Guidance on Reimbursement for Mass Transit

1. Effective 1 July Air Force military members and civilian employees are entitled to a subsidy for mass transit expenses.  The procedures outlined below are for military and appropriated fund employees only. Non appropriated employees are equally entitled to a subsidy but it must be paid from the same fund as their regular compensation. Arrangements similar to those using the SF 1164 below must be established by local NAF officials.

2.
There are two ways the subsidy will be provided: 
   A. Transportation voucher/pass. 


(1) Military members and employees who want to participate in the mass transit program will submit application forms (available at www.saffm.hq.af.mil/affsc ) to the POC appointed by the  installation commander. The POC will fax the application to DoT (Transerve). Transerve will determine if it can obtain transit passes at that location based on availability of mass transit and number of participants


(2) If DoT can procure transit passes, it will do so and work through the local Point of Contact (POC) to arrange for distribution to participating employees.  POCs and alternates must be identified at each location to manage the mass transportation program.  

      (3) This method requires no installation funding action.   SAF/FM is responsible for direct funding of vouchers/passes.


B. Cash Reimbursement.

(1) If DoT determines that it cannot obtain transit passes the installation POC may approve use of the SF Form 1164, "Claim for Reimbursement for Expenditures on Official Business,".  The following information applies:

a. Participant must have submitted an application form to DoT before he/she is eligible to file the SF-1164. 

b. Participants will continue to pay for their transportation costs up front, just as they have in the past.  At the end of each quarter, they will request reimbursement for qualified transportation (metro, light rail, buses, or qualified vanpools).  If vanpools are used, they must meet the criteria established by the Internal Revenue code.  The vehicle used for the transportation must be a highway vehicle with a capacity of at least 6 adults, excluding the driver.  The vehicle may be owned and operated either by public transit authorities or by a person in the business of transporting persons for compensation or hire.  No reimbursement will be given for transportation that does not meet these criteria. A supplemental application for vanpools should also be completed

c. Once three months of fares have been purchased, the participant can complete the SF-1164.  The SF-1164 will be filed at the end of the quarter and will be processed through the mass transit POC to the Financial Services Office for payment.  

d. SF 1164 instructions: Complete information in Blocks 1, 4(a), (b), (c), and (d), 6, and 7.  Block 6 must state that the employee is seeking reimbursement under the Mass Transportation Fringe Benefit Program.  The form must include the method of transportation, the period for which the employee is seeking reimbursement, and the amount of the reimbursement.

e. Under Block 6, Expenditures, include Code C for “Other Expenses”.  

f. Annotate the months being claimed for the transit subsidy and the total amount claimed for tickets/passes.  The amount claimed should be the actual amount spent up to $65.00 per month ($195.00 quarterly).  NOTE:  $65.00 per month will be allowed through December 31, 2001.  Effective January 1, 2002, the allowable amount per month increases to $100.00.

g. Attach applicable receipts/supporting documentation to justify claim: A used transit pass and/or receipt with the following statement on the SF-1164:  “I certify that I purchased this transportation, and I used it during the month solely for the purpose of commuting to and from work.”


h. If no receipt or transit pass is available, the SF-1164 must contain the following statement:  “I certify that I am purchasing this transportation without a valid receipt, and reimbursement will be used solely for the purpose of commuting to and from work.”

i. Participant must sign and date the SF-1164 in Block 10 and send to the Mass Transportation POC for approval.  The POC signs in Block 8 to document that the employee is a valid participant in the program and forwards to the Financial Services Office for funding and payment.

