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POC Desk Guide 
Introduction

Thank you for taking the time to familiarize yourself with the DoD NCR Mass Transportation Subsidy Program POC Information Guide. This guide is intended to provide basic program information for program continuity. We ask that you direct any new POC to this guide should you retire, change jobs, or pass down your duties. In an effort to keep our information current, we also ask that you use the following contact information to notify us of any changes to your status as a POC.

Contact Information:

Mass Transportation Benefit Office

Pentagon – Room 1F144B

Metro Entrance Facility

Voice: (703) 614-0084
Fax: (703) 697-2144
Hours: 9:00am – 3:00pm, M-F

E-mail: Transitpass@whs.mil
Program/Policy POCS


Washington Headquarters Services (WHS) was established as a Department of Defense Field Activity on October 1, 1977 as part of a DoD headquarters streamlining initiative.  WHS is managing this program for NCR employees and is assisted by the Department of Transportation (DoT) in its implementation. WHS relies on partnership with the DoD Activities to advertise the program and validate participation.

As a Program/Policy POC, we need your assistance in implementing the following responsibilities.

1. Coordinate with WHS on policy and programmatic issues related to the subsidy benefit.

2. Disseminate within your organization pertinent policy & program information.

3. Report any waste, fraud & abuse within your organization to the Program Office.

4. Receive & validate your organizations’ monthly participation activity (for eligibility).

· Notify WHS & DoT of any changes to those reports

· Reference budget guidance memo dated Sep 2003

REVIEWING OFFICIAL RESPONSIBILITIES: 
As the MTBP application is now automated, you will receive email notifications when you have an application that is awaiting your approval.  If you are receiving applications in error, please contact the program office at transitpass@whs.mil.
1. Please verify that each applicant is a member or employee of your service.  

2. Once you have verified employment, please approve by clicking the “I confirm box”.  If the applicant does not belong to your organization, please return the application and give your reason for doing so.   You may also return an application for any participant if you feel any information that is portrayed on the application is in need of correction.  

3. Please audit at least 10% of all incoming applications, checking commuting expense, modes of transportation, duty station, place of residence, supervisor information etc.

4. If you have applicants who do not have a CAC, or access to a CAC enabled system and will not have access in the foreseeable future, please scan the applications to     MTBPapplications@whs.mil and at that point, a member of the MTBP team will enter in the application manually and you will receive it electronically for your review and approval.
Applications must be approved within 2 weeks of receipt of initial email. Reminder emails will be sent after 12 days if an application has not yet been approved or returned. 
RO User Guide is available for your convenience.

http://www.whs.mil/DFD/PSD%20Services/Web-basedapplication.cfm
Distribution POC Responsibilities

Thank you for being a DoD NCR Mass Transit point-of-contact for your agency. 
Provided below is a list of helpful information and guidelines regarding your duties. 

1.  Please know schedule for your location. Schedules, dates, and times can be found at the following website:
http://www.whs.mil/DFD/PSD%20Services/Pick-UpInformation.cfm
2.  Coordinate logistical set up for agents to distribute.

· Table, chairs, power and safe backdrop (to protect fare media).

3.  You may be occasionally needed to distribute information at distribution.

4.  You may be asked to participate in determining distribution requirements for your location. WHS & DoT annually review distribution participation by location. If numbers warrant, we may contact you to suggest changes to your location dates and/or times.

5.  Notify WHS & DoT of any changes to pertinent information for your location.

Contact Information for Program Management 

Department of Defense
· Alexis Olmsted/ Carey Echerd
DoD Program Managers: Management Support Division

Pentagon – 3B139A

(703) 693-3768


E-mail: Alexis.Olmsted@whs.mil

             Carey.Echerd.ctr@whs.mil


· Lynnetta Austin
DoD/WHS Budget Program Manager

(703) 601-6122
E-mail: Lynnetta.Austin@whs.mil

Department of Transportation
· Ja-Mel Wylie/ Tanjim Bari
DoT Program Managers
(202) 366-7022  (202)-366-2329
 E-mail: Ja-mel.Wylie@dot.gov
             Tanjim.bari@dot.gov


 Pentagon Distribution Office   

· Mass Transit Benefit Office

Pentagon – Room 1F144B

Metro Entrance Facility

Voice: (703) 614-0084

Fax: (703) 697-2144
Hours: 9:00am – 3:00pm, M-F

E-mail: transitpass@whs.mil
Policy

1.  Executive Order 13150: Effective October 1, 2000, Executive Order 13150 "Federal Workforce Transportation in the NCR" allows qualified employees to participate in a transportation fringe benefit program. 

· http://www.whs.mil/DFD/Info/ExecutiveOrder13150.cfm
2.  Statute & 5USCA Section 7905: E.O. 13150 was codified by 5USCA 7905.

· 
[image: image1.wmf]"Mass Transit 

Subsidy Statute 5 USCA S 7905 Jan 2006.pdf"


3.  DoD Guidance: DoD provided policy in October 2008
· http://www.dtic.mil/whs/directives/corres/pdf/100027p.pdf  
 
4.  Budget Guidance: WHS provided budget guidance on funding/billing for the program as indicated below.

· 
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· 
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Transit Budget Guidance Clarification August 2003.pdf"


5.  Enrollment/Withdrawal: WHS provided guidance that components will provide ongoing enrollment/disenrollment information to their employees. 

· 
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Transit Enrollment_Disenrollment Responsibility_August 2000.pdf"


6.  Parking Guidance: WHS provided guidance on parking as indicated below
· 
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policy_updated Feb2006.doc"


7.   Third Party Pick-ups:    Generally third party pick-ups are not permitted.  Exceptions will be considered for cases of medical hardship, disability, or on a case-by-case basis. http://www.whs.mil/DFD/PSD%20Services/FAQs.cfm#eleven 

Program Procedures

1.  Website:  For information on the DoD NCR Transit Subsidy Program, please direct all employees to the following website.

· http://www.whs.mil/DFD/Info/NCRTransitSubsidy.cfm 
2.  Qualifying:  Employees must check the qualifying section before submitting an application.

· http://www.whs.mil/DFD/PSD%20Services/Qualifying.cfm 
3.  Program Application:  If eligible, please apply by clicking the below link.

· http://www.whs.mil/DFD/PSD%20Services/Web-basedapplication.cfm
If an individual does not have a CAC or a CAC enabled system, please download and 
print the following application.  
· http://www.whs.mil/DFD/PSD%20Services/documents/dd2845-October2007_001.pdf
4.  Distribution:  Main distribution is held quarterly, however, we have ongoing daily distribution for employees who enroll mid-quarter.

· http://www.whs.mil/DFD/PSD%20Services/Pick-UpInformation.cfm 
5.  Withdrawing:  Employees must withdraw if they leave DoD or retire. Similarly, if an employee switches organizations within DoD, he/she must notify us by completing the DD2845 & indicate “making a change” on the application and specify new ORG code. Agencies are responsible for notifying their employees to withdraw (i.e. agency checkout sheet).

· http://www.whs.mil/DFD/PSD%20Services/Withdrawing.cfm 
6.  FAQ’s:

· http://www.whs.mil/DFD/PSD%20Services/FAQs.cfm 
Program Do’s & Don’ts


The following, while not all inclusive, provides some basic do’s and don’ts for the program.

Don’ts

· Don’t give/sell subsidy to anyone else.

· Don’t overstate use of subsidy.

· Don’t have Federal Subsidized Parking permit in addition to the transit subsidy.

· Don’t attempt to have a third party pick up your transit benefit. 

· Exceptions will be considered in unusual circumstances, such as personal injury or hardship, on a case-by-case basis.

Do’s

· Do use the program website for most current information

· Do return your parking permit if your agency subsidizes your parking. You cannot receive both a parking pass and transit benefit at the same time.

· Do check your application status.

· https://mtbp.whs.mil/Application/ApplicantEnrollmentStatus.aspx  
· Do fill out the following application if making a change within DoD.

· Electronically 

· http://www.whs.mil/DFD/PSD%20Services/Web-basedapplication.cfm
· Choose making a change and proceed from there.

· Paper form: If you do not have access to a CAC, or CAC enabled system and will not have access in the near future

· http://www.whs.mil/DFD/PSD%20Services/documents/dd2845-October2007_001.pdf
· Mark "making a change" at the top of the form.  Indicate your name, last four of your SSN and your new organization information.  Sign and fax it to the number at the top of the form.
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TRANSPORTATION FRINGE BENEFIT ENROLLMENT GUIDELINES 


PERTAINING TO DOD PARKING PERMITS


As a general rule, employees with subsidized parking must relinquish their parking permits before or upon receipt of the subsidy.  Listed below are the procedures on how and what parking permits will be relinquished upon receiving the benefit.   Also stated are exceptions that will be granted upon appropriate approval.  All enrollees must comply with these procedures to obtain the benefit.


· Individuals possessing an assigned Pentagon Reservation parking permit (to include FOB#2 and 400 Army-Navy Drive) must relinquish the permit to their appropriate parking control office or the Department of Transportation (DoT) representative upon receiving the benefit.  Principal members of a car pool must also turn in their car pool permit upon receiving the benefit to the Parking Management Office. The other members in the car pool must apply for a new parking permit. Qualified vanpool drivers may keep their parking permit.  All parking permits collected by DoT will be returned to the Parking Management Office located on the Concourse, Room 2E165 and distribute to the appropriate parking office.  Failure to turn in the assigned parking permit will result in the individual not receiving the transportation fringe benefit. 


· Except for qualified vanpools, individual participating as a member in a reserved van/car pool must officially remove their name from the van/car pool to enroll in the program.  Van/car pools losing a member due to the initial enrollment will have until October 15, 2000 to replace the member or downgrade their permit to a smaller car pool, if appropriate.  After the initial enrollment, van/car pools losing a member will have 10 workdays to replace the member or downgrade their permit to a smaller car pool, if appropriate.  Failure to comply will result in cancellation of the parking permit and six-month revocation of parking privileges.


· DOD employees working in leased buildings throughout the NCR are also included in this policy if any of the following applies

· If you receive subsidized parking from your agency.


· If you receive a capped rate tied to the lease even though you pay for your parking. 

· If your parking is provided in any way by the Government.  Either by WHS,  your agency, or allocated to the Government in  terms of the number of square feet that are occupied by the lease.

· Individuals enrolled in the fringe benefit program that may occasionally have to drive to work due to a doctor’s appointment, temporarily disabled, etc., may request a temporary parking permit.  The requesting individual must provide appropriate documentation of justification to their appropriate parking control office or to the Parking Management Office.  


· Individuals that may be required to work on agency’s assigned special projects, attend training classes, occasionally assigned to work unusual and/or shift work hours, or other agency exceptions may request temporary parking permits.  The office requiring this exception may provide a letter of justification through their appropriate parking control office to the Parking Management Office.  



_1207725273.pdf





