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· Metrobus 
· City and County bus lines in the capitol region (ex. RideOn for Montgomery County, CUE for Fairfax City, etc) 
· Commuter buses (ex. Eyre Bus Service in Glenelg, MD) 
· Metrorail 
· MARC Train 
· VRE (Virginia Railway Express) 
· Vanpool service
 What specific Transit Subsidy benefits should be issued to me?
Please click here for more information
 Who is eligible for the Transit Subsidy program?
· A civilian, military, or NAF employee paid and employed by the DoD who is permanently stationed and working in the National Capital Region (NCR)
 Exceptions to the rule:
· Interns/students employed and paid directly by DoD (interns/students hired through contractual agreements are NOT eligible) 
· Eligible interns/students hired for the summer (they should write "summer hire" on the top of their applications) 
· Members of the Reserve Components who are performing active duty for more than 30 days are eligible 
 Who is NOT eligible for the Transit Subsidy program?
· Contractors 
· Personnel that are TDY to the NCR from another area 
· Personnel that are on detail to the NCR from an area outside the NCR 
· Inactive reserve personnel 
· Intergovernmental Personnel Act (IPA) employees (unless appointed by DoD) 
· Foreign exchange employees 
· Personnel who possess a parking permit
 How do I apply for Transit Subsidy funds?
1. Link to the application: http://www.whs.mil/dfd/PSD%20Services/Applying.cfm 
2. Once completed, submit the application electronically.  Please print a copy for your records, however submitting via email and/or fax is no longer acceptable. 
3. Incomplete applications will not be processed. It is the responsibility of the applicant and the supervisor to ensure that the application is filled out correctly and entirely. 
4. One of the blocks asks for your organization.  Military members should indicate their branch of service as their organization. 
5. When picking up Transit Subsidy vouchers for the first time, it is a good idea to bring your printed copy of the application as proof of submission.
How do I check on the status of my Transit Subsidy application? 
The best way to check on the status of your Transit Subsidy application is to email the WHS office at transitpass@whs.mil. The processing of your application may take 30 days in total as there are various checks and balances to ensure compliance with the program. However, if there are any necessary changes to your application, the group that receives this email should be aware of them within roughly 10 days. Finally, if you receive any questions regarding the status of your application (via phone, email, or fax) you must respond to the WHS group within a timely manner.  Applications cannot be fully processed until the outstanding questions have been addressed.  
How long will my Transit Subsidy funds/application remain active?
· Your Transit Subsidy funds/application will continue to remain active as long as you continue to pick up your funds during the distribution period. However, your records will be inactive if you miss two consecutive distribution periods.  Once this occurs you will need to reenroll through the standard application process.
 How do I pick up my Transit Subsidy benefits?
· There are several locations where you can pick up your Transit Subsidy benefits
·  First, you can wait for the next distribution date at NNMC.  Distribution is quarterly and attached is a link of the scheduled dates: http://www.whs.mil/dfd/PSD%20Services/Pick-UpInformation.cfm#Bethesda 
· Second, if you have enrolled mid-quarter and cannot wait for the next distribution at NNMC you can receive your benefits at one of the two locations listed below 
· Pentagon 
· Room 1F44B (across from Pentagon Tours), Monday-Friday 9:00AM-3:00PM                             Customer Service Line (703)614-0084
· Navy Yard Metro Shop (Green Line) 
· USDOT Headquarters Building Ground Floor- West Wing- New Jersey Avenue entrance                    1200 New Jersey Ave. SE Washington, DC 20590, Monday-Friday 8:30AM-4:00PM            
How do I withdraw from the Transit Subsidy program?
· You will need to access the same application that you completed to enroll in the program. However, you will only need to complete three steps:
   1. Check the box to withdraw  
   2. Fill in Last Name, First Name, and Middle Initial and add the last four digits of your social security number 
  3. Print the form and fax it to 703-614-4211
What do I do with the unused Transit Subsidy funds once I've withdrawn from the program?
   1. Place the unused vouchers in an envelope along with the DoD Returning Vouchers  Form (here is the link to access this form 
      (http://www.whs.mil/dfd/PSD%20Services/ReturningVouchersForm_000.htm). 
   2. On the outside of the envelope write your name, last 4 digits of your social security number, and the dollar amount of the vouchers you are returning
   3. The envelope can either be given to a DOT representative on the next  distribution day or mailed to the following address:
                              Washington Headquarters Service
                              1155 Defense Pentagon
                              Butler Building- 3rd Floor
                              Washington, DC 20301-1155
 
 Will changing organizations have any effect on my Transit Subsidy distribution?
· If you leave DoD you must withdraw from the program and return any unused Transit Subsidy (as described above)
· If you are changing organizations within DoD, complete the standard application by marking "making a change" at the top of the form. In addition, place your name, last 4 digits of your social security number, and the new organization information.  Obtain a signature from your new supervisor and fax the form to 703-614-4211
 Can I have someone else pick up my Transit Subsidy?
No.  Transit Subsidy can only be provided to the individual who submitted the application to WHS and DOD. 
 
 "Don'ts" associated with the Transit Subsidy program
· Do NOT give/sell your subsidy to anyone else 
· Do NOT overstate your subsidy 
· Do NOT maintain a parking permit 
· Do NOT attempt to have a third party pick up your subsidy for you
Why is NNMC still distributing Transit Subsidy while Metro has almost fully converted to SmartBenefits?
· The DoD is currently test piloting SmartBenefits in a few select agencies.  We anticipate transitioning over to SmartBenefits in '09.  Until that time, you will continue to receive your fringe benefit payment in the form of Transit Subsidy
 What if my Transit Subsidy vouchers are lost, stolen, or damaged?
· Transit Subsidy vouchers that are lost or stolen will not be replaced
            Do I have to turn in my parking permit in order to receive transit benefits?
Employees may not receive a parking pass and transit benefits at the same time.  HOWEVER...       
Your local parking office may grant exceptions on a daily basis. Mass transit participants may receive up to 2 days of parking per month if needed for the purpose of personal or work related reasons. You MUST coordinate with Pass and ID. Since you still have your DoD decals, you will be able to enter the facility and park in one of the staff parking lots: G, E, D, K, O, H, I, and along Stone Rd.
           How do I register my SmarTrip card?
Go to the following web page:  http://www.wmata.com/fares/smartrip/ and click on "Register your SmarTrip card online".  
What are the benefits of registering my SmarTrip card?
Registering your SmarTrip card is not a necessary step, but protects you against loss or damage of the card.  In the event that an issue arises, you can contact WMATA immediately and they will ensure reimbursement of those outstanding funds.  If your card is lost or stolen, you will need to purchase a new card for $5.00 and WMATA will then apply the remaining balance of your previous card to your new card.
Where can I purchase fare media such as SmarTrip cards and local bus passes?
SmarTrip cards may be purchased online by visiting:  http://www.wmata.com/fares/purchase/ or by visiting one of many locations throughout the region in person.  The list of locations may be found at:  http://www.wmata.com/fares/purchase/where.cfm  SmartTrip cards may be purchased from machines at Metro stations which have parking lots, the list of these stations is posted at this web site:  http://www.wmata.com/rail/parking/
Montgomery County RideOn has three TRiPS Store locations where customers may purchase SmarTrip cards and bus passes.  TRiPS Stores are located at:
8413 Ramsey Ave.            Silver Spring, MD  20910            Mon-Fri  7:00 AM - 5:00 PM                       (Near the Silver Spring Metro Station)
17 Wisconsin Circle           Chevy Chase, MD  20815           Mon-Fri  11:00 AM - 5:00 PM                     (Near the Friendship Heights Metro Station)
101 Monroe St.                Rockville, MD  20850                 Mon-Fri  8:00 AM - 5:00 PM                  (Montgomery County Municipal Bldg., 5th Floor - Near the Rockville Metro Station)
Phone number for all locations:  240-773-TRIPS (8747)
Additional locations for purchasing RideOn bus passes can be found at the following web page:   http://www.montgomerycountymd.gov/tcotmpl.asp?url=/content/dot/transit/commuter/page4.asp
 
Where can I find more information about carpools?                    
· Sites to pair up with other carpoolers 
· Commuter Connections:  http://www.mwcog.org/commuter2/commuter/ridesharing/register.html 
· Regional commuter solutions website that accounts for commuters as far north as NJ, as far west as WV, and as far south as VA 
· Once you have signed up on Commuter Connections they will contact you via email or postal mail when a potential carpool match has been found- whichever information you provide them
 What are the keys to success with a carpool program?
· Determine your route or schedule: Determine the pickup point in the morning and establish a designated place to leave in the evening 
· Develop a schedule for driving responsibly: A firm schedule in place, for weeks in advance, allows for everyone to plan their vehicle needs and schedule their time appropriately 
· Establish a method for reimbursing expenses: If the members of your carpool do not share the trip time equally, then determine the correct percentage of responsibility 
· Be punctual 
· Establish policies: Music/No music; smoking/no smoking 
· Carpooling services one purpose: Travel to and from work.  Carpooling should not be used to run errands or to make unscheduled stops along the way 
· Establish a chain of communication: If the driver, or driver for the day, is ill, then an alternate driver should be notified in order to not interrupt the carpooling experience for the following day 
· Drive carefully and keep the vehicle in good repair 
· Respect your fellow carpoolers wishes: Quiet time, etc.
What is the procedure for getting a carpooling authorization for parking?
     Go to the Pass and ID office to obtain authorization.
 
Where can I find more information about vanpools?
· 1. Link to WMATA, MetroChek approved, vanpools in MD, VA, WV, and DC: http://www.wmata.com/business/employer_fare_program/vanpools.cfm 
·   
· 2. Vanpool services can come in the form of two commuting opportunities: 
·        - First, you may choose to access the link above, contact an approved vanpool  
·         company, and schedule a regular pick-up/drop-off near NNMC 
·       - Second, you may choose to form your own vanpool and contact a company such 
·         as VPSI (703) 921-0601  
·   
·               Here's how the program works: 
·   
·                                - Contact VPSI or any other van lease provider who is approved    
·                            through WMATA and accepts MetroChek payment 
·   
·                          - In turn, you would lease a van from VPSI and develop your own   
·                            vanpool (you would recruit fellow employees within your geographic  
·                            area to join your vanpool team) 
·   
·                          - As the manager and driver of the vanpool, you would establish the 
·                            dates of payment of MetroCheks, basic courtesy rules for your 
·                            service and oversee the success of your vanpool program 
·   
· 3. How to sign up for vanpool services: 
·        - Commuter Connections: 
·             http://www.mwcog.org/commuter2/commuter/ridesharing/register.html 
·       - This is the Regional Commuter Solutions website that accounts for commuter as far 
·          north as New Jersey, as far west as West Virginia and as far south as Virginia. 
·       - Once you have signed up on Commuter Connections, they will contact you via 
·          email or postal mail when a potential carpool match has been found - based  
·          on whichever information you provide them. 
· 
What is the Guaranteed Ride Home program?
· The Guaranteed Ride Home program is a commuting solution for employees who may have an emergency arise during the work day (must leave work early or unexpected overtime) and either cannot find a way to make it home or cannot reach their home destination in a reasonable time frame because they participate in either ridesharing programs (carpooling, vanpooling), mass transit (bus, rail), bicycle or walk 
· Registered commuters can use this service 4 times annually from their official registration date
 How do I sign up for Guaranteed Ride Home?
· Either through https://tdm.commuterconnections.org/mwcog/ or call 1-800-745-RIDE
 What are the guidelines for the Guaranteed Ride Home program?
· A list of comprehensive guidelines is available using the following link: http://www.mwcog.org/commuter2/commuter/grh/guidelines.html 
· In general (not a comprehensive list of all the policies) the employee needs to know the following: 
· You must be registered in the Guaranteed Ride Home program in order to utilize the services 
· Commuters must be carpooling, vanpooling, taking mass transit, bicycling or walking at least 2 times per week on the day they utilize the Guaranteed Ride Home service 
· You are able to use the service only 4 times within one year of your annual registration date 
· You will likely be provided fare for taxi, car rental, or mass transit 
· Certain fees do apply.  If you are renting a vehicle you will be asked to pay for the gas tank to be filled and if you are taking a taxi you will be asked to compensate the driver for his tip
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