Mass Transportation Fringe Benefit Program

Instructions for Completing SF-1164

Claim for Reimbursement for Expenditures on Official Business

If Department of Transportation (DoT) cannot purchase transit vouchers/passes for certain locations, the SF-1164 will be used.  Effective April 1, 2001, eligible participants in the Mass Transportation Fringe Benefit Program will be able to claim their transit subsidy expenses on the SF-1164.  The following information applies:

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

· Participant will purchase tickets/passes upfront with his/her own funds.  Retain and maintain receipts and/or cancelled checks to document payment.

· Once three months of tickets 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 normal command channels.  

· 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.

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

· 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.

· 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.”


· 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.”

· Participant must sign and date the SF-1164 in Block 10.

· The form will go 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.

· The Mass Transportation POC will send a report to the Resource Management Directorate with the following data:  Name of participant, social security number, and dollar amounts to be certified for each employee. 

· The participant submits the SF-1164 to the Resource Management Directorate NLT the fifteen day of the last month of the quarter.  The authorized certifying official must sign in Block 9.  The installation’s mission funds will be cited in the Accounting Classification Block, using MDEP “VMTS” and Elements of Resource (EORs) as follows:  Military personnel – 1220; Civilian full-time personnel – 12JB.

· Based on the report and the SF-1164s received, the Resource Management Directorate will certify the report forwarded by the Mass Transportation POC.  The following statement will be included:  “I certify that the attached SF-1164s are correct and proper for payment.”  The certifying officer must sign and date under this certification statement.  In case the signature is not legible, the typed or handwritten name of the certifying officer is requested in addition to the signature.  

· The SF-1164s are then forwarded to DFAS for processing.

· Participants will be reimbursed through Electronic Funds Transfer (EFT) and payment will be directly deposited into the designated account.  Payment should be received within two weeks after DFAS receives the SF-1164.  [Note:  Employees must submit FMS Form 2231 (Direct Deposit) with their initial SF-1164.  This form is required to process Federal employee payments and designate the appropriate account.] 
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