· Ferries are not approved as a means of shuttling Personally Owned Vehicles (POVs) from one point to another where the completion of the journey to an individual’s duty station is completed in the POV 

Carpools, POV’s, motorcycles, bicyclists, airplanes, and/or walkers, solely utilizing any of these methods, do not qualify for the benefit.

HOW TO PARTICIPATE 
Your installation/command may already be participating in TIP.  Please refer to the POC list linked below to determine if there is a POC.

Responsibilities of the Command/Installation: 
Each participating command/installation is responsible for:
(1) Designating a Point of Contact (POC) for the program;
(2) Informing all military members/civilian employees the benefit is available; and 
(3) Adding TIP to their check-in/check-out procedures.
For POC information, please contact your command or the TIP Program Manager at M_WNYD_TIP@navy.mil 

Responsibilities of the POC: 
The command/installation POC has the following duties and responsibilities:

· Corresponding with the Program Coordinator and DOT Representative
· Downloading “Welcome Aboard!” (link to doc, pdf).  This document is designed to summarize the program by orienting potential applicants with program background, eligibility requirements, the reimbursement process, and important policies
· Disseminating information about the program
· Instructing employees where to find the application, and how to fill it out
· Reviewing the application for completion and accuracy
· Forwarding the applications to ASN (FM&C) FMO
· Keeping participants informed of pertinent program information
· Distributing vouchers/fare once received from DOT
· Maintaining an internal tracking system/records of participants
· Maintaining guidelines provided from the DON Program Coordinator containing direction on procedural/policy issues.
Responsibilities of the Participants: 
All new participants must submit an application.  Each participant should find the appropriate application forms either from their local POC or from this website and then submit their completed application to their local POC.  The DON is currently operating under a monthly enrollment period for new applicants.  Any new applications or applicants requesting changes to their current information are due to FMO no later than the first Thursday of every month.  Local POC's usually establish a deadline prior to this date to gather, review, and send applications to FMO.  Make sure to confirm with your POC when their deadline is.

· You are required to submit an updated application when 1) the amount you are claiming changes 2) you transfer to another command 3) any personal information changes 4) your military status (Active/Reserve) changes.  Circle “Making a Change” or “Withdrawing” to update your information. 

Completing the Application 

The participant and the local POC should work together to ensure that all applications are filled out properly.

· The “Funding Information” boxes identify the appropriation/fund that finances an applicant’s salary.  For budget purposes, it is imperative the Unit Identification Code (UIC)/Reporting Unit Code (RUC) and Major Claimant (MC) are filled out correctly.  If the applicant and POC are unsure what the correct source of funding is, ask the Payroll/Timekeeper or Resource Management Comptroller office.
· Make sure a Monthly Mass Transit type and commuting cost is entered and the form is signed and dated.  The Monthly commuting cost on public transportation is determined by calculating the daily commute cost and multiplying it times 21 average workdays per month.  Parking fees cannot be included in the amount you claim for reimbursement.  Enter the calculated total onto the application form, even if the total exceeds the $100 maximum amount.  Van-pool applicants must fill out a supplemental application located below.  Van- pools participating in this program must adhere to Internal Revenue Code (IRC) 26 Section 132(f).  Questions concerning van-pool eligibility should be directed to the local command/installation POC or TIP Program Coordinator.  Procedures for filling out the SF1164 are located below.  Should you have any questions regarding these procedures, please contact your local command/installation POC or the TIP Program Coordinator. 

Applications/Forms: 

· Transportation Incentive Program Application, Revision 4 (DOC, 29k) Alternative (PDF, 20Kb) 

· Van pool Application (DOC, 29k) Alternative (PDF, 19Kb) 
· Standard Form 1164 Procedures (Claim for Reimbursement for Expenditures on Official Business) (PDF, 824k) 

· SF 1164 (blank form) (PDF, 333k) 
Reimbursement Process/Distribution of Fare Media 

The Transportation Incentive Program benefit is dispensed either through transportation vouchers/passes or a cash reimbursement process using Standard Form 1164 (SF 1164) in amounts that do not exceed actual commuting costs (this does not include parking fees).  Mass transportation vouchers will be used in accordance with metropolitan areas where they are available.  Where vouchers are not readily available, the DON will implement the SF1164 cash reimbursement arrangement mentioned above.
Fare media is distributed on a quarterly basis.  Once your application has gone through the necessary processing stages and has been approved, DOT will either send the fare media to your installation/command POC via overnight mail, who will make the necessary arrangements to distribute to you, or will physically come to your site and distribute on location.  Either way, your POC will provide you with the necessary instructions to obtain your fare media.
Important Policy Notes
· Prior to withdrawing from the program, you are required to return all unused fare media to your POC.
· If you used fare media after your effective departure date (due to termination, retirement, separation, etc.), the government must be reimbursed by Money Order made payable to the US Treasury and forwarded to the Office of Financial Operations for processing.
· Your command may require you to relinquish your parking pass while participating in this program.  Parking pass policies are determined locally.
· Making a false, fictitious or fraudulent certification on the application is subject to criminal prosecution, Civil Penalty Action, and agency disciplinary action up to and including dismissal.  Suspected misuse or abuse should be reported to the appropriate Commanding Officer (CO). 

Program Information 

· Executive Order 13150 (PDF, 130k)
· Deputy Secretary of Defense Memo (PDF, 117k) Text Only PDF Version, The Department of the Navy (DON), in compliance with Executive Order 13150 of 21 April 2000 and the Department of Defense (DOD) policy letter of 13 October 2000, implemented the Transportation Incentive Program (TIP) Outside the National Capital Region (ONCR) effective July 2001
· Internal Revenue Code Section 132(f) (PDF, 77k)
· Financial Process (PDF, 1,131k)
· [image: image2.png]


DC Connection Article - DEC 01 (PDF, 666k)
· OMB Circular No. a-11 "Personnel Benefits" (PDF, 47k)
· DON TIP Point of Contact List (XLS, 50kb) alternate format (PDF, 19kb) (updated 12/08/03)
Other Service TIP Contacts:

· U.S. Army personnel should contact their TIP representative for further information or visit the [image: image3.png]


Army Transportation Incentive Program.
· U.S. Air Force personnel should contact their TIP representative for further information visit [image: image4.png]


Air Force Transportation Incentive Program.
Click for an XML feed of a site summary/map 
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