Mass Transportation Fringe Benefit Program

Outside the National Capital Region

Implementing Guidance for Use of SF-1164
Procedures for FY 2001
1.  Purpose.  The purpose of this document is to provide implementing guidance for use of the SF-1164, Claim for Reimbursement for Expenditures on Official Business, for the transit subsidy program for outside the National Capital Region (NCR).

2.  References. All references are at the Headquarters, Department of the Army (HQDA), Assistant Secretary of the Army (Financial Management and Comptroller) [ASA(FM&C] homepage, www.asafm.army.mil.  

a. Deputy Secretary of Defense Memorandum, dated 13 October 2000, Subject:  Department of Defense Transportation Incentive Program.

b. U.S. Department of Defense, Department of the Army, Mass Transportation Benefit Program Application Form.

c. Mass Transportation Fringe Benefit Program Installation Points of Contact Responsibilities (Revised March 20, 2001).

d. Title 26, Section 132(f)5 and Section 162.

3.  Enclosures.

a. Instructions for Completing SF-1164, Claim for Reimbursement for Expenditures on Official Business, and Sample Format.

b. Excel Spreadsheet Form for Installations to Report Transit Subsidy Costs for Employees Filings SF-1164s.

c. Excel Spreadsheet Format for MACOMs to Report Transit Subsidy Costs for Employees Filing SF-1164s.

4.  Policy.  The OSD guidance on the mass transit program outside the NCR is at reference a.  For locations outside the NCR, participants will either be serviced by the Department of Transportation (DoT) and use the transit passes purchased for them by DoT; or, in those locations where DoT cannot purchase passes, participants will obtain reimbursement by filing the SF-1164 on a quarterly basis.   

a.  Transit Passes.

· Employees outside the NCR who want to participate in the mass transit program will submit application forms (reference b) to DoT.  DoT will determine if it can obtain transit passes at the various locations.

· 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.  

· POCs are responsible for performing the duties shown at reference c.    

· DoT will provide accounting/billing information to ASA(FM&C), Resource Analysis and Business Practices, (SAFM-RB) on a quarterly basis.

· POCs outside the NCR must validate and certify that the participants and applicable information for their locations are correct, prior to SAFM-RB forwarding bills for payment.  The bills will be sent via e-mail to the Mass Transit POCs for certification.

· Operating Agency 22 (OA22) will centrally pay the DoT bill via the Online Payment and Collection (OPAC) system.  OA22 will use a “carrier account”, the Operation and Maintenance, Army (OMA) appropriation, to pay the DoT bills.

· At the beginning of the 4th quarter of the fiscal year, SAFM-RB, in conjunction with OA22, will determine the actual amounts billed, broken out by appropriation, through the end of the 3rd quarter and will make an estimate for the 4th quarter.

· SAFM-RB, in conjunction with OA22, will request funding from appropriation sponsors in the amounts identified to reimburse the “carrier account” and charge the appropriation from which participants are paid.  

b.  Cash Reimbursement.

· If DoT determines that it cannot obtain transit passes for certain locations, the POCs at those locations will be notified by DoT and/or ASA(FM&C), SAFM-RB, and those locations will be given approval to use the SF-1164. 

· 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 (reference d).  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.

· The participants will submit a Standard Form 1164, Claim for Reimbursement for Expenditures on Official Business, to their local activity for reimbursement.  Enclosure a provides instructions for completing the SF-1164 and a sample format.  Participants will include copies of tickets, receipts, and any backup documentation and provide statement and certifying signature that the expenditures are valid.

· The local activity will use its mission funds to reimburse participants.   [Headquarters, Department of the Army will subsequently reimburse installations via their Major Commands (MACOMs) for transit subsidy costs incurred.  Tenant activities on Army installations that belong to other Services and Defense or Federal agencies will use their own funds.] 

· The MDEP to be used for Mass Transportation costs is VMTS; Elements of Resource (EORs)  are as follows:  Military personnel – 1220; Civilian full-time personnel – 12JB.

· At the beginning of the 4th quarter of the fiscal year, each location POC will submit a request to its MACOM for reimbursement based on actual expenditures through the 3rd quarter and an estimate for the 4th quarter.  The format to be used is the Excel spreadsheet format at Enclosure b.  The request, which will identify participants, employee status (military/civilian), and dollar amount by appropriation, will be completed by installation POCs, in concert with the Director of Resource Management, and submitted through MACOM channels.

· MACOMs will consolidate installation input into the Excel spreadsheet format at Enclosure c and submit their consolidated requests for funding for the transit subsidy to HQDA, OASA(FM&C), SAFM-RB. 

· SAFM-RB will review the request for reimbursement prior to forwarding to the Army Budget Office for payment.

· The Army Budget Office (SAFM-BUC-E), in conjunction with SAFM-RB, will request funding from appropriation sponsors in the amounts identified to reimburse the mission accounts identified by the MACOMs.

· SAFM-BUC-E, via the Program, Budget, and Accounting System (PBAS), will issue Funding Authorizations Documents (FADs) to MACOMs.

5.  Effective Date. This policy is effective beginning April 1, 2001.

6.  Points of Contact.

a. ASA(FM&C), Resource Analysis and Business Practices,          , (703) 614-6186/DSN 224-6186;               , (703) 693-6562/DSN 223-6562.

b. Resource Services-Washington/OA22,           , (703) 695-1166/

DSN 225-1166.

c. ASA(FM&C), Army Budget Office,             , (703) 695-8142/

DSN 225-8142.
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