How to Set-Up a Commuter Benefits Program
A Guide for San Francisco Employers
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THE SAN FRANCISCO COMMUTER BENEFITS ORDINANCE

Effective January 19, 2009, the San Francisco Commuter Benefits Ordinance requires businesses with locations in San
Francisco and 20 or more employees nationwide to offer commuter benefits to their employees.

This guide assists local employers, from small businesses to large corporations, implement a commuter benefits program for

employees. The steps laid out in this guide help to develop a program that best fits with a company’s values, budget and
employee preference.

This guide is assembled by the San Francisco Department of the Environment’'s Commute Smart Program as part of an
effort to encourage walking, biking, taking transit and ridesharing to and home from work. For more information on
Commute Smart programs and services, call (415) 355-3727 or email CommuteSmart@sfgov.org.
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Background

What are Commuter Benefits?

Commuter Benefits are federally approved employer-provided incentives for employees to reduce their monthly
commuting expenses for transit, vanpool, biking and parking (IRS code 132(f)).! Companies can offer employees a:

Pre-tax employee-paid payroll deduction,
Tax-free employer-paid subsidy,
Employer-provided shuttle service, or
Combination of the above

What are the Advantages?

¢ Tax advantages

o Employees can commute by transit, rideshare or bike at a lower cost than if they paid the cost out of pocket.
If employees drive less, other benefits include reduced stress and lower auto maintenance expenses
o Organizations realize savings through reductions in FICA, Medicare, Federal Income and State Income taxes

¢ Healthier and more productive employees

o Employees who bike or walk to work are healthier, reducing health insurance claims and sick leave

o Commuter benefits have proven to be a cost-effective tool for increasing job satisfaction and helping recruit
and retain talent

o Employees who walk, bike, take transit or rideshare often arrive at work relaxed, less stressed from traffic
congestion and ready to be productive, boosting morale and enhancing the work environment

e An organization that provides commuter benéefits is recognized as a good community leader and neighbor

o The award for the Best Workplaces for Commuters is given to organizations that offer commuter programs
and meet the National Standard of Excellence criteria. Join other San Francisco Bay Area employers in
attaining this mark of excellence in environmental leadership

o The US Green Building Council (USGBC) provides Leadership in Energy and Environmental Design (LEED)
credits for implemented alternate transportation efforts

o By encouraging commuting by a variety of fransportation options, commuter benefits help reduce traffic
congestion and improve air quality, making our cities and regions better places to live

1 To see the full federal regulations, please visit the IRS' Employer's Tax Guide to Fringe Benefits (Publication 15-B).

Updated 3/15/2012 1



http://www.bestworkplaces.org/about1/
http://www.usgbc.org/
http://www.irs.gov/publications/p15b/index.html

e Save on parking needs

o As more employees use a variety of fransportation modes, less parking is needed. Organizations can reinvest
the savings back into the company

Thousands of employers in San Francisco and across the country already offer commuter benefits to their employees. This
guide assists you in becoming one of these benefit-savvy employers.

What is the San Francisco Commuter Benefits Ordinance?

Effective January 19, 2009, the San Francisco Commuter Benefits Ordinance requires businesses with locations in San
Francisco and 20 or more employees nationwide to offer a Commuter Benefit to their employees. To comply, employers
may offer their employees a pre-tax employee-paid benefit, an employer-paid transportation benefit, an employer-
provided shuttle service or a combination of these options.

Employers are required to submit an annual Compliance Form to the Commute Smart program at the San Francisco
Department of Environment by April 30t of each year. Non-compliance will result in a fine: $100 for a first violation, $200 for
a second violation within the same year, $500 for each additional violation within the same year.

Please visit CommuterBenefits.org to submit your annual Compliance Form or to learn more about the non-compliance
enforcement process.

How Can My Organization Comply with the Ordinance?

The San Francisco Commuter Benefits Ordinance specifies three primary benefit options:
1) Pre-Tax Employee-Paid Benefit
2) Employer-Paid Subsidy
3) Employer-Provided Shuttle Service

1. Pre-Tax Employee-Paid Benefit:
Through their paycheck, employees have the option to set aside pre-tax funds each month to pay for their transit, vanpool

and parking expenses. By doing so, faxable income is reduced, translating into travel savings for employees of up to 40%.
As a result, business payroll faxes decrease, from saving up to 9% for each employee participating in the benefit.
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A savings calculator helps to illustrate the FICA savings a business could generally experience through commuter benefits.
The more employees that participate, the greater the savings to the employer. See Figure 1 for an illustration of employer

savings based on employee deductions of $115/month.

Please note that effective January 1, 2012, the IRS pre-
tax limit is $125/month for transit and vanpool
expenses and $240/month for parking expenses,
including parking at or near public transportation.?

2. Employer-Paid Subsidy

Figure 1: Employer payroll savings based on number of employees participating
in the commuter benefits program

Employers Savings by # of Employees*

Employees Deductions per Deductions per Payroll Savings
Month Year per Year
1 $115.00 $1,380.00 $105.57
5 $575.00 $6,900.00 $527.85
20 $2,300.00 $27,600.00 $2,111.40
50 $5,750.00 $69,000.00 $4,590.00

* Based on: employee deductions of $115/month; tax rates of 7.65% FICA &
Medicare, 28% Federal Income Tax, 6% State Income Tax. Actual tax savings
depend on individual and employer’s tax rates.

Through this option, a business can subsidize employee transit, vanpool or bicycle commuting costs. As with the Employee-
Paid Benefit, businesses do not pay payroll taxes and employees do not pay income taxes on the benefit amount. This
benefit is a cost-effective option as compared to a pay raise of the equivalent dollar value (See Figure 2).

Figure 2: Comparison of taxable salary increase to employer-paid tax-free commuter benefit of $100

corporate income
tax deduction
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Source: Transportation Research Board. “Strategies for Increasing the Effectiveness of Commuter Benefits Programs.” Transit Cooperative Research Program
Report 87. http://onlinepubs.trb.org/onlinepubs/tcrp/tcrp_rpt_87.pdf (accessed March 2012).

2See page 13 of the full text on the 2012 IRS limits.
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A transit or vanpool subsidy, unless offered in combination with the Pre-Tax Employee-Paid Benefit, must be of equivalent
value to the San Francisco Muni Fast Pass ‘A’ (currently $72/month). Bicycle commuters may be offered a subsidy up to
$20/month to cover bicycle maintenance and repairs, provided that they do not receive a transit benefit.

Employers may decide on a subsidy of a lesser value if offered in tandem with pre-tax deductions. For example:

e Employer provides a $40/month subsidy, and sets up a pre-tax deduction program for employees

e In addifion to receiving the $40 subsidy, employee chooses to have $50/month deducted pre-tax from their
paycheck

e Employee receives a total benefit of $90/month to use fowards their transit or vanpool expenses

3. Employer-Provided Shuttle Service
Employers may provide a shuttle service using a bus or van between employee residential areas or transit stations and

place of business. This may be a good option for employers with a large number of employees who are concentrated in a
few geographic areas.
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Getting Started

1) Meet with Relevant Staff Within Your Organization

Deciding which type of commuter benefits program to offer is a process that must involve upper management. Begin by
checking in with the relevant parties so that you are aware of the available budget and staff time and how this benefit will
fit within company culture.

Human Resources and payroll staff will also play a role in the program. Engage all relevant staff persons in conversations
about the commuter benefits program as you begin to implement your program and moving forward.

Staff Involved in developing and implementing a Commuter Benefits Program:

If your business is located in the Downtown, Financial or Mission Bay areas of San Francisco, consider contacting your
fransportation management association (TMA) to determine the services available to assist with implementing a commuter
benefits program:

e Transportation Management Association of San Francisco: a non-profit organization committed to maximizing
access and mobility to, from and within San Francisco. TMASF is comprised of more than 55 of San Francisco’s office
buildings in the downtown and financial districts that provide their tenants with transportation choices and support.

e Mission Bay Transportation Management Association: a non-profit organization committed to maximizing access and
mobility to, from, and within the Mission Bay development area.

2) Conduct a Transportation Survey

To determine how many employees will participate and what their current commute looks like send a quick survey to your
employees. A sample survey is included at the end of this guide.

Number of Employees Who Will Participate:

Transit Agencies Used by Employees:
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3) Decide Which Type of Benefit to Offer

To make decisions about your program you will need to coordinate with other departments within your organization,
including payroll, human resources and upper management.

Work with these parties to review the information gathered from the transportation survey (Step 2), and choose which type
of benefit your organization would like to offer. Factors that will affect the decision include: budget, employee
transportation preferences, number of intferested employees, etc.

The following benefits may be offered individually or in combination:
e Pre-Tax Employee-Paid
e Employer-Paid Subsidy
o Employer-Provided Shuttle Service

\ My Organization Will Offer Employees:

If you would like to offer a Pre-Tax Employee Paid Benefit, an Employer-Paid Subsidy, or a combination continue to Step 4.
If you are interested in setting up an Employer-Provided Shuttle program, continue to the Step-by-Step Guide.

4) Administering the Benefit

Depending on your organization’s size, budget, location, and staff resources you may choose to administer your own
Commuter Benefits program or contract with a vendor. Consider the results from your transportation survey and the tasks
involved in administration (see Figure 3), and then choose which option is best for you.

Note that Figure 3 provides recommendations only; specifics may vary depending on your organization’s needs.
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Figure 3. Employer versus Vendor Administration of a Commuter Benefit Program

Employer Administration

Vendor Administration

Tasks / Roles

Employer:

- Takes employee orders

- Makes payroll deductions*

- Provides orders to vendor

- Distributes benefit

- Answers employee questions about benefit
Vendor:

- Purchases benefit for employees

Employer:

- Makes payroll deductions*

- Coordinates with vendor

Vendor:

- Takes employee orders

- Purchases benefit for employees

- Distributes benefit

- Answers employee questions about benefit

Pros - Minimal vendor fees ($0-$5 per participant) - Minimal staff time for administration
- Requires more staff time to coordinate - Slightly higher vendor fees .
Cons - May require minimum number of partficipants,

administration

depending on vendor

Which employers
is this best for?

- Between 1 and 75 employees participating
- Some fime available for program management

* Does not apply to Employer-Paid Subsidy Programs

- 75+ employees participating OR any size business
with minimal management time available

- Employers already using a vendor for
administration of other benefits (e.g. medical
benefits)

If your organization has fewer than 20 total employees, consider contacting the Commute Smart team to learn how a
commuter benefits program can be tailored for small employers.

5) Talk to Vendors

A list of vendors is included in the Vendor Directory. Please contact the vendors for pricing information that is specific to
your organization’s needs.

Possible questions for vendors include:
1. Whatis the cost per participant?
2. In what form does the benefit come? Vouchers, Clipper Cards, debit cards, efc?
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3. When does the vendor need the money? (This will determine which paycheck(s) deductions are taken from)
4. What information does the vendor need each monthe When do they need it by2 What format should it be in2
5. Will the vendor distribute the benefit or do you need to do this?

6) Coordinate Within Your Organization
Work with upper management and payroll to decide on your program administration process.

Possible questions for upper management include:

1. Does your organization want to administer the benefit or do they want to share the administration with a vendor?
In making this decision, remember to compare the time that employer administration will take a staff person
each month versus the cost of shared administration.

2. If upper management decides on employer administration, who will be the appointed staff person to administer
the benefite

3. If upper management decides on shared or vendor administration, who will be the appointed staff person to
coordinate with the vendor?

Possible questions for payroll include:
1. How many pay periods do we have?
2. How will we do payroll deductionse Do we need to set up a new deductions code?
3. When do we want to deduct the money from employee’s paychecks?

(Note that payroll may play a smaller role in an Employer-Paid Subsidy program, since no pre-tax deductions are needed.)

After you have checked in with upper management and payroll, it is finally fime to make a decision!

My Organization’s Administration Method:

Appointed Staff to Administer Benefit / Coordinate with Vendor:

7) Create a Commuter Benefits Policy
Create a written company policy to use as reference for employee questions. Distribute this policy to new and current

employees who have signed up for the program. Include procedures or policies for:
e Important dates or deadlines (paycheck deductions, changes to benefit order, cancellation)
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Reimbursement policy (note that IRS guidelines generally do not allow reimbursement of pre-tax funds)
Lost voucher/pass/benefit

Who employees can contact for more information

Availability of funds when an employee terminates

Next Steps:

Click on your chosen administration method:

EMPLOYER Administration | VENDOR Administration

Updated 3/15/2012
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Employer Administration

You've decided to self-administer your Commuter Benefits program. Your appointed staff person(s) will enroll employees,
take employee benefit orders, use payroll deductions to order the transit benefit from a vendor, and distribute the benefits.

1) Choose a Vendor to Order the Benefit From
Choose which vendor you'd like to order your transit-specific media (vouchers, debit cards, etc.) from so that you can

administer your program. Contact one of the vendors in the “Employer Administration” section of the Vendor Directory to
confirm logistics, including:

Cost per participant, voucher, etc.

Form of the benefit (Vouchers, Clipper Cards, Debit Cards, etc.)

When vendor must receive pre-tax deductions or employer-subsidized benefit amount and order information
When you will receive benefit

\Vendon

2) Set Up Pre-Tax Deductions Only for Pre-Tax or Combination Programs

Work with your payroll administrator to set up a Commuter Benefit pre-tax deduction code. According to the information
you have gathered from your vendor, you will already have determined when employees’ paychecks will be deducted.

3) Employees Enroll in the Program
Customize and distribute our Sample Employee Enroliment Form to collect orders and to inform employees about important

program dates, including deadlines to change orders and the paycheck deduction dates. You will compile the employee
order information into the format specified by your vendor.

4) Place Benefit Order with Vendor & Distribute to Employees

Send employee order information to the vendor. Distribute the commuter benefit to your employees according to the
process you and your vendor have decided on. Don't forget to periodically remind new and current employees that
Commuter Benefits are available to them!
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Vendor Administration

You've decided to have a Vendor take on administration of your Commuter Benefits program!
1) Choose a Vendor

You have already spoken with vendors to ask them about their services and costs; it's time to choose which you'd like to
help you administer your program. Contact one of the vendors in the “Vendor Administration” section of the Vendor
Directory to confirm program logistics, including:

Cost per participant

Form of the benefit (Vouchers, Clipper Cards, Debit Cards, etc.)

When vendor must receive pre-tax deductions or employer-subsidized benefit amount and order information
How the vendor will communicate employees to conduct program outreach, take orders, answer questions, etc.
How the benefit will be distributed to employees

| Vendor:

2) Set up Pre-Tax deductions Only for Pre-Tax or Combination Programs

Work with your payroll administrator to set up a Commuter Benefit pre-tax deduction code. According to the information
you have gathered from your vendor, you will already have determined when employees’ paychecks will be deducted.

3) Vendor Administrates

The vendor will work with your employees to take and distribute their Commuter Benefit orders, and with your payroll
administrator to collect their pre-tax paycheck deductions.

While the vendor may reach out to new and/or existing employees to let them know about their Commuter Benefits, you
may also want to do your own program outreach.
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Setting up an Employer-Provided Shuttle Service

1) Familiarize yourself with local fransportation options and other employer-provided services

Before you establish your own program, it will be helpful to know if any existing shuttle services are already serving or are in
close proximity to your workplace.

Contact agencies or other companies for more information:

e 5l11.org: Bay Area traffic, transit, rideshare, and bicycling information

e Transportation Management Association of San Francisco: a non-profit organization committed to maximizing
access and mobility to, from and within San Francisco. TMASF is comprised of more than 55 of San Francisco’s office
buildings in the downtown and financial districts that provide their tenants with transportation choices and support.

e Mission Bay Transportation Management Association: a non-profit organization committed to maximizing access and
mobility to, from, and within the Mission Bay development area.

e Other employers who have established companywide shuttle service

2) Map Employee Residential Locations

You have already conducted a general fransportation survey, so you have an idea of how many employees are interested
in participating in your commuter benefit program. However, to set up a shuttle service you will need more detailed
information, including where employees commute from, what time they usually arrive to and leave work, what mode of
travel they use, etc. A sample survey can be found at 511.org.

Using survey results, map employee residential locations to determine their density and proximity to transit, or contact
Commute Smart for assistance. Medium to high density of employees in a location allows for more cost-effective
commuter service. For example, some companies offer a commuter bus service leaving from the Mission District in San
Francisco, as they found a high concentration of employees live in that area.

If you would like assistance to conduct a survey and density map, contact CommuteSmart@sfgov.org.

Number of Employees Who Will Participate:

High Density Employee Locations:

Nearby Transit Stations Used by Employees:
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3) Determine specific strategies to implement.

Now that you have gathered more information about your employees’ commuting habits, assess your workplace to get a
better idea of how to shape your program.

o |If possible, partner with nearby companies to share costs
e |If you've found that many of your employees ride transit, start your shuttle program with a last mile shuttle that
provides transportation from the nearest regional transit stop to the office

Contract with charter bus companies: Companies are experienced in helping determine route and schedule and provide
drivers, a variety of vehicles, and overall fransportation expertise. Contractors in the Bay Area include Bauer's, MV
Transportation, Coach USA, and Veolia.

My Implementation Plan:

The Final Step

Ouvutreach

Now that a program is implemented, employee outreach is critical to success and utilization. Consider using the following
outfreach techniques (samples of these documents are included at the end of this guide):

a) Include Commuter Benefits in New Employee Orientations

b) Post flyers in high-visibility places (e.g. break rooms, the front desk, the HR department, the mailroom)
c) Include a notice in employee paychecks, mailboxes, or on the Infranet

d) Send out an email announcement to all employees

e) Make an announcement at an all staff meeting or relay the message through team managers

f) Update your personnel policy handbook

My Ouvutreach Plan:
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Glossary of Terms

Bart High Value Ticket: A ticket with a 6.25% discount available in two denominations: a $48 ticket for $45 and a $64
ticket for $60. These tickets now are only available by setting up the Autoload feature at clippercard.com. Learn more on

bart.gov.

Clipper Card: A Bay Area wide fransit card, scheduled to become the main form of fare payment on all Bay Area transit
agencies. Individual Clipper Cards can be registered and loaded with e-cash or transit passes at clippercard.com. The
Autoload feature at clippercard.com allows Clipper users to link a credit card to their Clipper Card so that a monthly pass
or e-cash is automatically loaded when the card balance gets low. Multiple Clipper Cards can be linked to one account.

Muni Fast Pass: A monthly pass to ride Muni, San Francisco’s bus agency. The Muni Fast Pass “A” costs $72, and also
allows the user to ride BART within San Francisco. The Muni Fast Pass “B"” costs $62, and does not include BART travel.

Pre-Tax Limit: The amount of pre-tax funds that can be deducted each month to be used towards transit or parking. As
of April 1, 2012, the pre-tax limit for transit/vanpool use is $125/month and the pre-tax limit for parking is $240/month.

Rideshare: This form of commuting involves sharing motor vehicle transportation with others. A carpool is two to five
people riding together, while a vanpool is five to twelve people.

Transit Card: A transit-specific debit card onto which employee transit benefits are loaded. The card can be used to
purchase transit passes or add funds to a Clipper Card.

Transit Voucher: A paper voucher for a specified dollar amount that can be used to purchase transit passes or loaded
onto a Clipper Card.
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€ZIIEIII)  VENDOR DIRECTORY
Last updated 9/31/2011
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The following is a list of companies providing commuter benefits services to employers. Inclusion does
not imply an endorsement from the City and County of San Francisco, and the list may not represent a
complete list of companies providing these services.

Vendors: Interested in being listed?2 Complete the online Vendor Directory Update Form.

Employer Administration Services

These third party services allow employers to selfadminister a program without purchasing agency
specific transit passes. There is generally no minimum number of participants to use these services.
Transportation benefits are distributed to employees through vouchers, debit cards, or online accounts,
which can be used to purchase agency specific transit passes.

Provider Contact Information |

Clipper Direct
clipperdirectbenefits.com
(San Francisco Bay Area transit smart card)

Robert Orbe, Director of Service Development

robert.orbe@cubic.com | (925) 686-8200

Commuter Check Office Carolyn Helmke
commutercheck.com (voucher bulk sales) Carolyn.Helmke@edenredusa.com | (415) 265-3140

Commuter Express
gowithex.com/sfevd (e-voucher to purchase transit expressinfo@wageworks.com | 1(866) 602-3887
tickets/passes, vouchers, Clipper, and/or debit card)

TranBen

tranben.com (voucher/debit card) info@iranben.com | 1(877) STRNBEN

Vendor Administration Services
These third party services will handle all administrative tasks involved in setting up a pre-tax program.
You will generally need a minimum number of participants to use these services.

Provider Contact Information |
ADP

adp.com (debit card) 1(800) 225-5237 ext. 411

AFLAC Todd Mason

chooseaflac.com/cityofsanfran todd_mason@us.aflac.com | (408) 727-1064

Benefit Resource, Inc.

benefitresource.com (eTRAC MasterCard) 1(800) 473-9595

(Continued on next page)
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Provider

Ceridian Benefits Services
ceridian.com
(vouchers/transit and parking reimbursement

Contact Information

CBSSaleslnquiries@ceridian.com | 1(800) 790-9057

Clipper Direct
clipperdirectbenefits.com
(San Francisco Bay Area transit smart card)

Robert Orbe, Director of Service Development

robert.orbe@cubic.com | (925) 686-8200

Commuter Check Direct
commutercheck.com (vouchers and Clipper)

Carolyn Helmke
Carolyn.Helmke@edenredusa.com | (415) 265-3140

eflexgroup.com
eflexgroup.com (reimbursements, debit cards)

efgsales@eflexgroup.com
1(877) 933-3539, ext. 300

Employee Benefit Specialists (EBS)

ebsbenefits.com (vouchers)

sales@ebsbenefits.com | 1(888) 327-2770

Kereon HSA

kereonhsa.com (reimbursements, debit cards)

equigley@kereonhsa.com | 1(800) 824-8343

OptumHealth Financial Services
optumhealthfinancial.com
(debit cards, reimbursements, web portal, call center)

kristin.komen@optumhealthfinancial.com

(949) 251-9540

SHPS, Inc. - Carewise Commuter
Spending Accounts

shps.com (tickets/fare cards, passes, vouchers, smart
cards, debit card, cash reimbursements, direct pay
and debit card, participant web site and call center)

Barbara Lucci, Enterprise Sales Executive
Barbara.lucci@shps.com | (949) 212-6293

Trust Administrators, Inc.
trustadmin.com
(cash, reimbursement and/or debit card)

info@trustadmin.com | 1(800) 932-3539

WageWorks, Inc.

wageworks.com (fransit tickets/passes, vouchers,
Clipper, and/or debit card)

info@wageworks.com | 1(866) 602-3887
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Insert Company \
Logo Here

Commuter Benefits Employee Interest Survey
<Edit this survey to fit your organization>

DearValued Employee,

We are in the process of implementing a new employee benefit for transit and vanpool riders. To help us create a
program to match your needs, we are conducting an interest sur¥iig.is not an enroliment form.

How would it work?

Byenrolling in the commuter benefits program, you could save money each month on your transit, rideshare r
bicyclecommute.

1. Would you be interested in participating?  Yes No

2. How do you currently get to work€ircleall that apply.
Personal Car  Transit  Carpool/Vanpool Bike  Walk  Other:

3. If you ride transit, wich transit agencies do you rid€heckall agencies that apply.

A AC Transit A Rio Vista Delta Breeze
A ACE A SamTrans

A Alameda Harbor Bay Ferry A San Francisco Muni

A Alameda/Oakland Ferry A Santa Clara VTA

A American Canyon Transit A Santa Rosa CityBus

A Amtrak A Sonoma County Transit
A Angel Island-Tiburon Ferry A St. Helena VINE

A BART A Tri Delta Transit

A Benicia Breeze A Union City Transit

A Blue & Gold Fleet A Vacaville City Transit
A Caltrain A Vallejo Baylink Ferry
A County Connection A Vallejo Transit

A Dumbarton Express A VINE (Napa County)
A Fairfield and Suisun Transit (FAST) A WestCAT

A Golden Gate Ferry A WHEELS

A Golden Gate Transit A Yountville Shuttle

A Hornblower Alcatraz Ferry A Other:

A Petaluma Transit
a. Does your transit agency accept the Clipper Card? Yes No
b. If yes, vould you want youcommuter benefits order on a Clipper Card?Yes  No

c. Whatbenefit (passticket/e -cash)would you order through Commuter Benefits?
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d. How much does thibenefit (pasgticket/e -cash)cost?

Please complete this survey beforenter date> and return to<enter contact name or office location>. After we

have a program in place, we will issue a folaop announcement with enrollment information.

In the mean time, if you have further questions about Commuter Benefits, please contact:
<enter Contact Name>

<enter Contact Phone Number>

<enter Contact Email>

<enter Contact Office Location>




Insert Company \
Logo Here

Commuter Benefits

Employee Enroliment Form
<edit this form to fit your benefit program>

Please complete this form to enroll in the Commuter Benefits Program threeigier Company Name>. Return
this form to<enter contact name or office location> by <enter enrollment deadline>.

What is Commuter Benefits?

Commuter Benefits is a federal transportation benefit program that allows employees to save on their transit
costs by deducting their commute expenses-tar from their paycheceach month. You, the employee, save
Y2y Se 0SSOI dza Saxes Brdhe RéngyQou dedlick

Important Dates to Remember:

<enter enrollment and order change/cancellation deadlines>
<enter monthly date when employees will be deducted
<enter monthly date employees will receive their benefit>

4. How would you like to receive your benefit? Choose one of the following options.
<enter what you will be offering (i.e. transit vouchers/debit cards, Clipper Cards, etc)>
5. How much would you like to dieict from your paycheck?

$

If you have any further questions about the Commuter Benefits Program, please contact:
<enter Contact Name>

<enter Contact Phone Number>

<enter Contact Email>

<enter Contact Office Location>

By signing below, yoagree to have the amount in Question #2be deducted from your paycheck each month
on a pretax basisandhave read and understood all of the terms above.

Employee Signature Date = Employee Name (Print)
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FRONT OF SAMPLE PAYCHECK INSERT

<Enter Company Name> is pleased to offer Commuter Benefits to you! nsert
nser

What is Commuter Benefits? Company Logo

Commuter Benefits is a federal transportation benefit program that allows employees to save on therr
transit costs by deducting their commute expensesapefrom their paycheck each month. You, the employee, save m
0S0lFdza8S e2dz R2y Qi LI & GFESa 2y (KS YzySe ataxdedRBSRInE i
make your regasted deduction on theenter monthly deduction date> of the month and deliver your transit benefits to
vou bv<enter date each month emplovees will receive their benefit>.

Example: <change this example to reflect your program procedures>L (i Q& GK 2F CSoNYzt NB o , 2dz
have $62 deducted from your paychqule-i F E | YR @2 dz R f a Si GKIFG PbPcH | a-takdedoétight
onthelastpaychece ¥ G KS Y2y GK®d | 2dz gAtt NBOSAGS | @2dzOKSNJ (2 LIzZNDOKI a$

Quick Questions:

How much can | deduct each month? You can deduct up to $125/month from your paycheck etaea lpasis.

How will | receive my benefit? Employees can choose to receive their benefit in these forms:
<enter what you will be offering (i.e. transit vouchers/debit cards, Clipper Cards, etc)>

How do I sign up? Employees need to fill out an enrollment form, they can be foundeater location>.

BACK OF SAMPLE PAYCHECK INSERT

Important Dates to Remember:
- <Here you want to tell employees when they can enroll, change, or caramis>
- <Here you want to tell employees when they will receive their transit orders>
- <Here you want to tell employees where their benefit will be delivered or where they can pick it up>
- <Include any other relevant dates for your business here>

Need More Information?

Contact Name:

Office Hours:

Office Location:

at<ADDRESS, EMAIL, PHONE>
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Sign-Up for Commuter Benefits!

What is Commuter Benefits?

Commuter Benefits is a federal transportation benefit program that allows
employees to save on their transit costs by deducting their commute expenses pre
tax from their paycheck each month. You, the employee, save money because you|
R2y Qi LJ & mbrefFyBuideddiof. Whei $ou sign up for Commuter Benefits
pre-tax deductions, we will make your requested deduction on<heter monthly
deduction date> of the month and deliver your transit benefits to you bgnter
date each month employees will receive their benefit>.

How much can | deduct each month?
You can deduct up tol®5month from your paycheck on a pttax basidor transit,
and an additional $240/month for parking at your transit or carpoolpighocation

How will | receive my benefit?
Employees can choose to receive their benefit in these forms:
<enter what you are offering (i.e. transit vouchers/debit cards, Clipper Cards, etc)>

How do | sign up?
Employees need to fill out an enroliment form, they can be founckater
location>.

For more information:

Contact Name:
Office Hours:
Office Location:

<To use this information as an email announcement, copy and paste the above
text into your message body>
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