
 

  



 

 

 

 

 

 

 

 

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. 

  

http://www.commuterbenefits.org/
http://sfenvironment.org/commutesmart
mailto:CommuterBenefits@sfgov.org


 

 

Background 
Pages 1 - 4 

 What are Commuter Benefits? 

 What are the Advantages? 

 What is the San Francisco Commuter Benefits Ordinance? 

 
Set Up Your Program 
Pages 5 - 13 

 Steps to Setting-Up a Pre-Tax Benefit or Employer-Paid Subsidy  

Steps to Setting-Up an Employer-Provided Shuttle Service 

 The Final Step 

 

Additional Documents 
Pages 14 - 21 

 Glossary of Terms 

Vendor Directory  

 Sample Employee Survey*  

Sample Employee Enrollment Form*  

Sample Employee Paycheck Insert*  

 Sample Flyer & Email Announcement* 
 

* Also available as an individual Word document (.doc)



 

 

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)).1 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 

 An organization that provides commuter benefits 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 transportation 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). 

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


 

 Save on parking needs 

o As more employees use a variety of transportation 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 30th 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, taxable income is reduced, translating into travel savings for employees of up to 40%. 

As a result, business payroll taxes decrease, from saving up to 9% for each employee participating in the benefit.  

 

http://www.commuterbenefits.org/
http://www.sfenvironment.org/commutesmart
http://www.commuterbenefits.org/


 

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   

 

 

 

 

 

 

2. Employer-Paid Subsidy  

 

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 
 

                                
 

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). 
 

                                                 
2 See page 13 of the full text on the 2012 IRS limits.  
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Figure 1: Employer payroll savings based on number of employees participating 

in the commuter benefits program  

Employers Savings by # of Employees* 

Employees 
Deductions per 

Month 

Deductions per 

Year 

Payroll Savings 

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.  

https://www.conexis.org/solutions/commuter_ER_calc.asp
http://onlinepubs.trb.org/onlinepubs/tcrp/tcrp_rpt_87.pdf
http://www.irs.gov/pub/irs-drop/rp-11-52.pdf


 

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:  

 

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

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

paycheck 

 Employee receives a total benefit of $90/month to use towards 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.   

http://www.sfmta.com/cms/mfares/passes.htm
http://www.sfbike.org/?commute
http://www.sfbike.org/?commute


 

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 

transportation management association (TMA) to determine the services available to assist with implementing a commuter 

benefits program: 

 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. 

 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: 

 

 

 

http://www.tmasfconnects.org/
http://www.missionbaytma.org/


 

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 interested employees, etc.  

 

The following benefits may be offered individually or in combination: 

 Pre-Tax Employee-Paid 

 Employer-Paid Subsidy 

 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. 

 

 

 

 

 

 

 

 



 

 
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 

Cons 
- Requires more staff time to coordinate 

administration  

- Slightly higher vendor fees 

- May require minimum number of participants, 

depending on vendor 

Which employers 

is this best for? 

- Between 1 and 75 employees participating 

- Some time available for program management 

- 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) 

* Does not apply to Employer-Paid Subsidy Programs 

 

 

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. What is the cost per participant? 

2. In what form does the benefit come? Vouchers, Clipper Cards, debit cards, etc? 

mailto:commutesmart@sfgov.org


 

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 month? When do they need it by? What format should it be in? 

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 benefit? 

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 deductions? 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 time 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:  

 Important dates or deadlines (paycheck deductions, changes to benefit order, cancellation) 



 

 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  



 

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  

 

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) Employees Enroll in the Program 

 

Customize and distribute our Sample Employee Enrollment 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!  



 

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.  

 

 



 

Setting up an Employer-Provided Shuttle Service 

 

1) Familiarize yourself with local transportation 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:  

 511.org: Bay Area traffic, transit, rideshare, and bicycling information 

 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. 

 Mission Bay Transportation Management Association: a non-profit organization committed to maximizing access and 

mobility to, from, and within the Mission Bay development area. 

 Other employers who have established companywide shuttle service 

 

2) Map Employee Residential Locations 
 

You have already conducted a general transportation 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: 

http://www.511.org/
http://www.tmasfconnects.org/
http://www.missionbaytma.org/
http://rideshare.511.org/survey/shuttle/
mailto:CommuteSmart@sfgov.org
mailto:CommuteSmart@sfgov.org


 

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.  

 

 If possible, partner with nearby companies to share costs 

 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 transportation expertise. Contractors in the Bay Area include Bauer’s, MV 

Transportation, Coach USA, and Veolia.  

 

My Implementation Plan: 

 

 

The Final Step 
 

Outreach  
 

Now that a program is implemented, employee outreach is critical to success and utilization. Consider using the following 

outreach 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 Intranet 

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 Outreach Plan: 

 

 

http://www.bauersit.com/
http://www.mvtransit.com/shuttle
http://www.mvtransit.com/shuttle
http://www.coachusa.com/chs.quote.asp
http://www.veoliatransportation.com/on-demand/corporate-shuttles


 

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 transit 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.  

http://www.clippercard.com/
http://www.bart.gov/tickets/index.aspx
http://www.clippercard.com/
http://www.clippercard.com/
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Commuter Benefits Employee Interest Survey 
<Edit this survey to fit your organization> 

 

Dear Valued 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 survey.  This is not an enrollment form. 
 
How would it work?  
 

By enrolling in the commuter benefits program, you could save money each month on your transit, rideshare or 
bicycle commute.  
 

1. Would you be interested in participating? Yes No 
 

2. How do you currently get to work?  Circle all that apply.  

 Personal Car        Transit        Carpool/Vanpool        Bike        Walk        Other: ___________  

3. If you ride transit, which transit agencies do you ride? Check all agencies that apply. 
 

Ã AC Transit 
Ã ACE 
Ã Alameda Harbor Bay Ferry 
Ã Alameda/Oakland Ferry 
Ã American Canyon Transit 
Ã Amtrak 
Ã Angel Island-Tiburon Ferry 
Ã BART 
Ã Benicia Breeze 
Ã Blue & Gold Fleet 
Ã Caltrain 
Ã County Connection 
Ã Dumbarton Express 
Ã Fairfield and Suisun Transit (FAST) 
Ã Golden Gate Ferry 
Ã Golden Gate Transit 
Ã Hornblower Alcatraz Ferry 
Ã Petaluma Transit 

Ã Rio Vista Delta Breeze 
Ã SamTrans 
Ã San Francisco Muni 
Ã Santa Clara VTA 
Ã Santa Rosa CityBus 
Ã Sonoma County Transit 
Ã St. Helena VINE 
Ã Tri Delta Transit 
Ã Union City Transit 
Ã Vacaville City Transit 
Ã Vallejo Baylink Ferry 
Ã Vallejo Transit 
Ã VINE (Napa County) 
Ã WestCAT 
Ã WHEELS 
Ã Yountville Shuttle 
Ã Other:  ___________________ 

 
a. Does your transit agency accept the Clipper Card?   Yes  No 

    
b. If yes, would you want your commuter benefits order on a Clipper Card?      Yes       No 

 
c. What benefit (pass/ticket/e-cash) would you order through Commuter Benefits? 

 
___________________________________________________________________ 

 
Insert Company 

Logo Here 



 

 
d. How much does this benefit (pass/ticket/e-cash) cost? 

 
___________________________________________________________________ 

 
 
 
Please complete this survey before <enter date> and return to <enter contact name or office location>. After we 
have a program in place, we will issue a follow-up 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> 

 
  



 

 
 

Commuter Benefits 
Employee Enrollment Form 

<edit this form to fit your benefit program> 
 

 
Please complete this form to enroll in the Commuter Benefits Program through <enter 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 pre-tax from their paycheck each month.  You, the employee, save 
ƳƻƴŜȅ ōŜŎŀǳǎŜ ȅƻǳ ŘƻƴΩǘ Ǉŀȅ taxes on the money you deduct.  
 
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 deduct 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, you agree to have the amount in Question #2 to be deducted from your paycheck each month 
on a pre-tax basis and have read and understood all of the terms above. 
 
 
 
 
____________________________________ ____________________________________ 
Employee Signature   Date Employee Name (Print) 
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Example:  <change this example to reflect your program procedures.> LǘΩǎ ǘƘŜ ƳƻƴǘƘ ƻŦ CŜōǊǳŀǊȅΦ  ¸ƻǳ ŜƴǊƻƭƭ ƛƴ /ƻƳƳǳǘŜǊ .ŜƴŜŦƛǘǎ ŀƴŘ ȅƻǳ ŜƭŜŎǘ ǘƻ 
have $62 deducted from your paycheck pre-ǘŀȄ ŀƴŘ ǿƻǳƭŘ ƭƛƪŜ ǘƻ ƎŜǘ ǘƘŀǘ Ϸсн ŀǎ ŀ ƳƻƴǘƘƭȅ aǳƴƛ Cŀǎǘ tŀǎǎ άaέΦ  ¸ƻǳ ǿƛƭƭ ǎŜŜ ŀ Ϸсл ǇǊŜ-tax deduction 
on the last paycheck ƻŦ ǘƘŜ ƳƻƴǘƘΦ ¸ƻǳ ǿƛƭƭ ǊŜŎŜƛǾŜ ŀ ǾƻǳŎƘŜǊ ǘƻ ǇǳǊŎƘŀǎŜ ȅƻǳǊ aǳƴƛ Cŀǎǘ tŀǎǎ άaέ ŦǊƻƳ ȅƻǳǊ ŜƳǇƭƻȅŜǊ ǇǊƛƻǊ ǘƻ ǘƘŜ мǎǘ ƻŦ aŀǊŎƘΦ 

Quick Questions: 

How much can I deduct each month?  You can deduct up to $125/month from your paycheck on a pre-tax basis. 

How will I 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 found at <enter location>. 

 

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

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 
ōŜŎŀǳǎŜ ȅƻǳ ŘƻƴΩǘ Ǉŀȅ ǘŀȄŜǎ ƻƴ ǘƘŜ ƳƻƴŜȅ ȅƻǳ ŘŜŘǳŎǘΦ  ²ƘŜƴ ȅƻǳ ǎƛƎƴ ǳǇ ŦƻǊ /ƻƳƳǳǘŜǊ .ŜƴŜŦƛǘǎ ǇǊŜ-tax deductions, we will 
make your requested deduction on the <enter monthly deduction date> of the month and deliver your transit benefits to 
you by <enter date each month employees will receive their benefit>.   

FRONT OF SAMPLE PAYCHECK INSERT 
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Need More Information? 
Contact Name: ______________________   
Office Hours:   _______________________ 
Office Location: ______________________ 
at <ADDRESS, EMAIL, PHONE> 
 

Important Dates to Remember: 
- <Here you want to tell employees when they can enroll, change, or cancel orders> 
- <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> 

County of San Francisco  



 

 
 

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 
ŘƻƴΩǘ Ǉŀȅ ǘŀȄŜǎ ƻƴ ǘƘŜ money you deduct. When you sign up for Commuter Benefits 
pre-tax deductions, we will make your requested deduction on the <enter monthly 
deduction date> of the month and deliver your transit benefits to you by <enter 
date each month employees will receive their benefit>.  
 
How much can I deduct each month? 
You can deduct up to $125/month from your paycheck on a pre-tax basis for transit, 
and an additional $240/month for parking at your transit or carpool pick-up location. 
 
How will I 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 I sign up? 
Employees need to fill out an enrollment form, they can be found at <enter 
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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