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SANDAG has designed this Commuter Benefit Program

Starter Kit to assist San Diego-area employers in devel-

oping and implementing a commuter policy and benefit 

program. The kit contains a simple, three-step process to 

help you identify your needs, design a custom program, 

and roll it out to your company’s employees.

This CD contains sample policies, forms, tax information,

commuter program descriptions, and examples from 

other companies and agencies. It also includes advice 

on how to market a new commuter program to your em-

ployees, as well as tip sheets to pass on to your employ-

ees about carpooling, vanpooling, using public transit, 

and biking or walking to work.

What is a Commuter Benefit Program?

A commuter benefit program increases employee sat-

isfaction and boosts productivity by offering your staff 

an array of choices for getting to and from work that 

will save money, reduce stress, and help improve the 

environment. It starts by bundling together various com-

muting-related programs relevant to the needs of your 

company and its employees, then including them in your 

overall benefit package.

The program stands side-by-side with your company’s 

medical, dental, and vision benefits, helping to attract 

and retain talented staff, as well as improve overall em-

ployee satisfaction. Your company’s custom plan could 

include everything from helping connect employees who 

want to carpool with one another, to offering flexible 

work schedules, to providing free transit passes. Some 

of the programs are offered free by SANDAG or other 

agencies. Others are inexpensive or come with signifi-

cant tax benefits or subsidies. Chances are good that 

many of your employees who drive alone to work already 

have a significant concern about their commute. It may 

be too expensive. The stress of traffic may have them 

arriving to work exhausted, or dreading the drive home. 

They may be questioning their personal impact on the 

environment and evaluating what actions they can take 

to reduce it.

A growing list of companies are recognizing these con-

cerns and stepping forward to offer their employees so-

lutions. At a low cost, your employees enjoy a significant 

perk and the company benefits from satisfied employees 

and a “greener” reputation.

What a Commuter Benefit Program  
Includes:

The specific programs offered in a commuter benefit 

package will depend on the circumstances of each com-

pany. In fact, your firm may already offer a few commuter 

benefits. If not, there are many to choose from, including 

some that are very easy to put in place quickly.

Enhancing existing benefits and bringing them

together to form a commuter benefit program not

only will encourage your employees to take part, it

will add value for the company in terms of increased

tax advantages, greater employee satisfaction, and

public recognition.

Introduction
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You may want to start with a complete package of op-

tions that work best for your company. Or begin with 

one or two, then expand the program once it catches on 

with your employees. While there are many options to 

choose from, here are some that many organizations in 

the San Diego region already have in place:

Encourage carpools: Commuters split the cost of

commuting and share the driving.

Encourage vanpools: Commuters benefit from sub-

stantial subsidies, then they split the rest of the costs

of commuting and share the driving.

Provide transit passes: Free or subsidized transit 

passes come with tax savings and are seen as significant

perks that allow employees more commute choices.

Offer tax advantages: For public transportation and

vanpooling, the IRS allows $230 per month per person 

(2009) to be withheld pre-tax.

Make facility improvements: Commuter related

facility improvements are tax deductible. Install bike

racks or lockers, provide showers, re-stripe parking

lots for carpools/vanpools.

Provide on-site amenities: Convenience helps com-

muters get out of their cars, including services such as 

day-care, deli, or shuttles.

Offer flexible working hours: They accommodate

public transportation schedules and help commuters

avoid peak traffic.

Offer work-from-home options: They reduce time

spent commuting to work.

Offer a green opportunity: These programs provide

a way for your employees to personally go green by

reducing their carbon footprints.

Employer recognition: Awards honor your commit-

ment to providing commuter choices, including Best

Work Places for Commuters at the national level, and

the Diamond Awards in the San Diego region.

Provide commuting resources: Install a kiosk or 

place information on the company’s internal Web page 

about your commuter benefit program. Include a 511 

transit trip planner, online ridematching service, and an

online cost-of-commute calculator.

Please refer to this CD for more detailed information

about these commuter benefits and to access other

tools and resources.
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Step 1: Objectives, Needs, and Support

Identify your company’s needs and commuter 
program objectives.

There are many factors that may influence what to in-

clude as you establish a commuter benefit program for 

your company. Here is a short list to help you focus on 

the main goals and objectives:

Staffing

You can use a commuter benefit to help recruit and 

retain quality staff. Commuter benefits add value and job 

satisfaction for your employees, who often appreciate 

knowing their employer supports commuting options. No 

matter how small, a commuter benefit program provides 

a way to offer a low-cost employee perk, to supplement 

employee compensation packages, and to gain national 

recognition as a “Best Workplace for Commuters.”

Facility improvements

A commuter benefit program will indirectly help reduce

parking problems. For example, when your staff uses al-

ternative commute modes — such as carpooling or using 

public transportation — that in turn reduces the number 

of cars in your parking lot. This can free up valuable park-

ing spaces for customers, vendors, and guests, as well as 

improve traffic flow in and around your facilities.

Productivity

Offering a commuter-friendly program for your employ-

ees can actually boost productivity and increase job 

satisfaction. Motorists lose an average of 38 hours of 

precious time idling in traffic each year, costing hundreds 

of dollars per person in lost productivity and out-of 

pocket gas expense. Employers can help by offering a 

range of flexible work schedules to accommodate, for 

example, public transportation or ridesharing timetables 

or to avoid peak traffic congestion. Employers can also 

offer employees an opportunity to work from home, also 

known as telework. Teleworking just one day per week 

saves 20 percent in commute and operational costs, as 

well as carbon emissions.

Tax benefits

Employers can take advantage of employee and em-

ployer payroll tax savings offered through the IRS’s 

Commuter Fringe Benefit Program (IRS Section 132). The 

IRS allows employers to offer employees the opportunity 

to set aside a portion of their salary, pretax, to pay for 

transit and vanpooling, up to $230 per month per em-

ployee (in 2009). Employers benefit by not paying payroll 

taxes on that money, while in effect adding value to their 

employee’s compensation package.

Green

Is your company making an effort to be environmentally 

friendly? Offering a commuter benefit program for your 

employees can help reach your green goals and sustain-

ability initiatives. Match your commuter benefit program 

to your company’s green initiatives or ISO 14,000 stan-

dards in order to reduce your company’s carbon footprint.

Relationships

Use your new commuter benefit program to enhance your 

relationship with your employees and the community.

Demonstrate your role as a corporate leader by showing 

you care about your employees, their commute, and the 

environment.

3-Steps to Setting Up a Commuter Benefit Program:
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Match your program objectives with staff
and operational constraints
(Designate a staff person on your team to coordinate this 

research and report on the findings.)

Survey your staff

The best way to find out about your employees’ current

commuting patterns is to survey them. You can also 

gauge your employees’ level of interest in using alter-

native modes of getting to work such as carpooling, 

taking public transportation, biking to work, etc. You can 

develop your own survey or ask a SANDAG iCommute 

employer representative to assist you.

Assess your company’s work force

Analyze your company’s work shifts and schedules for 

any constraints that may affect the development or 

implementation of your new commuter benefit program. 

Also, if your employees are in a labor union, consider any 

schedule or shift implications that may need to be com-

municated or negotiated with the union.

Assess the physical location of your company  
and employees
Determine where your employees live relative to work 

and public transportation, and the transportation  

characteristics of your work site(s). Please see STEP 1 - 

Objectives-Needs-Support on this CD for a workplace 

and facilities assessment checklist. SANDAG offers free 

GIS mapping services to help you. Contact your SANDAG 

iCommute representative to find out more about this free 

service and the data requirements. Please see STEP 

1 - Objectives-Needs-Support on this CD for a sample 

GIS map.

Gain management support for a commuter
program that benefits both company and
employee needs

Propose creating a commuter benefit program.
Use your data and rationale to develop a presentation

to your managers. For greater acceptance from manage-

ment and employees, fit your proposed commuter ben-

efit program within your company’s corporate culture.

Anticipate the questions that management may ask and 

prepare answers. Be ready to discuss potential cost-to 

benefit analysis, tax benefits, and impacts to productivity, 

especially with department managers who may have con-

cerns about impacts to working hours and staffing levels. 

Have measurable targets ready and ways to track prog-

ress. Offer examples from other companies or industries. 

Please see STEP 1 - Objectives-Needs-Support on this 

CD for references and examples of what other compa-

nies are doing, including San Diego companies.

Keep management informed
Once you have gained management’s support, report

your progress to your managers as you move forward

with developing the program’s policy in order to ensure

their continued support and eventual approval.
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Step 2: Design a Commuter Benefit  
Program that is right for you

Program design

In developing your new commuter program, it is useful 

to tap into the results of your assessments from Step 1. 

Include your program objectives, employees’ needs, and 

the company’s capacity and constraints. Be sure to fit 

your program within your corporate culture and upper 

management’s overall vision for the organization.

As you design your program, consider offering a combi-

nation of the following commuting benefits. Please see 

STEP 2 - Design a Commuter Benefit Program on this CD 

for various commuting options and SANDAG iCommute 

programs.

• Carpooling and iCommute’s FREE online ride-

matching service, RideMatcher

• Vanpooling and SANDAG vanpool subsidy program

• Biking to work and SANDAG bike locker program

• Walking to work

• Public transportation, including agency discount 

programs

• Tax benefits programs

• SANDAG Guaranteed Ride Home Program

• Teleworking

Prepare a program budget

In developing your program, keep track of the poten-

tial implementation costs and savings. Management 

will want to know — and may require budget approval 

before you start.

Potential costs in your budget may include

Staff hours: The number of staff hours needed to

coordinate and/or manage the program

Facility improvements: Any facility improvements

you make such as bike lockers, shower facilities, carpool 

or vanpool parking space re-striping and signage, tele-

working computers or office set-up, company sponsored 

shuttles from transit stations, etc.

Subsidies or promos: Employer-sponsored subsidies,

incentives, or promotional gifts to give away or raffle off 

to “Smart Commuters.”

Marketing: Marketing and/or outreach materials, in-

cluding a community board or kiosk in your break room. 

Developing an intranet Web page dedicated to smart 

commuting and commute options is also an expense you 

may incur.

Potential savings to also include

(For tax references and examples, please see STEP 2 -  

Design a Commuter Benefit Program under “Tax benefits”)

Payroll tax savings: If offering pre-tax payroll deduc-

tions for transit and vanpool riders, estimate the number 

of employees using the system and the employer’s por-

tion of payroll tax saved (FICA at 7.65%).

Subsidies write off: If your company offers a 

subsidy, it can write off this expense on its corporate 

income tax return.
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Facility improvements deduction: California allows

companies to deduct the cost of facility improvements 

that encourage alternative commuting, including: the 

construction of bus shelters; the installation of bicycle 

racks and other bicycle-related facilities such as showers 

and locker rooms; and preferred parking lot modifica-

tions for carpools or vanpools.

Establish a schedule and timeline for your  
program’s objectives

Estimate how much time it will take to develop and roll 

out your commuter program. Decide when you want to 

start the program. Is there a good time, such as open en-

rollment or the opening of a new company facility? How 

about when you roll out your company’s green initiatives?

Develop a month-by-month, or week-by-week schedule

as a planning tool. Depending on the size of your compa-

ny and your draft program, you may want to use standard 

project management principles to manage tasks on your 

commuter benefit team. Include your schedule and list of 

tasks in your proposal to management.

Write a Commuter Benefit Policy for
management approval

Once you design your commuter benefit program, it is 

time to formalize it in a draft policy document for corpo-

rate approval. Formalizing your intent into a policy allows 

you to ensure that your objectives are clearly communi-

cated to staff and management. It is a vehicle for your 

company to set guidelines for employees regarding the 

commuter benefit program, what the rules are, and what 

are the consequences, if any, for violating the policy. For 

useful guidelines and samples please see STEP 2 - Design 

a Commuter Benefit Program on this CD under “Devel-

oping a commuter benefit policy”

Present the draft policy to management for approval in 

the form of a new company policy. Anticipate the ques-

tions that management may ask. Provide answers about 

elements of your proposed commuter benefit program 

relative to your budget and time frame, as well as the 

company’s core business objectives.

Aim for program excellence

Use criteria from local and national awards programs in 

putting together a commuter benefit for your employ-

ees. Please see on this CD STEP 2 - Design a Commuter 

Benefit Program under “Aiming for Employer recognition 

and award programs”

Regional recognition through the SANDAG  
iCommute Diamond Awards Program: The 

SANDAG iCommute Program awards San Diego County 

companies for their outstanding contributions to reduc-

ing traffic congestion and improving mobility in the 

region. Award categories include Program Excellence, 

Innovation, Marketing, Ongoing Commitment, and Best 

New Program. Nominees describe how the programs, 

activities, or incentives have helped to increase employee 

participation in alternative commutes. Self nomination is 

encouraged.

Best Work Places for Commuters: Many leading 

organizations nationwide have earned the “Best Work-

places for Commuters” designation by offering commut-

er benefits to their employees that are cost-effective and 

bottom-line friendly. This highly sought after distinction 

meets the National Standards of Excellence as estab-

lished by the U.S. Environmental Protection Agency. The 

program is managed by the Center for Urban Transpor-

tation Research at the University of South Florida, a na-

tional clearinghouse for applied research on commuting.
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To qualify, an employer must offer at least one primary 

benefit, such as employer-paid tax-free transit or vanpool 

passes, teleworking, or parking cash-out (if applicable); 

an Emergency Ride Home program*; and at least three 

secondary benefits from options such as ridesharing or 

carpool matching*, preferred or reduced-cost parking for 

carpools, on-site amenities, and/or shuttles.

Step 3: Implement and evaluate your 
new program

Essential preparation for a smooth start

Once you have designed a commuter benefit program 

that is right for your company and have obtained the 

required level of approval to move forward, it is time to 

implement your program. The first step is to make the 

necessary administrative and infrastructure changes to 

your current system(s).

Update your personnel handbook: For example, 

you may need to make changes to your personnel hand-

book book as it relates to your new company policy. In-

corporate information in your company’s recruitment and 

orientation packet. Include guidelines on how the policy 

works, the rules, and any impacts to schedules.

Add pre-tax option to payroll administration 
system: Another change you may need to make is to 

your payroll system in order to offer employees a pre-

tax deduction option for transit and vanpool expenses. 

Check with your payroll provider or within your exist-

ing payroll administration system for pre-tax commuter 

fringe benefit deduction choices. You can find sample 

payroll deduction authorization forms, as well as other 

program-related forms and samples on this CD under 

STEP 3 - Implement and Evaluate.

Make facility improvements: Various facility improve-

ments may need to be made prior to fully rolling out your 

new program. For example, the company may need to 

install bike racks, put up signs and re-stripe in parking 

lots to designate dedicated parking spaces for carpools/ 

vanpools, and/or set up a commuter info kiosk.

Develop Commuter Services Web page for 
intranet site: If your program includes a page on your 

company’s intranet Web site, now is the time to work 

with your Webmaster on building a Web page with infor-

mation for employees, as well as valuable links to  

iCommute mute’s programs and services. Corporate 

intranet sites are a great way to spread the word.

Five essential links from iCommute include

• iCommute’s FREE online Ridematching services, 

RideMatcher. http://www.icommutesd.com/

Commuters/RideMatcher.aspx.

• Cost of Commute Calculator:  
http://www.icommutesd.com/Commuters/ 
Calculator.aspx

• Online San Diego County bike map:  

http://www.icommutesd.com/Bike/BikeMap.aspx 

• Live traffic information: www.511sd.com

• Online transit trip planner tool:  
http://transit.511sd.com/TripPlanner/index.asp

* Can extend your employee’s access to SANDAG iCommute 
programs to satisfy this requirement.
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Designate a staff person to be your iCommute 
coordinator: It is important to also designate a coordi-

nator to be the point of contact for employees and for 

the SANDAG iCommute program. Particularly in a large 

company, a coordinator will be in a position to better 

manage your incentive programs, as well as generate 

reports such as vehicle miles traveled reductions, pollu-

tion reductions, and cost-per-employee savings. Please 

see STEP 2 - Design a Commuter Benefit Program on 

this CD for more info on iCommute or visit: http://www 

icommute.511sd.com.

Program rollout and marketing to employees

Rolling out your new program should begin by announc-

ing your new commuter benefit policy to your employ-

ees. It is important to clearly identify your objectives in 

order to successfully roll it out. If employees understand 

why you are introducing the program, what is involved, 

and what you hope to achieve, they too will become a 

part of the implementation. Use this opportunity to also 

announce perks or promotions for participating during a 

company-wide kickoff event. Promote the event and the 

unveiling of the program through a letter from your CEO, 

an all-staff e-mail, intranet Web link, and posters in areas 

where your employees gather. Encourage your employ to 

enroll in iCommute’s online ridematching system,  

RideMatcher, and be entered into monthly prize draw-

ings for using alternative ways to get to work.

You can keep the momentum going by starting a regu-

lar column on commuting in your employee newsletter, 

holding transportation events, and inviting rideshare ex-

perts to your all-hands and/or department staff meetings. 

Be sure to keep your commuter information display well 

stocked with your own commuter resources, as well as 

maps, schedules and tip sheets from iCommute. Please 

see on this CD under STEP 3 - Implement and Evaluate 

under employer recognition and award programs for a 

guide on “Marketing to Employees” from the Best Work 

Place for Commuters program. 

Monitor program performance and gather  
feedback

As your program is implemented and becomes a way of 

corporate life at your company, it is important to peri-

odically evaluate its effectiveness. Scheduling periodic 

evaluations encourages you and your managers to revisit 

original goals and priorities, update incentives and pro-

grams, and possibly develop new targets.

Surveying your staff on their commute patterns and 

measuring the results against the baseline data you 

gathered in Step 1 is a good best practice. Look at par-

ticipation rates, cost-effectiveness, parking, and conges-

tion management improvements. Encourage feedback 

from employees and management on program strengths 

and weaknesses. Look for behavior changes and seek 

out feedback from employees about how satisfied (or 

dissatisfied) they may be with the new program. Make 

improvements required to better meet your objectives 

and to ensure success!
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Conduct a Site Analysis 
Adapted from Commute Solutions “Let’s Ride Program” Austin, TX 

http://www.commutesolutions.com/letsride/programdev.html  

 
A site analysis evaluates the physical characteristics of a building, campus or work area to 
gauge the potential for each Commuter Benefit Program strategy; and it provides the 
information needed for possible improvements to the work site. Questions that should be 
asked include: Does transit serve the immediate area? Does the site have adequate 
sidewalks and bike lanes serving it? The analysis also should list facilities or services that 
make commuting options more convenient, such as on-site cafeterias or childcare.  

Additionally, the analysis should list the available resources for Commuter Benefit Program 
strategies, such as the fares and schedules of the transit operators in the area. A sample 
analysis worksheet in included on pages 2- 5, in addition to the key issues a company will 
need to look at in detail in the following matrix. 

Assessment Use 

Parking—An inventory of how many spaces and what 
types (employee, visitor, disabled, etc.), how much they 
cost to lease or maintain, and an analysis of how the 
availability meets the need for parking 

• Planning for preferential parking  

• Evaluating the potential for a 
parking cash out program  

Transit Routes—A complete listing of transit routes 
divided by the nearest stop's distance from the work site 
in four categories: less than a quarter of a mile, a 
quarter mile, a half mile and a mile  

• Helping employees examine the 
feasibility of taking the bus to work  

Bike/Walking Accessibility and Facilities—A list of 
what (if any) facilities are available for bicycles/walkers, 
such as sidewalks, bike lanes, bike racks, lockers and 
showers. 

• Helping employees examine the 
feasibility of bicycling or walking to 
work  

• Planning for facility improvements 
to encourage bicycling and walking  

On-Site Facilities/Services—A list of amenities for 
employees like cafeterias and childcare services 

• Determining the feasibility for some 
employees to participate in 
Commute  
Solutions  

 
See following Site Analysis Worksheet 
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Site Analysis Worksheet 
 

Name of Company/Work Site:      __________________________________________________________ 

Employee Transportation Coordinator:      ____________________________________________ 
 (name) 
 ____________________________________________ 
 (telephone number) 
 
Person conducting site analysis:      ____________________________________________ 
 (name) 
 

Date analysis was conducted:     ____________________________________________ 
 (month)                       (year) 
 

Site Location: 

Address:     ______________________________________________________________________________ 
 (number)                               (street) 
 
                    ______________________________________________________________________________  
 (city)                                      (county)                                                     (zip code)                                       
 

Site 2 Location: 

Address:     ______________________________________________________________________________ 
 (number)                               (street) 
 
                    ___________________________________________________________________________________________________  
 (city)                                      (county)                                                     (zip code)                                       
 

Work Site/Building Description: 

Buildings at Work Site:      ____________________________________________ 
 (number) 
 
Approximate Acreage:      ____________________________________________ 
 (acres) 
 
Managing Company (if applicable): ____________________________________________ 
 (name) 

 

Parking Availability: 

Total number of on-site spaces: ______________________________________________ 

 

Company leased or owned off-site spaces: ______________________________________________ 

 

Other available off-street spaces: ______________________________________________ 

 

Cost per parking space, for leases: $ ______________________________________________ 
 (month or year) 
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Preferential parking spaces for: ______________________________________________ 
 (carpool spaces) 
 
 __________________________________________________________  
 (vanpool spaces) 
 
Do you charge employees to park? 
 Yes      No   $                                                                                                 /emp./mo.                
 Do not insert range of values 
If yes, attach fee schedule. 

 

Is there an abundance of free, off-site parking nearby? 
 Yes      No      

If yes, attach fee schedule. 
 

Do you provide cash subsidies for employee parking? 
 Yes      No   $                                                                                                 /emp./mo 
 Do not insert range of values 
If yes, attach fee schedule. 

 

Freeway and Street Access: 

Closest freeways: 
_____________________  _______________  _______________ ___________________ 
 (name) (number)  (off-ramp)  (distance from site) 

 

_____________________  _______________  _______________ ___________________ 
 (name) (number)  (off-ramp)  (distance from site) 

 

Major arterials: 

North-south: ___________________________  ________________________________ 
 (name) (name) 
 
East-west: ___________________________  ________________________________ 
 (name) (name) 

 

Transit Access: 

Bus lines serving area: 

____________________________  ____________________________  ________________________ 
 (bus company)     (number) (origin/destination)  (frequency)** 
 
 
____________________________  ____________________________  ________________________ 
 (bus company)     (number) (origin/destination)  (frequency)** 
 
 
____________________________  ____________________________  ________________________ 
 (bus company)     (number) (origin/destination)  (frequency)** 
 
 
____________________________  ____________________________  ________________________ 
 (bus company)     (number) (origin/destination)  (frequency)** 



Source: http://www.commutesolutions.com/letsride/programs.html#analysis 4

 
 

**How frequent the pick up/drop-off at a stop per hour during the peak commute period. 

 

Bicycle Facilities: 

Check if available or not available at the site: 

 Available  Not available  How many?  Capacity 

 1. Bicycle racks   _____ _____ 

 2. Clothes lockers   _____ _____ 

 3. Showers for cyclists   _____ _____ 

 4. Bicycle path/lanes to site   _____ _____  

 

Pedestrian Access: 

Describe pedestrian access to the site: 

_________________________________________________________________________________________ 

_________________________________________________________________________________________ 

_________________________________________________________________________________________ 

_________________________________________________________________________________________ 

 

Please describe any additional site characteristics that are relevant to developing a 

Commuter Benefit Program strategy (e.g. sidewalks, lighting, vehicular traffic, safety, 

crosswalks, signals): 

_________________________________________________________________________________________ 

_________________________________________________________________________________________ 

_________________________________________________________________________________________ 

_________________________________________________________________________________________ 

_________________________________________________________________________________________ 

_________________________________________________________________________________________ 

_________________________________________________________________________________________ 

_________________________________________________________________________________________ 

_________________________________________________________________________________________ 

 



Source: http://www.commutesolutions.com/letsride/programs.html#analysis 
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Conduct a Transportation Survey 
Adapted from Commute Solutions “Let’s Ride Program” Austin, TX 

http://www.commutesolutions.com/letsride/programdev.html  
 
To properly assess how employees travel to work, meetings, lunch, errands and back home 
again, an employer should conduct a transportation survey completed by as many 
employees as possible. The purpose of the survey is to assess: 
 

• How employees travel to, from and around the work place  
• How long and far their commutes are  
• What they know about commute alternatives  
• What they feel and think are the benefits of their current mode of travel and the 

possible benefits of alternatives  
• What alternatives they might consider  
• What incentives they might find valuable  
• What concerns they have about using commute alternatives  

 
A sample survey is provided below. The survey is a useful tool for identifying the most 
effective alternative commuting strategies, possible roadblocks for employees who want to 
use them, and what incentives might be needed to attract employees to the program. 
Additionally, each survey respondent who expresses interest in the program is a future 
contact to recruit for participation. Finally, the survey serves as a baseline—a starting point 
from which to base future program evaluations with additional surveys or participation 
tracking. 

 



Source: http://www.commutesolutions.com/letsride/programs.html#analysis 
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Sample Transportation Survey 
 

Name: __________________________________________________________________________________ 

 

Home address: ___________________________________________________________________________  

 

City, State ____________________________________________ Home ZIP: ________________________ 

 

Work address: ___________________________________________________________________________  

 

City, State ____________________________________________  Work ZIP: ________________________ 

 

Phone _______________________________________Email ___________________________________ 

 

1. How many miles do you travel to work? (one way) 

 

2. On average, how many minutes does it take to: 

Get to work? _____ 

Get home? _____ 

 

3. When do you typically: 

Arrive at work? _____ 

Depart work? _____ 

 

4. How many days a week do you arrive and depart at the same time? 

 

5. Do you pick up or drop off children/family members on your commute? 

 

6. Do you work:  

 Full time 

 Part time 

 Compressed work week 



Source: http://www.commutesolutions.com/letsride/programs.html#analysis 
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7. How do you travel to work each day? (pick a typical week) 
If you use more than one type of mode to get to work, choose the number that was the 
largest segment of your trip. 
 

1. Driving alone.    How many days_____________ 

2. Public transit   How many days_____________ 

3. vanpool (# members _____) How many days_____________ 

4. carpool (# members _____) How many days_____________ 

5. Bicycle   How many days_____________ 

6. Walk    How many days_____________ 

7. Bus/Trolley   How many days_____________ 

8. Motorcycle/Scooter  How many days_____________ 

9. Coaster train   How many days_____________ 

10. Work from home (telework) How many days_____________ 

11. Other ________________ How many days_____________ 

 

8. If you normally use an altenative commute mode, what motivated you to do 
so?  (check up to three choices) 
 

 Cost savings  Save wear and tear on personal vehicle 

 Stress reduction  Parking cash out 

 Guaranteed Ride Home program  Preferential parking spaces 

 Time savings  Flextime program 

 Convenience  Showers and clothing lockers 

 Prize drawings  Other cash incentives or tax savings 

 Improve air quality / environmental 

reasons 

 Other 

_______________________________ 

 

9. Before you used an alternative mode of getting to work, how did you get to 
work? 
(Pick the numbers from question 7 that matches your previous commute mode and enter it 
in the space provided) 
 



Source: http://www.commutesolutions.com/letsride/programs.html#analysis 
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Answer #10, #11, #12, #13, and #14 only if you drive alone to work. 
 

10. What is your main reason for driving alone to work? (check one) 

 Need my car at work for company 

business 

 Cannot get home in an emergency 

 Need my car at work for personal 

business 

 Live close to work 

 Parking is free or inexpensive  Don’t have anyone to ride with 

 Need to run errands before or after 

work 

 Don’t like to depend on others 

 Prefer to drive my own car  Irregular work schedule 

 Need to transport my children  Anything else takes too much time 

 No reasonable transit option  Poor bicycle and pedestrian access 

 Need a specially equipped vehicle 

 Safety concerns 

 Other 

__________________________________ 

 

11. What would encourage you to share a ride to work in a carpool? (check up to 

four choices) 

 Lower parking rates for carpools  Prizes, drawings, contests, etc. for 

carpoolers 

 Higher parking rates for those driving 

alone 

 More flexible work hours 

 Reserved parking close to the building  More fixed work hours 

 Free parking for carpools  Use of company car during work day 

 Company subsidy for carpoolers  Child care facilities at or near the work 

site 

 Help finding people with whom to 

carpool 

 Other 

_______________________________ 

 Change of work shift  I do not want to carpool to work at 
this time 

 Guaranteed Ride Home in the event of 
an emergency 

 

 

12. What would encourage you to ride a vanpool to work? (check up to four choices) 

 Lower parking rates for vanpools  Prizes, drawings, contests, etc. for 

vanpoolers 

 Higher parking rates for those driving 

alone 

 More flexible work hours 



Source: http://www.commutesolutions.com/letsride/programs.html#analysis 
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 Reserved parking close to the building  More fixed work hours 

 Free parking for vanpoolers  Use of van when needed during work 

day 

 Co. or SANDAG subsidy for vanpoolers  Child care facilities at or near the work 

site 

 Help finding people with whom to 

vanpool 

 Other 

_______________________________ 

 Change of work shift  I do not want to vanpool to work at 
this time 

 Guaranteed Ride Home in the event of 
an emergency 

 I do not know what a vanpool is 

 

 

13. What would encourage you to ride the bus (or trolley) to work? (check up to 

four choices) 

 Bus stop located close to work site  More flexible work hours 

 Sale of bus passes at work  More fixed work hours 

 Company subsidy for bus riders  Bus route and scheduling information 

 Change of work shift  Child care facilities at or near the work 

site 

 Guaranteed Ride Home in the event of 
an emergency 

 Use of company car during work day 

 Prizes, drawings, contests, etc. for bus 

riders 

 Other 

_______________________________ 

  I do not want to ride a bus to work at 
this time 

 

14. What would encourage you to ride a bicycle to work? (check up to four choices) 

 Secure, convenient bicycle parking 

racks 

 Guaranteed Ride Home in the event of 
an emergency 

 Bicycle lockers  Prizes, drawings, contests, etc. for bus 

riders 

 Showers and clothing lockers  Bicycle route maps 

 Company subsidy for bicycle riders  Other 

_______________________________ 

 Seminars on riding safely in traffic  I do not want to ride a bicycle to work 
at this time 

 



Source: http://www.commutesolutions.com/letsride/programs.html#analysis 
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15. If you normally drive alone, would you consider using an alternative mode to 
get to work on an occasional basis?       ��Yes      ��No 
 
If yes, what modes? 

 Carpool driver 

 Carpool rider 

 Vanpool driver/rider 

 Transit 

 Walk 

 Bicycle 

 Telework 

 Other ______________________________ 

 

Additional Comments: 
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Ä

Aª

Aª

?z

Aª

Aª

AÚ

?Õ

!"̂$

?j

AÀ

!"_$Aù

!"̂$

!"̂$

!"a$

!"a$

%&s(

?Þ

A§

?z
!"_$

!"̂$

%&s(
?h

A©

%&s(

!"a$

AÛ

!"a$
%&h(

A×

A×

A×

A×

92672 92536

92182

92173

92161

92155

92154

92145

92140

9213992136

92135

92134

92131

92130
92129

92128

92127

92126

92124

92123

92122

92121

92120

92119

92118

92117

92116 92115

92114
92113

92111

92110

92109

92108

92107

92106

92105
92104

92103

92102
92101

92096

92093

92091

92086

92084

92083

92082

92081

92078

92075

92071

92070

92069

92067

92065

92064

92061

92060

92059

92058

92057

92056

92055

92054

92040

92037

92036

92029

92028

92027

92026

92025

92024

92021

92020

92019

92014

92011

92010

92009

92008

92007

92003

91980

91978

91977

91950

91945

91942

91941

91935

91932

91917

91916

91915

91914

9191391911

91910

91902

91901

92561

91980

92596

92595

92592

92591

92590

92587

92586

92585

92584

92563

92562

92545

9254492543

92539

92532

92694

9269292691

92688

92677

92675

92673

92672

92653

92624

92530

92679

92630

92610

92618

92549

92230

92282

92220

92506

92223

92583

92582

92571

92570

92567

9255592551

92548

925189250892887

92883

92882
92881

92879

92862

92676

92504
92503

9288091709

0 2.5 5 Miles¯

Riverside CountyRiverside County

San Diego CountySan Diego County

Orange CountyOrange County

Area of Detail

September 2008

Employee Residences

Zip Code Boundary

Freeway

State Route

Major Road

Employee Residence



 



 

Commuter Benefit Start Kit (for employers) 
 

 
 
 
STEP 1: 
OBJECTIVES‐NEEDS‐SUPPORT 

 
What Other Companies Are Doing 

 
 



 



S
a
n

 D
ie

g
o

 E
m

p
lo

y
e
rs

 w
it

h
  

E
m

p
lo

y
e
e
 C

o
m

m
u

te
 B

e
n

e
fi

t 
P

ro
g

ra
m

s  
 

P
ag

e 
1
 o

f 
1
1
 

T
h
e 

fo
llo

w
in

g
 l
is

t 
in

cl
u
d
es

 v
ar

io
u
s 

co
m

p
an

ie
s 

in
 t

h
e 

S
an

 D
ie

g
o
 a

re
a 

w
h
ic

h
 h

av
e 

em
p
lo

ye
e 

co
m

m
u
te

r 
p
ro

g
ra

m
s 

an
d
 t

h
e 

ty
p
es

 o
f 

co
m

m
u
ti
n
g
 b

en
ef

it
s 

th
ey

 o
ff
er

 t
h
ei

r 
st

af
f.

 S
A
N

D
A
G

’s
 i

C
o
m

m
u
te

 p
ro

g
ra

m
 (

fo
rm

er
ly

 k
n
o
w

n
 a

s 
R
id

eL
in

k)
 a

ss
is

ts
 e

m
p
lo

ye
rs

 a
n
d
 

co
m

m
u
te

rs
 w

it
h
 c

o
m

m
u
te

 o
p
ti
o
n
s 

fo
r 

th
e 

S
an

 D
ie

g
o
 r

eg
io

n
; 

th
e 

p
ro

g
ra

m
 i

s 
p
ar

t 
o
f 

th
e 

re
g
io

n
al

 5
1
1
 t

ra
n
sp

o
rt

at
io

n
 i

n
fo

rm
at

io
n
 

p
ro

g
ra

m
. 

 
E
xe

m
p
la

ry
 
em

p
lo

ye
rs

 
ar

e 
re

co
g
n
iz

ed
 
th

ro
u
g
h
 
th

e 
an

n
u
al

 
D

ia
m

o
n
d
 
A
w

ar
d
s 

fo
r 

th
ei

r 
o
u
ts

ta
n
d
in

g
 
co

n
tr

ib
u
ti
o
n
s 

to
 

re
d
u
ci

n
g
 t

ra
ff

ic
 c

o
n
g
es

ti
o
n
 a

n
d
 i
m

p
ro

vi
n
g
 m

o
b
ili

ty
 i
n
 t

h
e 

S
an

 D
ie

g
o
 r

eg
io

n
 (

D
ia

m
o
n
d
 A

w
ar

d
 w

in
n
er

s 
ar

e 
in

 b
o
ld

).
 

 
U

p
d
at

ed
 D

ec
em

b
er

 7
th

, 
2
0
0
9
  

  
  

  
  
  

  
  

  
  
  

  
 

   
  C

O
M

P
A

N
Y

 
   

  L
O

C
A

L 
E

M
P

LO
Y

E
E

S
 

   
   

   
   

   
   

   
   

   
   

   
 C

O
M

M
U

T
E

 B
E

N
E

F
IT

 P
R

O
G

R
A

M
S

 
LO

C
A

T
IO

N

A
m

er
ic

an
 C

la
im

s 
M

an
ag

em
en

t 
12

0 
F

re
e 

T
ro

lle
y 

&
 C

O
A

S
T

E
R

 p
as

se
s.

 $
16

0 
pa

rk
in

g 
re

im
bu

rs
em

en
t p

er
 m

on
th

; f
le

xi
bl

e 
w

or
k 

sc
he

du
le

s.
 

S
or

re
nt

o 
V

al
le

y 

A
m

yl
in

 
P

h
ar

m
ac

eu
ti

ca
ls

, 
In

c.
 

53
5 

C
om

pa
ny

 s
po

ns
or

ed
 C

O
A

S
T

E
R

 s
hu

ttl
e;

 2
5%

 tr
an

si
t s

ub
si

de
; p

re
fe

rr
ed

 p
ar

ki
ng

 fo
r 

ca
r-

 o
r 

va
np

oo
l; 

 
su

pp
le

m
en

ta
l G

ua
ra

nt
ee

d 
R

id
e 

H
om

e 
in

 a
dd

iti
on

 to
 iC

om
m

ut
e’

s;
 b

ik
e 

ra
ck

s 
an

d 
bi

ke
 lo

ck
er

s;
 o

n-
si

te
 

sh
ow

er
s,

 g
ym

 a
nd

 c
af

et
er

ia
; r

id
es

ha
re

 e
ve

nt
s;

 B
ik

e 
to

 W
or

k 
D

ay
 p

it 
st

op
. 

U
T

C
 

A
na

co
m

p 
T

ec
hn

ic
al

 
S

er
vi

ce
s 

1,
20

0 
V

an
po

ol
s;

 c
om

pa
ny

 p
ay

s 
fo

r 
va

np
oo

l c
os

ts
 w

ith
 $

40
 e

m
pl

oy
ee

 c
o-

pa
y.

 
V

is
ta

 

A
po

vi
a,

 In
c.

 
20

 
F

re
e 

C
O

A
S

T
E

R
 p

as
se

s.
 

S
or

re
nt

o 
V

al
le

y 

A
re

na
 

P
ha

rm
ac

eu
tic

al
s 

30
0 

$9
5 

tr
an

si
t s

ub
si

dy
 a

nd
 p

re
-t

ax
 d

ed
uc

tio
n 

fo
r 

re
m

ai
nd

er
 u

p 
to

 $
11

0 
pe

r 
em

pl
oy

ee
 p

er
 m

on
th

. 
S

or
re

nt
o 

V
al

le
y 

A
rr

ow
he

ad
 G

en
er

al
 

In
su

ra
nc

e 
A

ge
nc

y,
 

In
c.

 
36

5 
S

ho
w

er
s 

on
-s

ite
; f

le
xi

bl
e 

w
or

k 
sc

he
du

le
s 

 
C

ar
ls

ba
d 

A
rt

 In
st

itu
te

, T
he

 
25

0 
em

pl
oy

ee
s;

 
20

00
 s

tu
de

nt
s 

P
ar

ki
ng

 s
po

ts
 fo

r 
ca

r-
 o

r 
va

np
oo

l; 
B

ik
e 

to
 W

or
k 

D
ay

 p
it 

st
op

. 
M

is
si

on
 

V
al

le
y 

A
st

er
es

, I
nc

. 
40

 
T

el
ew

or
k;

 p
re

-t
ax

 d
ed

uc
tio

n 
op

tio
n 

fo
r 

tr
an

si
t p

as
se

s.
 

S
or

re
nt

o 
V

al
le

y 

A
sy

m
te

k 
40

5 
R

id
em

at
ch

in
g 

as
si

st
an

ce
; b

ik
e 

ra
ck

s;
 s

ho
w

er
s 

on
-s

ite
; f

le
xi

bl
e 

w
or

k 
sc

he
du

le
s;

 
 B

ik
e 

to
 W

or
k 

D
ay

 p
it 

st
op

. 
C

ar
ls

ba
d 

A
T

A
 E

ng
in

ee
rin

g 
96

 
$5

0 
tr

an
si

t s
ub

si
dy

 a
nd

 $
60

 p
re

-t
ax

 d
ed

uc
tio

n;
 b

ik
e 

ra
ck

s 
&

 s
ho

w
er

s 
on

-s
ite

; f
le

xi
bl

e 
w

or
k 

sc
he

du
le

s.
 

C
ar

m
el

 V
al

le
y 

B
A

E
 S

ys
te

m
s 

3,
00

0 
V

an
po

ol
s;

 p
ar

ki
ng

 s
po

ts
 fo

r 
va

np
oo

le
rs

; f
le

xi
bl

e 
w

or
k 

sc
he

du
le

s;
 te

le
w

or
ki

ng
; b

ik
e 

ra
ck

s 
an

d 
bi

ke
 

st
or

ag
e 

lo
ck

er
s;

 a
m

pl
e 

on
-s

ite
 a

m
en

iti
es

 to
 r

ed
uc

e 
lu

nc
ht

im
e 

ve
hi

cl
e 

tr
ip

s.
 

K
ea

rn
y 

M
es

a 



In
fo

rm
at

io
n 

pr
ov

id
ed

 b
y 

iC
om

m
ut

e,
 th

e 
re

gi
on

al
 tr

an
sp

or
ta

tio
n 

as
si

st
an

ce
 p

ro
gr

am
 o

f t
he

 S
an

 D
ie

go
 A

ss
oc

ia
tio

n 
of

 G
ov

er
nm

en
ts

 (
S

A
N

D
A

G
).

  
F

or
 m

or
e 

in
fo

rm
at

io
n,

 q
ue

st
io

ns
 o

r 
co

rr
ec

tio
ns

, p
le

as
e 

em
ai

l i
co

m
m

ut
e@

sa
nd

ag
.o

rg
 o

r 
ca

ll 
61

9-
69

9-
69

88
. 

U
pd

at
ed

 D
ec

em
be

r 
7th

, 2
00

9.
 

 

   
  C

O
M

P
A

N
Y

 
   

  L
O

C
A

L 
E

M
P

LO
Y

E
E

S
 

   
   

   
   

   
   

   
   

   
   

   
 C

O
M

M
U

T
E

 B
E

N
E

F
IT

 P
R

O
G

R
A

M
S

 
LO

C
A

T
IO

N

B
ar

o
n

a 
R

es
o

rt
 &

 
C

as
in

o
 

1,
10

0 
V

an
po

ol
s;

 fr
ee

 s
hu

ttl
e 

fo
r 

em
pl

oy
ee

s 
an

d 
gu

es
ts

; c
om

m
ut

er
 in

fo
 a

va
ila

bl
e;

 $
10

0 
va

np
oo

l s
ub

si
dy

 p
er

 
va

n;
 fl

ex
ib

le
 w

or
k 

sc
he

du
le

s;
 c

om
m

ut
er

 in
fo

rm
at

io
n 

fo
r 

ne
w

 h
ire

s.
 

La
ke

si
de

 

B
D

 B
io

sc
ie

n
ce

s 
P

h
ar

m
in

g
en

 
45

0 
$4

0 
ca

sh
 in

ce
nt

iv
e 

fo
r 

tw
o 

pe
rs

on
 c

ar
po

ol
; $

65
 c

as
h 

in
ce

nt
iv

e 
fo

r 
th

re
e-

em
pl

oy
ee

 c
ar

po
ol

; $
65

 s
ub

si
dy

 
fo

r 
tr

an
si

t p
as

se
s 

or
 v

an
po

ol
; f

le
xi

bl
e 

w
or

k 
ho

ur
s;

 b
ik

e 
an

d 
w

al
k-

to
-w

or
k 

in
ce

nt
iv

es
; i

nt
ra

ne
t s

ite
 fo

r 
co

m
m

ut
er

 in
fo

rm
at

io
n;

 b
ik

e 
lo

ck
er

s;
 fl

ex
ib

le
 a

nd
 te

le
w

or
k 

sc
he

du
le

s.
 

S
or

re
nt

o 
V

al
le

y 

B
ec

ht
el

 N
at

io
na

l, 
In

c.
 

55
 

P
re

-t
ax

 d
ed

uc
tio

n 
fo

r 
C

O
A

S
T

E
R

, T
ro

lle
y 

an
d 

bu
s 

pa
ss

es
. 

D
ow

nt
ow

n 

B
es

t 
B

es
t 

&
 K

ri
eg

er
 

L
L

P
 

46
 

10
0%

 s
ub

si
dy

 fo
r 

T
ro

lle
y,

 b
us

 o
r 

C
O

A
S

T
E

R
 p

as
se

s.
 

D
ow

nt
ow

n 

B
io

ce
pt

, I
nc

. 
75

 
F

re
e 

m
on

th
ly

 C
O

A
S

T
E

R
 p

as
se

s;
 o

n-
si

te
 a

m
en

iti
es

 (
sh

ow
er

s)
 a

va
ila

bl
e.

 
S

or
re

nt
o 

V
al

le
y 

B
io

g
en

 Id
ec

, I
n

c.
 

35
0 

$1
10

 s
ub

si
dy

 fo
r 

C
O

A
S

T
E

R
 p

as
se

s;
 c

om
pa

ny
 s

po
ns

or
ed

 C
O

A
S

T
E

R
 s

hu
ttl

e 
to

 N
ob

el
 c

am
pu

se
s;

 
fle

xi
bl

e 
w

or
k 

ho
ur

s;
 o

n-
si

te
 a

m
en

iti
es

; p
ro

vi
de

 r
id

es
ha

re
 in

fo
rm

at
io

n 
on

 c
om

pa
ny

 in
tr

an
et

; b
ik

e 
lo

ck
er

s.
S

or
re

nt
o 

V
al

le
y 

B
io

Le
ge

nd
, I

nc
. 

72
 

S
ho

w
er

s 
on

-s
ite

; f
le

xi
bl

e 
w

or
k 

sc
he

du
le

s 
S

or
re

nt
o 

V
al

le
y 

B
io

si
te

 
1,

20
0 

$5
0 

su
bs

id
y 

fo
r 

tr
an

si
t o

r 
va

np
oo

l a
nd

 p
re

-t
ax

 d
ed

uc
tio

n 
fo

r 
re

m
ai

nd
er

 u
p 

to
 $

55
 p

er
 e

m
pl

oy
ee

 p
er

 
m

on
th

. F
le

xi
bl

e 
w

or
k 

ho
ur

s;
 tr

an
sp

or
ta

tio
n 

in
fo

 p
ro

vi
de

d 
du

rin
g 

or
ie

nt
at

io
n 

an
d 

on
 in

tr
an

et
;b

ik
e 

lo
ck

er
s 

&
 r

ac
ks

; c
om

pa
ny

 s
po

ns
or

ed
 s

hu
ttl

e 
se

rv
ic

e;
 in

ce
nt

iv
es

 fo
r 

bi
ki

ng
 to

 w
or

k 
da

y.
 

S
or

re
nt

o 
V

al
le

y 

B
ur

nh
am

 R
ea

l E
st

at
e 

16
0 

F
re

e 
tr

an
si

t p
as

se
s,

 fl
ex

ib
le

 w
or

k 
ho

ur
s,

 b
ik

e 
ra

ck
s,

 d
is

co
un

te
d 

pa
rk

in
g 

fo
r 

ca
rp

oo
ls

. 
S

or
re

nt
o 

V
al

le
y 

C
al

if
o

rn
ia

 B
an

k 
&

 
T

ru
st

 
2,

00
0 

60
%

 o
f t

ra
ns

it 
ex

pe
ns

es
 s

ub
si

di
ze

d 
up

 to
 $

10
5 

pe
r 

m
on

th
; p

re
-t

ax
 d

ed
uc

tio
n;

 c
om

m
ut

er
 in

fo
 a

va
ila

bl
e;

 
bi

ke
 r

ac
ks

; i
nt

ra
ne

t s
ite

 fo
r 

co
m

m
ut

er
 in

fo
rm

at
io

n.
 

T
or

re
y 

P
in

es
 

C
al

 S
ta

te
 S

an
 

M
ar

co
s 

1,
48

0 
st

af
f 

7,
10

0 
st

ud
en

ts
 

Lu
nc

h 
sh

ut
tle

; f
re

e 
pa

rk
in

g 
fo

r 
ca

rp
oo

le
rs

, v
an

po
ol

er
s,

 m
on

th
ly

 tr
an

si
t p

as
s 

pu
rc

ha
se

rs
, a

nd
 c

om
m

itt
ed

 
cy

cl
is

ts
; d

is
co

un
te

d 
tr

an
si

t p
as

s 
fo

r 
st

ud
en

ts
; t

an
si

t p
as

se
s 

so
ld

 o
n-

si
te

; c
om

m
ut

er
 n

ew
sl

et
te

r;
 B

ik
e 

to
 

W
or

k 
D

ay
 p

it 
st

op
 a

nd
 B

ik
e 

to
 W

or
k 

W
ee

k 
ev

en
t; 

bi
ke

 lo
ck

er
 r

en
ta

ls
; t

el
ew

or
k 

an
d 

fle
xi

bl
e 

sc
he

du
le

s;
 

rid
es

ha
re

 e
ve

nt
s 

S
an

 M
ar

co
s 

C
al

la
w

ay
 G

o
lf

 
2,

50
0 

V
an

po
ol

s;
 fr

ee
 s

hu
ttl

e 
to

/fr
om

 S
P

R
IN

T
E

R
 s

ta
tio

n;
 v

an
po

ol
 s

ub
si

dy
; p

ar
tia

lly
 s

ub
si

di
ze

d 
N

C
T

D
 b

us
 

pa
ss

es
 s

ol
d 

on
 s

ite
; o

n-
si

te
 a

m
en

iti
es

 in
cl

ud
in

g:
 s

ho
w

er
s,

 c
af

et
er

ia
s,

 c
om

pa
ny

 s
to

re
, b

ik
e 

ra
ck

s,
 a

nd
 

co
nc

ie
rg

e 
se

rv
ic

e;
 s

up
pl

em
en

ta
l G

ua
ra

nt
ee

d-
R

id
e-

H
om

e 
pr

og
ra

m
 to

 iC
om

m
ut

e’
s 

pr
og

ra
m

. 
C

ar
ls

ba
d 

C
al

T
ra

n
s 

1,
40

0 
V

an
po

ol
s;

 $
48

 s
ub

si
dy

 fo
r 

tr
an

si
t p

as
se

s;
 p

re
-t

ax
 d

ed
uc

tio
n;

 p
ar

ki
ng

 fo
r 

ca
r-

 o
r 

va
np

oo
l; 

rid
em

at
ch

in
g 

as
si

st
an

ce
; b

ik
e 

ra
ck

s;
 s

ho
w

er
s 

on
-s

ite
; f

le
xi

bl
e 

w
or

k 
sc

he
du

le
s;

 B
ik

e 
to

 W
or

k 
D

ay
 p

it 
st

op
. 

O
ld

 T
ow

n 

C
ar

di
na

l H
ea

lth
 

1,
60

0 
V

an
po

ol
s;

 p
re

-t
ax

 d
ed

uc
tio

n 
of

 u
p 

to
 $

11
0;

 fl
ex

ib
le

 w
or

k 
ho

ur
s;

 o
n-

si
te

 a
m

en
iti

es
; t

ra
ns

po
rt

at
io

n 
in

fo
 

du
rin

g 
or

ie
nt

at
io

n 
an

d 
on

 in
tr

an
et

; b
ik

e 
ra

ck
s;

 c
om

pa
ny

 s
po

ns
or

ed
 s

hu
ttl

e 
se

rv
ic

e;
 r

id
es

ha
re

 in
ce

nt
iv

es
 

pr
og

ra
m

.  
T

or
re

y 
P

in
es

 



In
fo

rm
at

io
n 

pr
ov

id
ed

 b
y 

iC
om

m
ut

e,
 th

e 
re

gi
on

al
 tr

an
sp

or
ta

tio
n 

as
si

st
an

ce
 p

ro
gr

am
 o

f t
he

 S
an

 D
ie

go
 A

ss
oc

ia
tio

n 
of

 G
ov

er
nm

en
ts

 (
S

A
N

D
A

G
).

  
F

or
 m

or
e 

in
fo

rm
at

io
n,

 q
ue

st
io

ns
 o

r 
co

rr
ec

tio
ns

, p
le

as
e 

em
ai

l i
co

m
m

ut
e@

sa
nd

ag
.o

rg
 o

r 
ca

ll 
61

9-
69

9-
69

88
. 

U
pd

at
ed

 D
ec

em
be

r 
7th

, 2
00

9.
 

 

   
  C

O
M

P
A

N
Y

 
   

  L
O

C
A

L 
E

M
P

LO
Y

E
E

S
 

   
   

   
   

   
   

   
   

   
   

   
 C

O
M

M
U

T
E

 B
E

N
E

F
IT

 P
R

O
G

R
A

M
S

 
LO

C
A

T
IO

N

C
at

al
ys

t 
A

d
va

n
ce

m
en

t 
L

L
C

 
5 

T
el

ew
or

k 
an

d 
fle

xi
bl

e 
w

or
k 

sc
he

du
le

s;
 c

ar
po

ol
in

g 
to

 b
us

in
es

s 
m

ee
tin

gs
. 

M
ira

m
ar

 

C
en

tr
e 

C
ity

 
D

ev
el

op
m

en
t 

C
or

po
ra

tio
n 

42
 

90
%

 s
ub

si
dy

 o
n 

tr
an

si
t p

as
se

s;
 s

ub
si

di
ze

d 
pa

rk
in

g 
fo

r 
qu

al
ifi

ed
 e

m
pl

oy
ee

s.
 

D
ow

nt
ow

n 

C
IC

 R
es

ea
rc

h 
80

 
10

0%
 b

us
s 

pa
ss

 s
ub

si
dy

; f
le

xi
bl

e 
w

or
k 

sc
he

du
le

s.
   

Li
nd

a 
V

is
ta

 

C
ity

 C
he

vr
ol

et
 

15
2 

G
ua

ra
nt

ee
d 

R
id

e 
H

om
e;

 fl
ex

ib
le

 w
or

k 
sc

he
du

le
s 

B
ay

 P
ar

k 

C
ity

 o
f C

ar
ls

ba
d 

1,
20

0 
B

ik
e 

ra
ck

s;
 s

ho
w

er
s 

on
-s

ite
; f

le
xi

bl
e 

w
or

k 
sc

he
du

le
s 

C
ar

ls
ba

d 

C
it

y 
o

f 
C

h
u

la
 V

is
ta

 
1,

00
0 

B
ik

e 
ra

ck
s;

 b
ik

e 
lo

ck
er

s;
 s

ho
w

er
s 

on
-s

ite
; t

el
ew

or
ki

ng
; f

le
xi

bl
e 

w
or

k 
sc

he
du

le
s.

 
C

hu
la

 V
is

ta
 

C
ity

 o
f C

or
on

ad
o 

22
5 

S
hu

ttl
e;

 b
ik

e 
ra

ck
s;

 s
ho

w
er

s 
on

-s
ite

; f
le

xi
bl

e 
w

or
k 

sc
he

du
le

s 
C

or
on

ad
o 

C
ity

 o
f D

el
 M

ar
 

13
6 

B
ik

e 
ra

ck
s;

 s
ho

w
er

s 
on

-s
ite

; f
le

xi
bl

e 
w

or
k 

sc
he

du
le

s.
 

D
el

 M
ar

 

C
ity

 o
f E

l C
aj

on
 

50
 

B
ik

e 
ra

ck
s;

 s
ho

w
er

s 
on

-s
ite

; f
le

xi
bl

e 
w

or
k 

sc
he

du
le

s;
 B

ik
e 

to
 W

or
k 

D
ay

 p
it 

st
op

. 
E

l C
aj

on
 

C
ity

 o
f E

nc
in

ita
s 

24
8 

B
ik

e 
ra

ck
s;

 s
ho

w
er

s 
on

-s
ite

; t
el

ew
or

ki
ng

; f
le

xi
bl

e 
w

or
k 

sc
he

du
le

s;
 5

0%
 tr

an
si

t s
ub

si
dy

. 
E

nc
in

ita
s 

C
ity

 o
f E

sc
on

di
do

 
1,

22
0 

S
ub

si
di

ze
d 

tr
an

si
t p

as
se

s;
 p

ar
ki

ng
 s

po
ts

 fo
r 

ca
r-

 o
r 

va
np

oo
l; 

bi
ke

 r
ac

ks
; s

ho
w

er
s 

on
-s

ite
; t

el
ew

or
ki

ng
; 

fle
xi

bl
e 

w
or

k 
sc

he
du

le
s.

 
E

sc
on

di
do

 

C
ity

 o
f I

m
pe

ria
l B

ea
ch

 
17

1 
B

ik
e 

ra
ck

s;
 fl

ex
ib

le
 w

or
k 

sc
he

du
le

s.
 

Im
pe

ria
l 

B
ea

ch
 

C
ity

 o
f L

a 
M

es
a 

25
0 

B
ik

e 
ra

ck
s;

 fl
ex

ib
le

 w
or

k 
sc

he
du

le
s.

 
La

 M
es

a 

C
ity

 o
f N

at
io

na
l C

ity
 

50
0 

F
le

xi
bl

e 
w

or
k 

sc
he

du
le

s 
N

at
io

na
l C

ity
 

C
ity

 o
f O

ce
an

si
de

 
97

5 
C

om
m

ut
er

 in
fo

 a
va

ila
bl

e;
 p

re
-t

ax
 d

ed
uc

tio
n;

 p
ar

ki
ng

 s
po

ts
 fo

r 
ca

r-
 o

r 
va

np
oo

l; 
bi

ke
 lo

ck
er

s;
 s

ho
w

er
s 

on
-

si
te

; f
le

xi
bl

e 
w

or
k 

sc
he

du
le

s 
O

ce
an

si
de

 



In
fo

rm
at

io
n 

pr
ov

id
ed

 b
y 

iC
om

m
ut

e,
 th

e 
re

gi
on

al
 tr

an
sp

or
ta

tio
n 

as
si

st
an

ce
 p

ro
gr

am
 o

f t
he

 S
an

 D
ie

go
 A

ss
oc

ia
tio

n 
of

 G
ov

er
nm

en
ts

 (
S

A
N

D
A

G
).

  
F

or
 m

or
e 

in
fo

rm
at

io
n,

 q
ue

st
io

ns
 o

r 
co

rr
ec

tio
ns

, p
le

as
e 

em
ai

l i
co

m
m

ut
e@

sa
nd

ag
.o

rg
 o

r 
ca

ll 
61

9-
69

9-
69

88
. 

U
pd

at
ed

 D
ec

em
be

r 
7th

, 2
00

9.
 

 

   
  C

O
M

P
A

N
Y

 
   

  L
O

C
A

L 
E

M
P

LO
Y

E
E

S
 

   
   

   
   

   
   

   
   

   
   

   
 C

O
M

M
U

T
E

 B
E

N
E

F
IT

 P
R

O
G

R
A

M
S

 
LO

C
A

T
IO

N

C
ity

 o
f P

ow
ay

 
25

0 
B

ik
e 

ra
ck

s;
 s

ho
w

er
s 

on
-s

ite
; t

el
ew

or
ki

ng
; f

le
xi

bl
e 

w
or

k 
sc

he
du

le
s 

P
ow

ay
 

C
it

y 
o

f 
S

an
 D

ie
g

o
 

18
,9

00
 

V
an

po
ol

s;
 $

75
 s

ub
si

dy
 to

w
ar

d 
tr

an
si

t p
as

se
s;

 v
an

po
ol

 s
ub

si
dy

; b
ik

e 
lo

ck
er

s;
 te

le
w

or
ki

ng
; f

le
xi

bl
e 

w
or

k 
sc

he
du

le
s.

 
D

ow
nt

ow
n 

C
ity

 o
f S

an
 M

ar
co

s 
25

0 
R

id
em

at
ch

in
g 

as
si

st
an

ce
; s

ho
w

er
s 

on
-s

ite
 

S
an

 M
ar

co
s 

C
ity

 o
f S

an
te

e 
12

5 
S

ho
w

er
s 

on
-s

ite
; t

el
ew

or
ki

ng
; f

le
xi

bl
e 

w
or

k 
sc

he
du

le
s.

 
S

an
te

e 

C
it

y 
o

f 
S

o
la

n
a 

B
ea

ch
 

65
 

C
om

m
ut

er
 in

fo
rm

at
io

n 
av

ai
la

bl
e;

 $
80

 s
ub

si
dy

 fo
r 

tr
an

si
t p

as
se

s 
&

 v
an

po
ol

 le
as

e;
 $

80
 c

as
h 

in
ce

nt
iv

e 
fo

r
w

al
ki

ng
, b

ik
in

g,
 o

r 
ca

rp
oo

lin
g;

 b
ik

e 
ra

ck
s;

 fl
ex

ib
le

 w
or

k 
sc

he
du

le
s;

 B
ik

e 
to

 W
or

k 
D

ay
 p

it 
st

op
. 

S
ol

an
a 

B
ea

ch
 

C
ity

 o
f V

is
ta

 
32

0 
B

ik
e 

ra
ck

s;
 fl

ex
ib

le
 w

or
k 

sc
he

du
le

s.
 

V
is

ta
 

C
om

pu
te

r 
S

ci
en

ce
s 

C
or

po
ra

tio
n 

(C
S

C
) 

20
0 

G
ro

ce
ry

 g
ift

 c
er

tif
ic

at
es

 b
as

ed
 o

n 
to

ta
l n

um
be

r 
of

 v
an

po
ol

 d
ay

s 
pe

r 
qu

ar
te

r 
($

45
 fo

r 
45

 p
lu

s 
da

ys
 / 

$1
5 

fo
r 

20
-4

4 
da

ys
).

 C
om

pa
ny

 G
ua

ra
nt

ee
d 

R
id

e 
H

om
e 

pr
og

ra
m

 fo
r 

un
sc

he
du

le
d 

ov
er

tim
e.

 
Li

nd
a 

V
is

ta
 

C
on

tin
en

ta
l D

at
a 

G
ra

ph
ic

s 
45

0 
$1

15
 s

ub
si

dy
 fo

r 
ca

rp
oo

l a
nd

 tr
an

si
t; 

fle
xi

bl
e 

w
or

k 
ho

ur
s;

 p
ar

ki
ng

 s
po

ts
 fo

r 
ca

rp
oo

ls
. 

M
ira

 M
es

a 

C
ou

nt
y 

of
 S

an
 D

ie
go

 
17

,0
00

 
V

an
po

ol
s;

 c
om

m
ut

er
 in

fo
rm

at
io

n 
av

ai
la

bl
e;

 $
60

 tr
an

si
t s

ub
si

dy
; b

ik
e 

ra
ck

s 
an

d 
bi

ke
 lo

ck
er

s;
 s

ho
w

er
s 

on
-s

ite
; t

el
ew

or
ki

ng
; f

le
xi

bl
e 

w
or

k 
sc

he
du

le
s.

 
D

ow
nt

ow
n 

C
o

x 
C

o
m

m
u

n
ic

at
io

n
s 

2,
20

0 
V

an
po

ol
s;

 te
le

w
or

k 
P

ro
gr

am
 -

 e
m

pl
oy

ee
s 

ar
e 

su
pp

lie
d 

w
ith

 o
ffi

ce
 e

qu
ip

m
en

t a
nd

 h
ig

h-
sp

ee
d 

in
te

rn
et

 
ac

ce
ss

; b
ik

e 
lo

ck
er

s;
 s

ho
w

er
s 

on
-s

ite
; p

re
-t

ax
 d

ed
uc

tio
n 

fo
r 

va
np

oo
ls

; r
id

em
at

ch
in

g 
as

si
st

an
ce

; 
rid

es
ha

re
 e

ve
nt

s.
 

V
ar

io
us

 

C
ub

ic
 

1,
00

0 
P

re
-t

ax
 o

pt
io

n 
fo

r 
tr

an
si

t a
nd

 v
an

po
ol

 
K

ea
rn

y 
M

es
a 

D
at

aQ
ui

ck
 

In
fo

rm
at

io
ns

 S
ys

te
m

s 
93

 
F

ul
l &

 P
ar

t-
tim

e 
T

el
ew

or
k 

op
tio

n,
 b

ik
e 

ra
ck

s 
&

 tr
an

sp
or

ta
tio

n 
in

fo
rm

at
io

n 
pr

ov
id

ed
 o

n 
co

m
pa

ny
 in

tr
an

et
; 

sh
ow

er
s 

on
-s

ite
. 

S
or

re
nt

o 
V

al
le

y 

D
el

o
it

te
 &

 T
o

u
ch

e 
19

5 
F

le
xi

bl
e 

w
or

k 
ho

ur
s;

 T
el

ew
or

k 
op

tio
n;

 P
re

-t
ax

 d
ed

uc
tio

n 
fo

r 
tr

an
si

t a
nd

 v
an

po
ol

.  
D

ow
nt

ow
n 

D
ee

pS
ea

 P
ow

er
 &

 
Li

gh
t 

33
 

S
ho

w
er

s 
on

-s
ite

; f
le

xi
bl

e 
w

or
k 

sc
he

du
le

s.
 

M
ira

 M
es

a 

D
ep

ut
y 

S
he

rif
f 

A
ss

oc
ia

tio
n 

7 
S

ho
w

er
s 

on
-s

ite
; t

el
ew

or
ki

ng
. 

P
ow

ay
 

D
JO

, L
LC

 
50

5 
R

id
em

at
ch

in
g 

as
si

st
an

ce
; b

ik
e 

ra
ck

s;
 s

ho
w

er
s 

on
-s

ite
; f

le
xi

bl
e 

w
or

k 
sc

he
du

le
s.

 
V

is
ta

 

D
ow

nt
ow

n 
S

an
 D

ie
go

 
P

ar
tn

er
sh

ip
 

51
 

D
is

co
un

te
d 

bu
s 

an
d 

tr
ol

le
y 

pa
ss

es
. 

D
ow

nt
ow

n 



In
fo

rm
at

io
n 

pr
ov

id
ed

 b
y 

iC
om

m
ut

e,
 th

e 
re

gi
on

al
 tr

an
sp

or
ta

tio
n 

as
si

st
an

ce
 p

ro
gr

am
 o

f t
he

 S
an

 D
ie

go
 A

ss
oc

ia
tio

n 
of

 G
ov

er
nm

en
ts

 (
S

A
N

D
A

G
).

  
F

or
 m

or
e 

in
fo

rm
at

io
n,

 q
ue

st
io

ns
 o

r 
co

rr
ec

tio
ns

, p
le

as
e 

em
ai

l i
co

m
m

ut
e@

sa
nd

ag
.o

rg
 o

r 
ca

ll 
61

9-
69

9-
69

88
. 

U
pd

at
ed

 D
ec

em
be

r 
7th

, 2
00

9.
 

 

   
  C

O
M

P
A

N
Y

 
   

  L
O

C
A

L 
E

M
P

LO
Y

E
E

S
 

   
   

   
   

   
   

   
   

   
   

   
 C

O
M

M
U

T
E

 B
E

N
E

F
IT

 P
R

O
G

R
A

M
S

 
LO

C
A

T
IO

N

E
D

A
W

, I
n

c 
(A

E
C

O
M

) 
10

0 
T

ra
ns

it-
eq

ui
va

le
nt

 s
ub

si
dy

 fo
r 

tr
an

si
t u

se
rs

, b
ik

er
s,

 w
al

ke
rs

 a
nd

 c
ar

- 
an

d 
va

np
oo

le
rs

; o
n-

si
te

 b
ik

e 
lo

ck
er

s 
an

d 
sh

ow
er

s;
 r

id
es

ha
re

 e
ve

nt
s;

 B
ik

e 
to

 W
or

k 
D

ay
 p

it 
st

op
. 

D
ow

nt
ow

n 

E
M

C
 C

or
p.

 
65

 
P

ar
t-

tim
e 

te
le

w
or

k 
op

tio
n;

 fl
ex

ib
le

 w
or

k 
ho

ur
s.

 
S

or
re

nt
o 

V
al

le
y 

F
ai

rf
ie

ld
 R

es
id

en
tia

l, 
LL

C
 

30
0 

B
ik

e 
ra

ck
s;

 s
ho

w
er

s 
on

-s
ite

; f
le

xi
bl

e 
w

or
k 

sc
he

du
le

s 
S

or
re

nt
o 

V
al

le
y 

F
av

ril
le

 
15

0 
P

re
-t

ax
 p

ay
ro

ll 
op

tio
n 

fo
r 

tr
an

si
t p

as
se

s 
an

d 
va

np
oo

l v
ou

ch
er

s.
 

S
or

re
nt

o 
V

al
le

y 

F
ol

ey
 &

 L
ar

dn
er

 
11

0 
P

ar
ki

ng
 c

as
h 

ou
t o

pt
io

n 
at

 $
12

1 
pe

r 
m

on
th

; p
re

-t
ax

 d
ed

uc
tio

n.
 

D
ow

nt
ow

n 

G
E

IC
O

 
1,

90
0 

V
an

po
ol

s;
 r

id
es

ha
re

 e
ve

nt
s;

 in
tr

an
et

 s
ite

 fo
r 

co
m

m
ut

er
 in

fo
rm

at
io

n;
 r

id
es

ha
re

 e
ve

nt
s.

 
P

ow
ay

 

G
E

R
S

 R
et

ai
l S

ys
te

m
s 

20
0 

P
re

-t
ax

 d
ed

uc
tio

n 
tr

an
si

t o
r 

va
np

oo
l; 

fle
xi

bl
e 

w
or

k 
ho

ur
s;

 te
le

w
or

k,
 o

n-
si

te
 s

ho
w

er
s;

 c
af

et
er

ia
. 

S
or

re
nt

o 
V

al
le

y 

G
en

en
te

ch
 

50
0 

V
an

po
ol

s;
 tr

an
si

t s
ub

si
dy

 u
p 

to
 $

11
5;

 p
re

-t
ax

 d
ed

uc
tio

n;
 fr

ee
 C

O
A

S
T

E
R

 a
nd

 S
P

R
IN

T
E

R
 s

hu
ttl

e 
se

rv
ic

e;
 $

50
 v

an
po

ol
 s

ub
si

dy
; c

om
pa

ny
-s

po
ns

or
ed

 r
id

em
at

ch
in

g;
 in

tr
an

et
 s

ite
 fo

r 
co

m
m

ut
er

 in
fo

rm
at

io
n;

rid
es

ha
re

 e
ve

nt
s.

 
O

ce
an

si
de

 

G
en

-P
ro

be
 

85
0 

V
an

po
ol

s;
 p

re
-t

ax
 d

ed
uc

tio
n 

up
 to

 $
11

0 
pe

r 
m

on
th

, i
nt

ra
ne

t s
ite

 fo
r 

co
m

m
ut

er
 in

fo
rm

at
io

n 
S

or
re

nt
o 

V
al

le
y 

G
o

ld
en

 A
co

rn
 

C
as

in
o

 
40

0 
V

an
po

ol
s;

 p
re

-t
ax

 o
pt

io
n 

fo
r 

va
np

oo
le

rs
; c

om
m

ut
er

 in
fo

rm
at

io
n 

fo
r 

ne
w

 h
ire

s.
 

C
am

po
 

G
ol

de
n 

E
ag

le
 

In
su

ra
nc

e 
50

0 
$8

0 
T

ra
ns

it 
su

bs
id

y;
 p

ar
ki

ng
 s

po
t f

or
 c

ar
po

ol
s;

 c
ou

rt
es

y 
on

e-
da

y 
em

er
ge

nc
y 

pa
rk

in
g 

pa
ss

 c
ar

po
ol

er
s.

D
ow

nt
ow

n 

G
oo

dr
ic

h 
A

er
os

tr
uc

tu
re

s 
2,

20
0 

V
an

po
ol

s;
 p

ar
ki

ng
 s

po
ts

 fo
r 

ca
rp

oo
ls

; d
is

co
un

te
d 

tr
an

si
t p

as
se

s.
 

C
hu

la
 V

is
ta

 

H
am

ilt
on

 S
un

ds
tr

an
d 

76
0 

V
an

po
ol

s;
 p

ar
ki

ng
 s

po
ts

 fo
r 

ca
r-

 o
r 

va
np

oo
l; 

bi
ke

 r
ac

ks
; s

ho
w

er
s 

on
-s

ite
; t

el
ew

or
ki

ng
; f

le
xi

bl
e 

w
or

k 
sc

he
du

le
s;

 r
id

es
ha

re
 e

ve
nt

s.
 

M
ira

 M
es

a 

H
o

te
l D

el
 C

o
ro

n
ad

o
 

1,
35

0 
B

ik
e 

pu
rc

ha
se

 a
nd

 a
ss

oc
ia

te
 u

se
 p

ro
gr

am
 fo

r 
fu

ll-
tim

e 
cy

cl
is

ts
; b

us
 p

as
se

s 
w

ith
 $

8 
su

bs
id

y 
so

ld
 o

n-
si

te
; 

rid
e 

m
at

ch
in

g 
as

si
st

an
ce

; b
ik

e 
ra

ck
s;

 te
le

w
or

ki
ng

; f
le

xi
bl

e 
w

or
k 

sc
he

du
le

s;
 5

0%
 tr

an
si

t s
ub

si
dy

 
C

or
on

ad
o 

H
ou

se
ho

ld
 

A
ut

om
ot

iv
e 

F
in

an
ce

 
1,

50
0 

S
ub

si
di

ze
d 

va
np

oo
ls

; p
ar

ki
ng

 s
po

ts
 fo

r 
ca

r-
 o

r 
va

np
oo

ls
. 

T
or

re
y 

P
in

es
 



In
fo

rm
at

io
n 

pr
ov

id
ed

 b
y 

iC
om

m
ut

e,
 th

e 
re

gi
on

al
 tr

an
sp

or
ta

tio
n 

as
si

st
an

ce
 p

ro
gr

am
 o

f t
he

 S
an

 D
ie

go
 A

ss
oc

ia
tio

n 
of

 G
ov

er
nm

en
ts

 (
S

A
N

D
A

G
).

  
F

or
 m

or
e 

in
fo

rm
at

io
n,

 q
ue

st
io

ns
 o

r 
co

rr
ec

tio
ns

, p
le

as
e 

em
ai

l i
co

m
m

ut
e@

sa
nd

ag
.o

rg
 o

r 
ca

ll 
61

9-
69

9-
69

88
. 

U
pd

at
ed

 D
ec

em
be

r 
7th

, 2
00

9.
 

 

   
  C

O
M

P
A

N
Y

 
   

  L
O

C
A

L 
E

M
P

LO
Y

E
E

S
 

   
   

   
   

   
   

   
   

   
   

   
 C

O
M

M
U

T
E

 B
E

N
E

F
IT

 P
R

O
G

R
A

M
S

 
LO

C
A

T
IO

N

H
ya

tt 
R

eg
en

cy
,  

   
  

La
 J

ol
la

 
N

ot
 a

va
ila

bl
e 

P
re

-t
ax

 o
pt

io
n 

fo
r 

tr
an

si
t u

p 
to

 $
60

, t
ra

ns
it 

pa
ss

es
 s

ol
d 

on
si

te
, b

ik
e 

ra
ck

s 
an

d 
on

-s
ite

 a
m

en
iti

es
 

(s
ho

w
er

s 
&

 c
af

et
er

ia
).

 
La

 J
ol

la
 

H
yd

ra
na

ut
ic

s 
50

0 
V

an
po

ol
 s

ub
si

dy
; p

re
-t

ax
 d

ed
uc

tio
n;

 b
ik

e 
ra

ck
s;

 s
ho

w
er

s 
on

-s
ite

; $
11

0 
tr

an
si

t s
ub

si
dy

. 
O

ce
an

si
de

 

In
tu

it
 

1,
20

0 

V
an

po
ol

s;
 c

om
pa

ny
-s

po
ns

or
ed

 r
id

em
at

ch
in

g;
 in

tr
an

et
 s

ite
 fo

r 
co

m
m

ut
er

 in
fo

rm
at

io
n;

 r
id

es
ha

re
 e

ve
nt

s.
; 

su
pp

le
m

en
ta

l G
ua

ra
nt

ee
d 

R
id

e 
H

om
e 

in
 a

dd
iti

on
 to

 iC
om

m
ut

e’
s;

 C
om

m
ut

er
 C

lu
b 

m
on

th
ly

 p
riz

e 
dr

aw
in

gs
, $

50
 p

er
 m

on
th

 tr
an

si
t &

 v
an

po
ol

 s
ub

si
dy

 a
nd

 c
om

pa
ny

 s
po

ns
or

ed
 s

hu
ttl

e 
be

tw
ee

n 
S

or
re

nt
o 

V
al

le
y 

tr
ai

n 
st

at
io

n 
an

d 
w

or
ks

ite
. 

R
an

ch
o 

P
en

as
qu

ito
s 

In
vi

tr
og

en
 

75
0 

U
p 

to
 $

11
0/

m
on

th
 s

ub
si

dy
 fo

r 
C

O
A

S
T

E
R

 r
id

er
s 

 
C

ar
ls

ba
d 

Ja
ck

 in
 th

e 
B

ox
 

40
0 

V
an

po
ol

 s
ub

si
dy

; p
ar

ki
ng

 s
po

ts
 fo

r 
ca

r-
 o

r 
va

np
oo

l; 
rid

e 
m

at
ch

in
g 

as
si

st
an

ce
; b

ik
e 

ra
ck

s;
 s

ho
w

er
s 

on
-

si
te

; t
el

ew
or

ki
ng

; f
le

xi
bl

e 
w

or
k 

sc
he

du
le

s;
 r

id
es

ha
re

 e
ve

nt
s;

 B
ik

e 
to

 W
or

k 
D

ay
 p

it 
st

op
. 

K
ea

rn
y 

M
es

a 

Jo
hn

so
n 

&
 J

oh
ns

on
 

N
ot

 a
va

ila
bl

e 
B

ik
e 

ra
ck

s;
 p

ar
ki

ng
 s

po
ts

 fo
r 

ca
r-

 o
r 

va
np

oo
l; 

on
-s

ite
 a

m
en

iti
es

. 
S

or
re

nt
o 

V
al

le
y 

Jo
ne

s 
La

ng
 L

a 
S

al
le

 
75

0 
T

el
ew

or
k;

 fl
ex

ib
le

 w
or

k 
ho

ur
s;

 p
ar

ki
ng

 s
po

ts
 fo

r 
ca

r-
 o

r 
va

np
oo

ls
; c

om
m

ut
er

 in
fo

 a
va

ila
bl

e;
 b

ik
e 

lo
ck

er
s.

La
 J

ol
la

 

D
ow

nt
ow

n 

K
on

tr
on

 
23

0 
P

re
-t

ax
 d

ed
uc

tio
n.

 
S

or
re

nt
o 

V
al

le
y 

K
yo

ce
ra

 W
ir

el
es

s 
2,

40
0 

P
re

-t
ax

 d
ed

uc
tio

n;
 in

tr
an

et
 s

ite
 fo

r 
co

m
m

ut
er

 in
fo

rm
at

io
n;

 c
om

m
ut

er
 in

fo
rm

at
io

n 
fo

r 
ne

w
 h

ire
s;

 
va

np
oo

ls
; o

n-
si

te
 s

ho
w

er
s,

 c
af

et
er

ia
, A

T
M

 a
nd

 d
ry

 c
le

an
in

g 
se

rv
ic

e;
 b

ik
e 

ra
ck

s;
 fl

ex
ib

le
 w

or
k 

ho
ur

s.
 

S
or

re
nt

o 
V

al
le

y 

L-
3 

C
om

m
un

ic
at

io
ns

 
T

el
em

et
ry

-W
es

t 
42

5 
9/

80
 w

or
k 

sc
he

du
le

; f
le

xi
bl

e 
w

or
k 

ho
ur

s;
 p

re
fe

rr
ed

 p
ar

ki
ng

 fo
r 

ca
r-

 o
r 

va
np

oo
ls

; o
n-

si
te

 s
ho

w
er

s,
 b

ik
e 

ra
ck

s 
an

d 
ca

fe
te

ria
. 

M
ira

 M
es

a 

L
a 

C
o

st
a 

G
le

n
 

C
ar

ls
b

ad
 

60
0 

R
id

e 
m

at
ch

in
g 

as
si

st
an

ce
; $

25
 c

as
h 

in
ce

nt
iv

e 
fo

r 
ca

rp
oo

ls
; $

50
 tr

an
si

t s
ub

si
dy

; f
re

e 
sh

ut
tle

s 
fo

r 
re

si
de

nt
s;

 c
om

m
ut

er
 in

fo
rm

at
io

n 
fo

r 
ne

w
 h

ire
s.

 
La

 C
os

ta
 

La
 J

ol
la

 V
ill

ag
e 

P
ro

fe
ss

io
na

l C
en

te
r 

4 
B

ik
e 

ra
ck

s;
 c

as
h 

in
ce

nt
iv

es
; $

10
0 

ra
ffl

e.
 

La
 J

ol
la

 

Li
ga

nd
 

P
ha

rm
ac

eu
tic

al
s 

36
0 

$1
0 

su
bs

id
y 

to
 C

O
A

S
T

E
R

 r
id

er
s;

 p
ar

ki
ng

 s
po

ts
 fo

r 
ca

r-
 o

r 
va

np
oo

ls
; b

ik
e 

ra
ck

s;
 c

om
m

ut
er

 in
fo

 
av

ai
la

bl
e.

 
S

or
re

nt
o 

V
al

le
y 

Lu
ce

, F
or

w
ar

d,
 

H
am

ilt
on

 &
 S

cr
ip

ps
 

LL
P

 
35

0 
V

an
po

ol
s;

 $
10

0 
su

bs
id

y 
fo

r 
bu

s,
 tr

ol
le

y 
or

 C
O

A
S

T
E

R
. 

D
ow

nt
ow

n 

T
or

re
y 

P
in

es
 

M
ai

lb
ox

es
, E

tc
. 

37
5 

R
id

es
ha

re
 e

ve
nt

s;
 p

ar
ki

ng
 s

po
ts

 fo
r 

ca
r-

 o
r 

va
np

oo
l; 

w
ee

kl
y 

pr
iz

e 
dr

aw
in

gs
 fo

r 
ca

rp
oo

ls
; r

id
em

at
ch

in
g 

as
si

st
an

ce
; b

ik
e 

ra
ck

s;
 s

ho
w

er
s 

on
-s

ite
. 

S
or

re
nt

o 
V

al
le

y 

M
ar

iti
m

e 
M

us
eu

m
  

10
2 

B
ik

e 
ra

ck
s;

 s
ho

w
er

s 
on

-s
ite

; f
le

xi
bl

e 
w

or
k 

sc
he

du
le

s.
 

D
ow

nt
ow

n 



In
fo

rm
at

io
n 

pr
ov

id
ed

 b
y 

iC
om

m
ut

e,
 th

e 
re

gi
on

al
 tr

an
sp

or
ta

tio
n 

as
si

st
an

ce
 p

ro
gr

am
 o

f t
he

 S
an

 D
ie

go
 A

ss
oc

ia
tio

n 
of

 G
ov

er
nm

en
ts

 (
S

A
N

D
A

G
).

  
F

or
 m

or
e 

in
fo

rm
at

io
n,

 q
ue

st
io

ns
 o

r 
co

rr
ec

tio
ns

, p
le

as
e 

em
ai

l i
co

m
m

ut
e@

sa
nd

ag
.o

rg
 o

r 
ca

ll 
61

9-
69

9-
69

88
. 

U
pd

at
ed

 D
ec

em
be

r 
7th

, 2
00

9.
 

 

   
  C

O
M

P
A

N
Y

 
   

  L
O

C
A

L 
E

M
P

LO
Y

E
E

S
 

   
   

   
   

   
   

   
   

   
   

   
 C

O
M

M
U

T
E

 B
E

N
E

F
IT

 P
R

O
G

R
A

M
S

 
LO

C
A

T
IO

N

M
ed

im
pa

ct
 

50
0 

C
om

m
ut

er
 in

fo
rm

at
io

n 
av

ai
la

bl
e;

 R
id

es
ha

re
 e

ve
nt

s;
 P

ar
ki

ng
 s

po
ts

 fo
r 

ca
r-

 o
r 

va
np

oo
l; 

R
id

em
at

ch
in

g 
as

si
st

an
ce

; E
m

er
ge

nc
y 

rid
e 

ho
m

e 
(G

R
H

);
 B

ik
e 

ra
ck

s;
 S

ho
w

er
s 

on
-s

ite
; C

as
h 

in
ce

nt
iv

es
; S

pe
ci

al
 

re
co

gn
iti

on
 fo

r 
em

pl
oy

ee
s 

M
ira

m
ar

 

M
ic

ro
co

ns
ta

nt
s 

35
 

$3
0 

su
bs

id
y 

fo
r 

C
O

A
S

T
E

R
 p

as
se

s.
 

S
or

re
nt

o 
V

al
le

y 

M
ira

 C
os

ta
 

C
om

m
un

ity
 C

ol
le

ge
 

D
is

tr
ic

t 
1,

00
0 

B
ik

e 
ra

ck
s;

 fl
ex

ib
le

 w
or

k 
sc

he
du

le
s.

 
O

ce
an

si
de

 

N
A

S
S

C
O

 
3,

50
0 

V
an

po
ol

s;
 p

ar
ki

ng
 s

po
ts

 fo
r 

ca
r-

 o
r 

va
np

oo
ls

; 2
5%

 s
ub

si
dy

 fo
r 

tr
ol

le
y 

tic
ke

ts
 a

nd
 v

an
po

ol
 c

os
ts

; v
an

po
ol

 
ga

s 
pa

id
 fo

r 
by

 c
om

pa
ny

; b
ik

e 
ra

ck
s;

 p
re

-t
ax

 d
ed

uc
tio

n;
 c

om
m

ut
er

 in
fo

 a
va

ila
bl

e.
 

B
ar

rio
 L

og
an

 

N
av

al
 B

as
e 

S
an

 
D

ie
g

o
 

42
-3

5k
 m

ili
ta

ry
; 

7,
00

0 
ci

vi
lia

n 
V

an
po

ol
s;

 T
IP

 p
ro

gr
am

 s
ub

si
di

ze
s 

m
os

t a
ll 

va
np

oo
l a

nd
 tr

an
si

t c
os

ts
. 

S
an

 D
ie

go
 

B
ay

 

N
av

al
 B

as
e 

C
o

ro
n

ad
o

 
36

,0
00

 
V

an
po

ol
s;

 T
IP

 p
ro

gr
am

 s
ub

si
di

ze
s 

m
os

t a
ll 

va
np

oo
l a

nd
 tr

an
si

t c
os

ts
; b

ik
e 

ra
ck

s 
an

d 
sh

ow
er

s 
on

-s
ite

; 
fr

ee
 s

hu
ttl

e 
fr

om
 fe

rr
y.

 
C

or
on

ad
o 

N
B

C
 7

/3
9 

14
2 

F
re

e 
tr

an
si

t p
as

se
s 

an
d 

$2
5 

su
bs

id
y 

fo
r 

ca
rp

oo
le

rs
; s

ec
ur

ed
 b

ik
e 

ra
ck

s;
 c

om
m

ut
e 

op
tio

ns
 in

 n
ew

 h
ire

 
pa

ck
et

s;
 in

tr
an

et
 s

ite
 fo

r 
co

m
m

ut
er

 in
fo

rm
at

io
n.

 
D

ow
nt

ow
n 

N
or

th
ro

p 
G

ru
m

m
an

 
1,

00
0 

V
an

po
ol

s;
 p

re
-t

ax
 d

ed
uc

tio
n 

fo
r 

va
np

oo
ls

; 9
/8

0 
w

or
k 

sc
he

du
le

 (
ev

er
y 

ot
he

r 
F

rid
ay

 o
ff)

; p
ar

ki
ng

 s
po

ts
 fo

r 
ca

r-
 o

r 
va

np
oo

ls
; b

ik
e 

lo
ck

er
s;

 b
ik

e 
ra

ck
s;

 c
om

m
ut

er
 in

fo
 a

va
ila

bl
e.

 
R

an
ch

o 
B

er
na

rd
o 

N
o

rt
h

w
es

te
rn

 
M

u
tu

al
 F

in
an

ci
al

 
N

et
w

o
rk

 
32

 
F

re
e 

bu
s,

 T
ro

lle
y 

or
 C

O
A

S
T

E
R

 p
as

se
s 

fo
r 

qu
al

ifi
ed

 e
m

pl
oy

ee
s;

 s
ub

si
di

ze
d 

pa
rk

in
g;

 b
ik

e 
ra

ck
s.

 
D

ow
nt

ow
n 

P
al

om
ar

 P
om

er
ad

o 
H

ea
lth

 
3,

00
0 

V
an

po
ol

 g
iv

en
 $

10
0 

a 
m

on
th

 fo
r 

ga
s,

 P
re

-t
ax

 o
pt

io
ns

 a
nd

 p
ar

ki
ng

 s
po

ts
 fo

r 
va

np
oo

l; 
rid

es
ha

re
 e

ve
nt

s.
E

sc
on

di
do

 

P
ar

so
ns

 B
rin

ck
er

ho
ff 

50
 

C
om

m
ut

er
 in

fo
 a

va
ila

bl
e;

 r
id

es
ha

re
 e

ve
nt

s;
 r

id
em

at
ch

in
g 

as
si

st
an

ce
. 

D
ow

nt
ow

n 

P
et

co
 

70
0 

P
ar

ki
ng

 s
po

ts
 fo

r 
ca

r-
 o

r 
va

np
oo

ls
, o

ns
ite

 a
m

en
iti

es
. 

S
or

re
nt

o 
V

al
le

y 

P
ill

sb
u

ry
 W

in
th

ro
p

 
L

L
P

 
10

0 
F

ul
ly

 s
ub

si
di

ze
d 

C
O

A
S

T
E

R
, b

us
 a

nd
 T

ro
lle

y 
pa

ss
es

; t
ra

ns
po

rt
at

io
n 

al
lo

w
an

ce
 fo

r 
ca

rp
oo

le
rs

; t
el

ew
or

k 
an

d 
re

m
ot

e 
of

fic
e 

pr
og

ra
m

. 
D

ow
nt

ow
n 

P
fiz

er
 

2,
00

0 
$1

00
 s

ub
si

dy
 fo

r 
tr

an
si

t. 
S

or
re

nt
o 

V
al

le
y 

P
o

rt
 o

f 
S

an
 D

ie
g

o
 

60
0 

 1
00

%
 tr

an
si

t s
ub

si
dy

; f
le

xi
bl

e 
sc

he
du

le
s;

 in
tr

an
et

si
te

 w
ith

 c
om

m
ut

in
g 

in
fo

rm
at

io
n;

 c
om

m
ut

e 
op

tio
ns

 in
 

ne
w

 h
ire

 p
ac

ke
ts

. 
D

ow
nt

ow
n 



In
fo

rm
at

io
n 

pr
ov

id
ed

 b
y 

iC
om

m
ut

e,
 th

e 
re

gi
on

al
 tr

an
sp

or
ta

tio
n 

as
si

st
an

ce
 p

ro
gr

am
 o

f t
he

 S
an

 D
ie

go
 A

ss
oc

ia
tio

n 
of

 G
ov

er
nm

en
ts

 (
S

A
N

D
A

G
).

  
F

or
 m

or
e 

in
fo

rm
at

io
n,

 q
ue

st
io

ns
 o

r 
co

rr
ec

tio
ns

, p
le

as
e 

em
ai

l i
co

m
m

ut
e@

sa
nd

ag
.o

rg
 o

r 
ca

ll 
61

9-
69

9-
69

88
. 

U
pd

at
ed

 D
ec

em
be

r 
7th

, 2
00

9.
 

 

   
  C

O
M

P
A

N
Y

 
   

  L
O

C
A

L 
E

M
P

LO
Y

E
E

S
 

   
   

   
   

   
   

   
   

   
   

   
 C

O
M

M
U

T
E

 B
E

N
E

F
IT

 P
R

O
G

R
A

M
S

 
LO

C
A

T
IO

N

P
P

M
C

 
12

0 
O

ffe
rs

 V
an

po
ol

 p
ar

tic
ip

an
ts

 p
re

-t
ax

 c
om

m
ut

er
 b

en
ef

it 
an

d 
pr

om
ot

es
 th

e 
IC

om
m

ut
e 

G
ua

ra
nt

ee
d 

R
id

e 
H

om
e 

pr
og

ra
m

. 
M

ira
 M

es
a 

P
re

fe
rr

ed
 E

m
pl

oy
er

s 
In

su
ra

nc
e 

C
om

pa
ny

 
95

 
$5

0 
tr

an
si

t s
ub

si
dy

; G
ua

ra
nt

ee
d 

R
id

e 
H

om
e;

 b
ik

e 
ra

ck
s;

 s
ho

w
er

s 
on

-s
ite

; f
le

xi
bl

e 
w

or
k 

sc
he

du
le

s.
 

M
is

si
on

 
V

al
le

y 

Q
U

A
L

C
O

M
M

 
6,

00
0 

V
an

po
ol

s;
 2

5%
 s

ub
si

dy
 p

lu
s 

pr
e-

ta
x 

de
du

ct
io

n 
fo

r 
m

as
s 

tr
an

si
t e

xp
en

se
s 

up
 to

 $
10

0;
 v

an
po

ol
s;

 
co

m
pa

ny
 s

hu
ttl

e 
be

tw
ee

n 
lo

ca
tio

ns
 a

nd
 C

O
A

S
T

E
R

 s
ta

tio
n;

 o
n-

si
te

 b
ik

e 
lo

ck
er

s,
 r

ac
ks

, s
ho

w
er

s,
 A

T
M

, 
ca

fe
te

ria
; m

ob
ile

 d
en

tis
t a

nd
 m

ed
ic

al
 c

lin
ic

; d
ry

 c
le

an
in

g 
se

rv
ic

es
 a

nd
 g

ym
s;

 fl
ex

ib
le

 a
nd

 te
le

-w
or

k 
sc

he
du

le
s;

 c
om

m
ut

er
 in

fo
 o

n 
co

m
pa

ny
 in

tr
an

et
; r

id
em

at
ch

in
g 

as
si

st
an

ce
; c

ha
rg

er
s 

fo
r 

el
ec

tr
ic

 v
eh

ic
le

s;
 

de
si

gn
at

ed
 m

ot
or

cy
cl

e 
pa

rk
in

g;
 B

ik
e 

to
 W

or
k 

D
ay

 p
it 

st
op

. 

S
or

re
nt

o 
V

al
le

y 

R
ay

th
eo

n
 

20
0 

V
an

po
ol

s;
 5

0%
 s

ub
si

dy
 u

p 
to

 $
21

/m
on

th
 fo

r 
C

O
A

S
T

E
R

 r
id

er
s 

an
d 

su
bs

id
iz

ed
 C

O
A

S
T

E
R

 s
hu

ttl
e 

to
 a

nd
 

fr
om

 w
or

k;
 b

ik
e 

ra
ck

s;
 s

ho
w

er
s 

an
d 

ca
fe

te
ria

 o
n-

si
te

; f
le

xi
bl

e 
w

or
k 

sc
he

du
le

s;
 r

id
es

ha
re

 e
ve

nt
s;

 B
ik

e 
to

 
W

or
k 

D
ay

 p
it 

st
op

. 
M

ira
 M

es
a 

R
el

oc
at

io
n 

C
oo

rd
in

at
es

 
N

ot
 a

va
ila

bl
e 

F
le

xi
bl

e 
sc

he
du

le
s 

an
d 

pa
rt

-t
im

e 
te

le
w

or
k 

op
tio

n.
 

U
ni

ve
rs

ity
 

C
ity

 

R
E

M
E

C
 

N
ot

 a
va

ila
bl

e 
S

ub
si

dy
 p

ro
vi

de
d;

 p
ar

ki
ng

 s
po

ts
 fo

r 
ca

r-
 o

r 
va

np
oo

ls
 a

nd
 o

ns
ite

 a
m

en
iti

es
 a

va
ila

bl
e.

 
M

ira
 M

es
a 

R
ic

k 
E

ng
in

ee
rin

g 
22

5 
P

ar
tia

l s
ub

si
dy

 fo
r 

va
np

oo
le

rs
. $

25
 s

ub
si

dy
 fo

r 
tr

an
si

t, 
ca

rp
oo

le
rs

, b
ik

er
s,

 a
nd

 w
al

ke
rs

. 
M

is
si

on
 

V
al

le
y 

S
ag

re
s 

C
om

pa
ny

 
40

 
In

ce
nt

iv
e 

pr
og

ra
m

; o
n-

si
te

 a
m

en
iti

es
. 

S
or

re
nt

o 
V

al
le

y 

S
A

IC
 

2,
40

0 
 

 

V
an

po
ol

s;
 $

11
5 

su
bs

id
y 

fo
r 

rid
es

ha
rin

g 
at

 C
am

pu
s 

P
oi

nt
 lo

ca
tio

n;
 r

id
es

ha
re

 e
ve

nt
s;

 s
hu

ttl
e 

se
rv

ic
e 

be
tw

ee
n 

lo
ca

tio
ns

 a
nd

 C
O

A
S

T
E

R
 s

ta
tio

n;
 s

ho
w

er
s 

on
-s

ite
; b

ik
e 

fa
ci

lit
ie

s;
 $

11
5 

tr
an

si
t a

nd
 v

an
po

ol
 

su
bs

id
y;

 c
as

h 
in

ce
nt

iv
es

 fo
r 

ca
rp

oo
ls

, b
ik

in
g 

an
d 

w
al

ki
ng

 to
 w

or
k;

 in
tr

an
et

 s
ite

 fo
r 

co
m

m
ut

er
 

in
fo

rm
at

io
n;

 B
ik

e 
to

 W
or

k 
D

ay
 p

it 
st

op
. 

U
T

C
 

 

S
al

k 
In

st
it

u
te

, T
h

e 
1,

20
0 

P
re

-t
ax

 d
ed

uc
tio

n 
fo

r 
bu

s,
 C

O
A

S
T

E
R

 a
nd

 v
an

po
ol

 p
as

se
s;

 s
hu

ttl
e;

 b
ik

e 
ra

ck
s;

 s
ho

w
er

s 
on

-s
ite

; 
te

le
w

or
ki

ng
; f

le
xi

bl
e 

w
or

k 
sc

he
du

le
s.

 
La

 J
ol

la
 

S
an

 D
ie

go
 

C
om

m
un

ity
 C

ol
le

ge
 

D
is

tr
ic

t 
5,

60
0 

R
id

em
at

ch
in

g 
as

si
st

an
ce

; f
le

xi
bl

e 
w

or
k 

sc
he

du
le

s.
 

M
is

si
on

 
V

al
le

y 

S
an

 D
ie

go
 

C
on

ve
nt

io
n 

C
en

te
r 

60
0 

S
ub

si
di

ze
d 

tr
an

si
t p

as
se

s 
fo

r 
bu

s,
 T

ro
lle

y 
an

d 
C

O
A

S
T

E
R

; G
ua

ra
nt

ee
d 

R
id

e 
H

om
e;

 s
ho

w
er

s 
on

-s
ite

; 
fle

xi
bl

e 
w

or
k 

sc
he

du
le

s.
 

D
ow

nt
ow

n 

S
an

 D
ie

go
 C

ou
nt

y 
C

re
di

t U
ni

on
 

60
3 

R
id

em
at

ch
in

g 
as

si
st

an
ce

; r
id

es
ha

re
 e

ve
nt

s;
 c

om
m

ut
e 

op
tio

ns
 in

 n
ew

 h
ire

 p
ac

ke
ts

; i
nt

ra
ne

t s
ite

 fo
r 

co
m

m
ut

er
 in

fo
rm

at
io

n.
 

S
or

re
nt

o 
V

al
le

y 



In
fo

rm
at

io
n 

pr
ov

id
ed

 b
y 

iC
om

m
ut

e,
 th

e 
re

gi
on

al
 tr

an
sp

or
ta

tio
n 

as
si

st
an

ce
 p

ro
gr

am
 o

f t
he

 S
an

 D
ie

go
 A

ss
oc

ia
tio

n 
of

 G
ov

er
nm

en
ts

 (
S

A
N

D
A

G
).

  
F

or
 m

or
e 

in
fo

rm
at

io
n,

 q
ue

st
io

ns
 o

r 
co

rr
ec

tio
ns

, p
le

as
e 

em
ai

l i
co

m
m

ut
e@

sa
nd

ag
.o

rg
 o

r 
ca

ll 
61

9-
69

9-
69

88
. 

U
pd

at
ed

 D
ec

em
be

r 
7th

, 2
00

9.
 

 

   
  C

O
M

P
A

N
Y

 
   

  L
O

C
A

L 
E

M
P

LO
Y

E
E

S
 

   
   

   
   

   
   

   
   

   
   

   
 C

O
M

M
U

T
E

 B
E

N
E

F
IT

 P
R

O
G

R
A

M
S

 
LO

C
A

T
IO

N

S
an

 D
ie

go
 C

ou
nt

y 
O

ffi
ce

 o
f E

du
ca

tio
n 

80
0 

V
an

po
ol

s;
 $

20
 tr

an
si

t s
ub

si
dy

; s
hu

ttl
e;

 p
ar

ki
ng

 s
po

ts
 fo

r 
ca

r-
 o

r 
va

np
oo

l; 
G

ua
ra

nt
ee

d 
R

id
e 

H
om

e;
 b

ik
e 

ra
ck

s;
 s

ho
w

er
s 

on
-s

ite
; f

le
xi

bl
e 

w
or

k 
sc

he
du

le
s.

 
Li

nd
a 

vi
st

a 

S
an

 D
ie

go
 C

ou
nt

y 
R

eg
io

na
l A

irp
or

t 
A

ut
ho

rit
y 

35
0 

V
an

po
ol

s;
 c

om
m

ut
er

 in
fo

 a
va

ila
bl

e;
 e

m
pl

oy
ee

 s
hu

ttl
e;

 5
0%

 v
an

po
ol

, c
ar

po
ol

, a
nd

 tr
an

si
t s

ub
si

dy
. 

H
ar

bo
r 

S
an

 D
ie

g
o

 M
ar

ri
o

tt
 

H
o

te
l &

 M
ar

in
a 

1,
10

0 
B

ik
e 

ra
ck

s;
 s

ho
w

er
s 

on
-s

ite
; f

le
xi

bl
e 

sc
he

du
le

s;
 d

is
co

un
te

d 
tr

an
si

t p
as

se
s 

so
ld

 o
n-

si
te

 th
ro

ug
h 

E
C

O
P

as
s 

pr
og

ra
m

; p
re

-t
ax

 d
ed

uc
tio

n 
fo

r 
tr

an
si

t c
os

t. 
D

ow
nt

ow
n 

S
an

 D
ie

go
 N

at
io

na
l 

B
an

k 
17

5 
F

ul
ly

 s
ub

si
di

ze
d 

bu
s 

an
d 

T
ro

lle
y 

pa
ss

es
; 7

5%
 s

ub
si

dy
 fo

r 
C

O
A

S
T

E
R

 r
id

er
s.

 
D

ow
nt

ow
n 

S
an

 D
ie

g
o

 Z
o

o
, T

h
e 

an
d

 

W
ild

 A
n

im
al

 P
ar

k,
 

T
h

e 

1,
80

0 
V

an
po

ol
s;

 F
ul

ly
 s

ub
si

di
ze

d 
va

np
oo

ls
; r

id
es

ha
re

 e
ve

nt
s.

 
B

al
bo

a 
P

ar
k 

R
am

on
a 

S
an

 D
ie

go
 P

ol
ic

e 
D

ep
ar

tm
en

t 
2,

77
5 

P
ar

ki
ng

 s
po

ts
 fo

r 
ca

r-
 o

r 
va

np
oo

l; 
sh

ow
er

s 
on

-s
ite

. 

D
ow

nt
ow

n 

  

S
an

 D
ie

go
 S

ta
te

 
U

ni
ve

rs
ity

 
4,

28
3 

V
an

po
ol

 s
ub

si
dy

; p
ar

ki
ng

 s
po

ts
 fo

r 
ca

r-
 o

r 
va

np
oo

l; 
bi

ke
 r

ac
ks

; s
ho

w
er

s 
on

-s
ite

. 
C

ol
le

ge
 A

re
a 

S
A

Y
 S

an
 D

ie
go

, I
nc

. 
40

0 
R

id
em

at
ch

in
g 

as
si

st
an

ce
. 

M
ira

 M
es

a 

S
cr

ip
p

s 
H

ea
lt

h
 

10
,3

50
 

30
%

 tr
an

si
t s

ub
si

dy
 p

lu
s 

pr
e-

ta
x 

de
du

ct
io

n;
 c

om
m

ut
e 

op
tio

ns
 in

 n
ew

 h
ire

 p
ac

ke
ts

; r
id

es
ha

re
 e

ve
nt

s;
 

in
tr

an
et

 s
ite

 fo
r 

co
m

m
ut

er
 in

fo
rm

at
io

n;
 o

n-
si

te
 a

m
en

iti
es

; t
ra

ns
it 

pa
ss

es
 s

ol
d 

on
-s

ite
; p

ar
t-

tim
e 

te
le

w
or

k 
op

tio
n 

fo
r 

so
m

e 
po

si
tio

ns
. 

V
ar

io
us

 

S
cr

ip
ps

 R
es

ea
rc

h 
In

st
itu

te
, T

he
 

3,
00

0 
P

re
-t

ax
 d

ed
uc

tio
n 

up
 to

 $
11

0 
fo

r 
tr

an
si

t f
or

 q
ua

lif
ie

d 
em

pl
oy

ee
s;

 fl
ex

ib
le

 w
or

k 
ho

ur
s;

 s
ho

w
er

s 
on

-s
ite

; 
bi

ke
 r

ac
ks

; c
om

m
ut

er
 in

fo
 a

va
ila

bl
e;

 r
id

es
ha

re
 e

ve
nt

s.
 

La
 J

ol
la

 

S
ea

cr
es

t V
ill

ag
e 

R
et

ire
m

en
t 

C
om

m
un

iti
es

 
28

0 
C

om
m

ut
er

 in
fo

 a
va

ila
bl

e;
 r

id
es

ha
re

 e
ve

nt
s;

 r
id

em
at

ch
in

g 
as

si
st

an
ce

. 
E

nc
in

ita
s 

S
h

ar
p

 H
ea

lt
h

ca
re

 
14

,0
00

 
30

%
 tr

an
si

t s
ub

si
dy

; t
ra

ns
it 

tic
ke

ts
 s

ol
d 

on
-s

ite
; $

30
 v

an
po

ol
 s

ub
si

dy
; p

re
fe

rr
ed

 p
ar

ki
ng

 s
po

ts
 fo

r 
ca

rp
oo

le
rs

; i
nt

ra
ne

t s
ite

 fo
r 

co
m

m
ut

er
 in

fo
rm

at
io

n;
 c

om
pa

ny
 s

po
ns

or
ed

 s
hu

ttl
e 

se
rv

ic
e,

 b
ik

e 
ra

ck
s,

 o
n-

si
te

 a
m

en
iti

es
. 

V
ar

io
us

 

S
id

ne
y 

K
im

m
el

 
C

an
ce

r 
C

en
te

r 
17

0 
F

le
xi

bl
e 

w
or

k 
ho

ur
s,

 p
ar

t-
tim

e 
te

le
w

or
k 

op
tio

n,
 o

n-
si

te
 a

m
en

iti
es

, b
ik

e 
ra

ck
s.

 
S

or
re

nt
o 

V
al

le
y 

S
o

la
r 

T
u

rb
in

es
 

3,
40

0 
V

an
po

ol
s;

 5
0%

 s
ub

si
dy

 fo
r 

va
np

oo
l o

r 
tr

an
si

t; 
pr

ef
er

re
d 

pa
rk

in
g 

sp
ot

s 
fo

r 
ca

rp
oo

ls
; s

up
pl

em
en

ta
l 

G
ua

ra
nt

ee
d 

R
id

e 
H

om
e 

in
 a

dd
iti

on
 to

 iC
om

m
ut

e’
s.

 
M

ira
 M

es
a 



In
fo

rm
at

io
n 

pr
ov

id
ed

 b
y 

iC
om

m
ut

e,
 th

e 
re

gi
on

al
 tr

an
sp

or
ta

tio
n 

as
si

st
an

ce
 p

ro
gr

am
 o

f t
he

 S
an

 D
ie

go
 A

ss
oc

ia
tio

n 
of

 G
ov

er
nm

en
ts

 (
S

A
N

D
A

G
).

  
F

or
 m

or
e 

in
fo

rm
at

io
n,

 q
ue

st
io

ns
 o

r 
co

rr
ec

tio
ns

, p
le

as
e 

em
ai

l i
co

m
m

ut
e@

sa
nd

ag
.o

rg
 o

r 
ca

ll 
61

9-
69

9-
69

88
. 

U
pd

at
ed

 D
ec

em
be

r 
7th

, 2
00

9.
 

 

   
  C

O
M

P
A

N
Y

 
   

  L
O

C
A

L 
E

M
P

LO
Y

E
E

S
 

   
   

   
   

   
   

   
   

   
   

   
 C

O
M

M
U

T
E

 B
E

N
E

F
IT

 P
R

O
G

R
A

M
S

 
LO

C
A

T
IO

N

S
on

y 
E

le
ct

ro
ni

cs
 

2,
50

0 
V

an
po

ol
s;

 c
om

m
ut

er
 in

fo
 a

va
ila

bl
e;

 r
id

es
ha

re
 e

ve
nt

s;
 $

65
 v

an
po

ol
 s

ub
si

dy
. P

ar
ki

ng
 s

po
ts

  f
or

 c
ar

- 
or

 
va

np
oo

ls
, r

id
em

at
ch

in
g 

as
si

st
an

ce
; f

le
xi

bl
e 

w
or

k 
ho

ur
s;

 s
up

pl
em

en
ta

l G
ua

ra
nt

ee
d 

R
id

e 
H

om
e 

in
 

ad
di

tio
n 

to
 iC

om
m

ut
e’

s;
 s

ho
w

er
s 

on
-s

ite
; b

ik
e 

lo
ck

er
s;

 r
id

es
ha

re
 e

ve
nt

s.
 

R
an

ch
o 

B
er

na
rd

o 

S
o

n
y 

O
n

lin
e 

E
n

te
rt

ai
n

m
en

t 
90

0 
10

0%
 s

ub
si

dy
 fo

r 
C

O
A

S
T

E
R

 a
nd

 tr
an

si
t p

as
se

s.
 $

10
 g

as
 c

ar
d 

to
 a

ll 
co

m
m

ut
er

 p
ro

gr
am

 m
em

be
rs

; 
su

pp
le

m
en

ta
l G

ua
ra

nt
ee

d 
R

id
e 

H
om

e 
in

 a
dd

iti
on

 to
 iC

om
m

ut
e’

s 
(n

in
e 

m
or

e)
; i

nt
ra

ne
t s

ite
 fo

r 
co

m
m

ut
er

 
in

fo
rm

at
io

n;
 in

ce
nt

iv
e 

pr
og

ra
m

; b
ik

e 
ra

ck
s;

 p
ar

ki
ng

 s
po

ts
  f

or
 c

ar
- 

or
 v

an
po

ol
s;

 fl
ex

ib
le

 w
or

k 
sc

he
du

le
s.

S
or

re
nt

o 
V

al
le

y 

S
ta

te
 C

om
pe

ns
at

io
n 

In
su

ra
nc

e 
F

un
d 

41
0 

V
an

po
ol

s;
 p

re
-t

ax
 o

pt
io

n 
fo

r 
tr

an
si

t o
r 

va
np

oo
ls

. F
le

xi
bl

e 
w

or
k 

ho
ur

s.
 O

n-
si

te
 r

id
em

at
ch

in
g 

as
si

st
an

ce
.

S
or

re
nt

o 
V

al
le

y 

S
to

ne
 B

re
w

in
g 

C
o.

 
26

0 
S

ub
si

di
ze

d 
tr

an
si

t p
as

se
s;

 p
ar

ki
ng

 s
po

ts
 fo

r 
ca

r-
or

 v
an

po
ol

; r
id

em
at

ch
in

g 
as

si
st

an
ce

; G
ua

ra
nt

ee
d 

R
id

e 
H

om
e;

 b
ik

e 
ra

ck
s.

 
E

sc
on

di
do

 

S
tr

ea
m

lo
ad

 
16

 
F

le
xi

bl
e 

w
or

k 
sc

he
du

le
s,

 te
le

w
or

ki
ng

, i
nc

en
tiv

es
 fo

r 
em

pl
oy

ee
s 

to
 w

al
k,

 b
ik

e 
or

 ta
ke

 p
ub

lic
 tr

an
si

t. 
P

ro
vi

de
s 

eq
ui

pm
en

t a
nd

 s
of

tw
ar

e 
fo

r 
em

pl
oy

ee
s 

to
 te

le
w

or
k.

 
D

ow
nt

ow
n 

S
yz

yg
y 

T
ec

hn
ol

og
ie

s 
71

 
P

re
-t

ax
 d

ed
uc

tio
n 

fo
r 

tr
an

si
t u

se
rs

. 
M

is
si

on
 

V
al

le
y 

T
D

 W
at

er
ho

us
e 

47
5 

P
re

-t
ax

 o
pt

io
n 

fo
r 

tr
an

si
t o

r 
va

np
oo

l. 
B

ik
e 

ra
ck

s.
 

S
or

re
nt

o 
V

al
le

y 

T
im

e 
W

ar
ne

r 
C

ab
le

 
28

0 
V

an
po

ol
 s

ub
si

dy
; p

ar
ki

ng
 s

po
ts

 fo
r 

ca
r-

 o
r 

va
np

oo
l; 

bi
ke

; s
hu

ttl
e 

se
rv

ic
e,

 s
ho

w
er

s 
on

-s
ite

; b
ik

e 
ra

ck
s;

 
co

m
m

ut
er

 in
fo

rm
at

io
n 

av
ai

la
bl

e.
 

S
or

re
nt

o 
V

al
le

y 

T
ita

n 
C

or
po

ra
tio

n 
2,

10
0 

F
le

xi
bl

e 
w

or
k 

ho
ur

s,
 p

ar
t-

tim
e 

te
le

w
or

k 
op

tio
n,

 b
ik

e 
lo

ck
er

s,
 o

n-
si

te
 a

m
en

iti
es

. 
va

rio
us

 

T
K

G
 C

o
n

su
lt

in
g

 
E

n
g

in
ee

rs
 

60
 

50
%

 s
ub

si
dy

 fo
r 

bu
s,

 tr
ol

le
y 

or
 C

O
A

S
T

E
R

; s
m

ar
t c

om
m

ut
er

 in
ce

nt
iv

e 
pr

og
ra

m
; i

nt
ra

ne
t s

ite
 fo

r 
C

om
m

ut
er

 in
fo

rm
at

io
n;

 s
hu

ttl
e 

to
 C

O
A

S
T

E
R

; b
ik

e 
ra

ck
s;

 fl
ex

ib
le

 a
nd

 te
le

-w
or

k 
sc

he
du

le
s.

 
S

or
re

nt
o 

V
al

le
y 

U
C

S
D

 
19

,0
00

 e
m

pl
oy

ee
 

27
,0

00
 s

tu
de

nt
s 

 
V

an
po

ol
s;

 p
re

-t
ax

 d
ed

uc
tio

n 
fo

r 
va

np
oo

l a
nd

 tr
an

si
t; 

co
-s

po
ns

or
ed

 C
O

A
S

T
E

R
 s

hu
ttl

e;
 r

id
es

ha
re

 e
ve

nt
s;

fr
ee

 b
us

 p
as

se
s 

fo
r 

em
pl

oy
ee

s 
an

d 
st

ud
en

ts
 o

n 
ca

m
pu

s 
se

rv
in

g 
ro

ut
es

; A
ut

om
at

ic
 V

eh
ic

le
 L

oc
at

or
 fo

r 
lo

ca
tio

n-
ba

se
d 

sh
ut

tle
 a

rr
iv

al
s;

 3
0 

da
ys

 fr
ee

 p
ar

ki
ng

 p
er

 v
an

po
ol

er
 p

er
 q

ua
rt

er
 a

nd
 fr

ee
 r

ai
ny

-d
ay

 
pa

rk
in

g 
fo

r 
bi

ke
 c

om
m

ut
er

s;
 c

ar
sh

ar
in

g;
 b

ik
e 

ra
ck

s;
 o

n-
si

te
 s

ho
w

er
s;

 o
n-

si
te

 d
ay

ca
re

; o
n-

si
te

 d
in

in
g 

B
ik

e 
to

 W
or

k 
D

ay
 p

it 
st

op
. 

La
 J

ol
la

 

U
ni

on
 B

an
k 

55
0 

V
an

po
ol

s;
 p

re
-t

ax
 o

pt
io

n 
fo

r 
va

np
oo

le
rs

 a
nd

 tr
an

si
t u

se
rs

. 
D

ow
nt

ow
n 

U
pp

er
 D

ec
k 

35
0 

C
om

m
ut

er
 in

fo
 a

va
ila

bl
e;

 r
id

em
at

ch
in

g 
as

si
st

an
ce

. 
C

ar
ls

ba
d 

U
S

A
O

p
o

ly
 

32
 

$1
00

 m
on

th
ly

 s
ub

si
dy

 to
w

ar
ds

 h
yb

rid
 c

ar
 p

ay
m

en
t; 

up
 to

 $
5 

su
bs

id
y 

pe
r 

da
y 

fo
r 

ca
rp

oo
l, 

bi
ke

, w
al

k,
 o

r 
va

np
oo

l; 
pa

rt
ia

l t
o 

fu
ll 

su
bs

id
y 

fo
r 

C
O

A
S

T
E

R
 o

r 
bu

s 
pa

ss
. 

C
ar

ls
ba

d 

U
S

D
 

2,
50

0 
P

re
-t

ax
 p

ay
ro

ll 
de

du
ct

io
n;

 fr
ee

 C
O

A
S

T
E

R
 s

hu
ttl

e;
 s

ho
w

er
s 

on
-s

ite
; p

ar
ki

ng
 fo

r 
ca

rp
oo

le
rs

; “
F

re
sh

 A
ir 

P
as

s”
 fo

r 
co

m
pl

im
en

ta
ry

 p
ar

ki
ng

; b
ik

e 
ra

ck
s;

 fl
ex

ib
le

 w
or

k 
sc

he
du

le
s;

 B
ik

e 
to

 W
or

k 
D

ay
 p

it 
st

op
. 

Li
nd

a 
V

is
ta

 



In
fo

rm
at

io
n 

pr
ov

id
ed

 b
y 

iC
om

m
ut

e,
 th

e 
re

gi
on

al
 tr

an
sp

or
ta

tio
n 

as
si

st
an

ce
 p

ro
gr

am
 o

f t
he

 S
an

 D
ie

go
 A

ss
oc

ia
tio

n 
of

 G
ov

er
nm

en
ts

 (
S

A
N

D
A

G
).

  
F

or
 m

or
e 

in
fo

rm
at

io
n,

 q
ue

st
io

ns
 o

r 
co

rr
ec

tio
ns

, p
le

as
e 

em
ai

l i
co

m
m

ut
e@

sa
nd

ag
.o

rg
 o

r 
ca

ll 
61

9-
69

9-
69

88
. 

U
pd

at
ed

 D
ec

em
be

r 
7th

, 2
00

9.
 

 

   
  C

O
M

P
A

N
Y

 
   

  L
O

C
A

L 
E

M
P

LO
Y

E
E

S
 

   
   

   
   

   
   

   
   

   
   

   
 C

O
M

M
U

T
E

 B
E

N
E

F
IT

 P
R

O
G

R
A

M
S

 
LO

C
A

T
IO

N

U
S

 F
oo

d 
an

d 
D

ru
g 

A
dm

in
is

tr
at

io
n 

10
0 

T
ra

ns
it 

S
ub

si
dy

, p
ub

lic
 tr

an
sp

or
ta

tio
n 

re
im

bu
rs

em
en

t t
o 

$1
10

 p
er

 m
on

th
. 

U
T

C
 

U
S

 N
av

y 
49

,0
00

 
V

an
po

ol
s;

 c
om

m
ut

er
 in

fo
 a

va
ila

bl
e;

 s
ub

si
di

ze
d 

tr
an

si
t p

as
se

s;
 v

an
po

ol
 s

ub
si

dy
; p

re
-t

ax
 d

ed
uc

tio
n.

 
V

ar
io

us
 

U
ni

sy
s 

40
0 

V
an

po
ol

s;
 p

re
-t

ax
 d

ed
uc

tio
n 

fo
r 

tr
an

si
t p

as
se

s,
 v

an
po

ol
 v

ou
ch

er
s 

an
d 

w
or

k-
re

la
te

d 
pa

rk
in

g.
 E

as
y 

re
gi

st
ra

tio
n 

by
 p

ho
ne

 o
r 

in
te

rn
et

 a
nd

 fr
ee

 h
om

e 
de

liv
er

y 
of

 tr
an

si
t p

as
se

s 
or

 v
an

po
ol

 v
ou

ch
er

s.
 

R
an

ch
o 

B
er

na
rd

o 

D
ow

nt
ow

n 

V
ia

S
at

 
1,

10
0 

B
ik

e 
ra

ck
s;

 s
ho

w
er

s 
on

-s
ite

; t
el

ew
or

ki
ng

; f
le

xi
bl

e 
w

or
k 

sc
he

du
le

s;
 B

ik
e 

to
 W

or
k 

D
ay

 p
it 

st
op

. 
C

ar
ls

ba
d 

V
et

er
an

’s
 A

ff
ai

rs
 

S
an

 D
ie

g
o

 
H

ea
lt

h
ca

re
 S

ys
te

m
 

N
ot

 a
va

ila
bl

e 
V

an
po

ol
s;

 tr
an

si
t a

nd
 v

an
po

ol
 s

ub
si

dy
 u

p 
to

 $
11

5;
 c

o-
sp

on
so

re
d 

C
O

A
S

T
E

R
 s

hu
ttl

e;
 c

om
pa

ny
 s

hu
ttl

e 
be

tw
ee

n 
lo

ca
tio

ns
; s

up
pl

em
en

ta
l G

ua
ra

nt
ee

d 
R

id
e 

H
om

e 
in

 a
dd

iti
on

 to
 iC

om
m

ut
e’

s;
 fl

ex
ib

le
 w

or
k 

sc
he

du
le

s;
 d

ed
ic

at
ed

 tr
an

sp
or

ta
tio

n 
co

or
di

na
to

r 
an

d 
ac

tiv
e 

m
ar

ke
tin

g 
of

 p
ro

gr
am

. 
La

 J
ol

la
 

V
et

er
in

ar
y 

S
pe

ci
al

ty
 

H
os

pi
ta

l 
16

 
O

ffe
rs

 a
 p

re
-t

ax
 d

ed
uc

tio
n 

up
 to

 $
11

0 
co

m
bi

ne
d 

w
ith

 a
 2

5%
 s

ub
si

dy
 to

w
ar

d 
tr

an
si

t c
os

ts
. 

S
or

re
nt

o 
V

al
le

y 

W
at

ki
n

s 
M

an
u

fa
ct

u
ri

n
g

 
1,

20
0 

V
an

po
ol

s;
 p

ar
ki

ng
 s

po
ts

 fo
r 

ca
r-

 o
r 

va
np

oo
ls

. U
p 

to
 $

25
 s

ub
si

dy
 fo

r 
va

np
oo

le
rs

 a
nd

 5
0%

 s
ub

si
dy

 fo
r 

tr
an

si
t u

p 
to

 $
25

. 
V

is
ta

 

W
ax

ie
 S

an
it

ar
y 

S
u

p
p

ly
 

80
0 

F
le

xi
bl

e 
w

or
k 

sc
he

du
le

s.
 

K
ea

rn
y 

M
es

a 

W
eb

se
n

se
 

40
0 

U
p 

to
 $

11
5 

su
bs

id
y 

fo
r 

us
e 

of
 p

ub
lic

 tr
an

si
t a

nd
 v

an
po

ol
s;

 p
re

fe
rr

ed
 p

ar
ki

ng
 fo

r 
ca

r-
 o

r 
va

np
oo

ls
;f

le
xi

bl
e

w
or

k 
sc

he
du

le
s;

 o
n-

si
te

 b
ik

e 
ra

ck
s 

an
d 

sh
ow

er
s;

 c
om

m
ut

e 
op

tio
ns

 in
 n

ew
 h

ire
 p

ac
ke

ts
; r

id
es

ha
re

 
ev

en
ts

; i
nt

ra
ne

t s
ite

 fo
r 

co
m

m
ut

er
 in

fo
rm

at
io

n.
 

S
or

re
nt

o 
V

al
le

y 

W
es

tfi
el

d 
S

ho
pp

in
gt

ow
n 

H
or

to
n 

P
la

za
 

25
 

F
re

e 
bu

s 
pa

ss
es

 to
 q

ua
lif

ie
d 

em
pl

oy
ee

s.
 

D
ow

nt
ow

n 

W
el

ls
 F

ar
go

 H
om

e 
M

or
tg

ag
e 

 
30

0-
35

0 
C

ar
po

ol
 s

ub
si

dy
 u

p 
to

 $
4 

pe
r 

da
y.

 
C

ar
ls

ba
d 

W
yn

dh
am

 E
m

er
al

d 
P

la
za

 
30

0 
P

re
-t

ax
 d

ed
uc

tio
n 

fo
r 

tr
an

si
t p

as
se

s 
an

d 
on

-s
ite

 tr
an

si
t p

as
s 

sa
le

s.
 

D
ow

nt
ow

n 

X
-n

th
 

36
 

C
om

pa
ny

 s
po

ns
or

ed
 s

hu
ttl

e 
se

rv
ic

e,
 b

ik
e 

st
or

ag
e 

in
do

or
s,

 a
nd

 o
ns

ite
 a

m
en

iti
es

. 
T

or
re

y 
P

in
es

 

Z
57

, I
nc

. 
12

5 
C

as
h 

in
ce

nt
iv

es
. 

S
or

re
nt

o 
V

al
le

y 

 



 



TP: 14704 – 01/2008  www.tc.gc.ca/utsp  

  
 

  
 
 
Burnaby, British Columbia CASE STUDY 55 
 

 

 

eBay’s Transportation Demand Management Program 
 
Organization 
eBay Canada, TransLink  
 
Status 
Ongoing. Program commenced 2005.  

Overview 
eBay’s Customer Support Centre in Burnaby, BC has a 
shortage of parking facilities in the office park in which it 
operates. To address this issue and to reduce the number 
of single occupant vehicle commuters, eBay contacted the 
Greater Vancouver Transportation Authority (TransLink) 
to survey employees and make recommendations on how 
to improve their staff’s transportation options.  As a result 
of TransLink’s findings, eBay established a Transportation 
Demand Management (TDM) program that has boosted 
employee use of public transit by 7% while decreasing the 
number single occupancy vehicle commuters by 4%. 
Components of eBay’s TDM program include: 

 A Commuting Committee of employee stakeholders 

 A part-time Commuter Coordinator staff position 

 Membership in TransLink’s Employer Pass Program 
to provide transit pass discounts to employees 

 Increased fees for onsite parking 

 Parking subsidies for rideshares/carpools 

 Umbrella loan program for employees who use transit 
or walk to work 

 Cost-sharing partnership with neighbours to provide 
transportation to and from a nearby transit stop 

 
Contact 
Jody Deane, eBay Vancouver Commuter Coordinator 
Email: jdeane@ebay.com  
Phone: 604-297-7362 
 
Resources 
Information on TransLink’s Employee Pass Program is 
available at: 
http://www.TransLink.bc.ca/Transportation_Services/Fa
res_Passes/employers_pass/  

Information on eBay’s Rideshare Program is available at: 
http://ebay.ride-share.com  

Community context 

eBay is a multi-national on-line auction company 
with a branch Customer Support Centre located in 
Burnaby, B.C., an 89 sq. km city located at the 
geographical centre of the Greater Vancouver 
Regional District (GVRD). It is the third largest 
municipality in B.C. with a total population of just 
over 200,000. 
 
The eBay Customer Support Centre is located in 
the Willingdon Park office complex in northwest 
Burnaby. The office park is comprised of seven 
buildings (totaling over 750,000 square feet). It is 
located a few blocks from the Trans Canada 
Highway and is bounded by major arterial streets to 
the south and east. Current plans for facility 
expansion will increase Willingdon Park's total 
leasable area to nearly 1 million square feet. 
 
Willingdon Business Park, like many suburban 
office parks, is relatively under-serviced by public 
transit. However, transit options are available 
through two SkyTrain stations (Gilmore and 
Brentwood Town Centre), less than one kilometer 

Case Studies in 
Sustainable Transportation 

eBay is located in Burnaby’s Willingdon Business Park
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away. The two stations provide both bus transit and 
SkyTrain connections to destinations throughout 
the GVRD. There are currently no direct transit 
connections from the SkyTrain stations to the 
office park facility, so employees must walk from 
the stations to the office complex – an 
uncomfortable challenge during Greater 
Vancouver’s long rainy season.  
 

  

Policy context 

TransLink established an Employer Pass Program 
(EPP) that allows companies to offer discounted 
annual transit passes to their employees when 25 or 
more employees are enrolled into the program. 
Companies often provide an additional subsidy on 
top of TransLink’s 15% discount. Currently, there 
are over 200 companies participating in the 
program and over 13,000 annual transit pass 
holders. TransLink also assists larger employers in 
developing Transportation Demand Management 
(TDM) programs and will conduct employee 
transportation surveys to help design them. It is 
through this program that eBay first developed its 
own TDM program. eBay also maintains a 
corporate policy to minimize company operations 
on the local environment. 
 

Rationale and objectives 

eBay’s Burnaby Customer Support Centre has a 
shortage of parking facilities. According to the 
terms of their business lease, eBay has been 
allocated 341 parking stalls, both above and below 
ground. Their current parking usage exceeds 380 
spaces. Because of this over-allocation on parking 

stalls, there is currently a wait list of over 30 
employees who are seeking parking permits. No 
parking has become available since January 2007, 
leaving some employees on the waitlist for over 3 
months. 
 
For each of the stalls used, eBay is charged $60 per 
month by the property management company, $40 
of which is charged to employees for monthly 
parking access cards. This subsidy on parking has 
provided an incentive to drive and not to 
participate in alternative commuting options, thus 
proliferating eBay’s parking shortage.  
 
Recognizing the value of improving transit options 
for its employees, eBay established a Commuting 
Committee to examine employee transport and 
parking issues. Soon thereafter, the company hired 
a dedicated Commuter Coordinator to spearhead 
its transit planning efforts, , focusing particularly on 
TDM. 
 
The objectives of eBay’s TDM program are: 

 
• To reduce eBay’s footprint on the local 

environment 
- Decreasing the number of employees who 

drive 
- Reducing impacts on local air quality   

• To promote a healthier and more active 
workforce 
- Employees more fit and relaxed 
- Less sick days and use of health benefits 

• To establish eBay as a great place to work 
 
The eBay Customer Support Centre opened in 
Burnaby, BC in March of 2004. Within a year of 
operations, employment grew from 100 staff to 
over 600. This placed a strain on parking options as 
there were only a limited number of spaces 
provided in the office park lease. To help alleviate 
this situation, eBay contracted TransLink (Greater 
Vancouver Transportation Authority) to establish 
an Employer Pass Program (EPP) in order to 
provide discounted transit passes to their 
employees who signed up for the program.  
 
To determine the best course of action for the eBay 
Centre, TransLink first conducted a survey as part 

SkyTrain Millennium and Expo Line Route Map
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of their Onboard Commuting Options program. 
Based on the results of the survey, TransLink made 
a series of program recommendations to eBay, the 
following four of which the company chose to 
implement:  
 

 To join TransLink’s Employer Pass 
Program to provide an additional 15% 
discount to staff transit passes; 
 To join the Jack Bell Rideshare program as 

a corporate group; 
 To implement a monthly $40 fee for onsite 

parking; and, 
 To create a commuting committee to 

oversee all of its commuting programs. 
 
In recognition of these achievements, TransLink 
presented eBay with the Award of Excellence as 
the Best Workplace for Commuters in 2005. This 
award was also given recognition by the Mayor of 
Burnaby and the Burnaby Board of Trade. 
 
In May of 2006, TransLink conducted a second 
survey with eBay to determine the impacts of the 
commuting program. It found that single 
occupancy vehicle commuters had decreased by 4% 
and transit commuter numbers had increased by 
7%. Based on the survey results TransLink 
identified an additional nine program options for 
eBay to consider to further reduce the number of 
SOV commuter. eBay elected to implement five of 
the recommendations.  
 
In early January, 2007, the first of these options was 
implemented with the hiring of a dedicated eBay 
Commuter Coordinator. The coordinator is tasked 
with managing onsite parking, the Employer Pass 
Program, and all other commuting programs 
undertaken at the eBay Burnaby Centre. A month 
later, eBay increased its contribution to the EPP 
from 15% to 35%. 
 
Currently, eBay is in the process of implementing 
the remaining three program options. They are: 

 Increasing the cost of onsite parking from 
$40/month to $60/month, effective in 
April 2007. 

 Providing a subsidy to employees who 
rideshare/carpool as a commuting option. 
Reduced parking rates of $40/month will 
be shared among carpool participants and 
will be deducted from their payroll – with 
larger carpools offering cheaper per person 
rates. 
 Establishing an umbrella loan program for 

employees who either take transit or walk 
to work. Employees can sign out an 
umbrella for the day under an agreement to 
return it the following day. This program is 
scheduled for launch in April 2007. 
 Implementing a cost share arrangement 

with a neighbouring tenant in the business 
park to provide shuttle bus service from the 
Gilmore SkyTrain Station to the eBay 
Centre on Still Creek Drive. This idea 
resulted from the 2006 TransLink survey, 
when 40% of respondents said they would 
use transit if there were a shuttle to and 
from the nearby SkyTrain station. 

 
eBay also has plans to establish a voucher program, 
providing employees who cancelled their parking 
passes and signed up for the EPP program with six 
free days of parking. This is similar to a cash out 
program without having to provide cash refunds. 
   

Results 

Between 2004 and 2006, eBay employees using 
transit passes increased by 7%. Employees 
commuting to work in single occupancy vehicles 
decreased by 4% over that same time span. To 
date, there are currently 100 employees enrolled in 
the TransLink Employer Pass Program. There are 
an additional five groups of employees participating 
in carpools/rideshares. With plans to increase its 
employer pass contribution to 50%, eBay expects 
this number to increase. 
 
As a result of eBay’s parking rate increases, the 
company’s commuting budget has increased 
significantly – providing for the implementation of 
more sustainable transportation programs. This has 
allowed eBay to increase its contribution to the 
Employer Pass Program, establish partnerships for 
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additional transit services, provide value-added 
benefits to employees, and make corporate 
donations to local sustainable transportation 
projects beneficial to its staff. 

Participants 

eBay worked with TransLink to identify its transit 
needs and to establish its Employer Pass Program. 
 
The company has also established a Commuting 
Committee consisting of 5 employees, each 
representing different commuting modes and 
various levels of management within the Customer 
Support Centre. The committee operates on a 
volunteer basis, with the company allowing for time 
to meet during paid business hours.  
 
Currently 100 eBay employees participate in the 
transit pass program and five groups of employees 
have established carpools as a result of reduced 
parking costs for rideshares.  

Resources 

Recognizing the value of providing more 
sustainable transportation programs for its 
employees, eBay has hired a part-time Commuter 
Coordinator to oversee all parking, transit, cycling 
programs for the Burnaby Customer Support 
Centre.  
 
eBay provides paid time for Commuting 
Committee members to plan program activities 
during business hours. Each member contributes 
between 5-10 hours per month. 
 
eBay’s Transportation Demand Management 
program is allocated a quarterly budget that is 
derived from the Burnaby Centre’s parking 
revenues. eBay rents over 350 spaces for $60 per 
month. 
 
Lessons learned 

While the full slate of eBay’s TDM programs were 
only implemented in early 2007, there are some 
early lessons learned from the process. These 
include: 
 

- Engage relevant stakeholders:  TransLink’s 
decision to conduct a commuting options 

survey among eBay employees helped to 
determine the company’s transit values and 
priorities through feedback from the most 
relevant stakeholders. This allowed TransLink 
to recommend programs that were well-
received and well-utilized by staff, thus helping 
to achieve eBay’s core transportation 
objectives. 

 

- Establish a staff position: Prior to hiring a 
Commuter Coordinator, eBay’s transportation 
programs were handled by committee, with one 
member addressing transit, one focusing on 
parking, and another on bike-to-work 
programs. This resulted in less efficiency, 
coordination, and communication. Therefore 
eBay established a part-time Commuter 
Coordinator position and hired someone with 
the appropriate skills and background to 
complete the required tasks. Establishing this 
position has led to the implementation of 
numerous program activities in a short period 
of time. 

 

- Monitor and evaluate: TransLink conducted a 
second survey to determine how eBay’s 
program changes had affected employees. The 
responses led to nine additional suggestions for 
improving eBay’s transportation issues, five of 
which are currently being implemented. 

Next steps 

eBay’s will continue to monitor and evaluate each 
of its Transportation Demand Management 
programs. In 2007, eBay will again participate in the 
BEST Commuter Challenge, a friendly competition 
between workplaces that aims to get employees to 
use sustainable modes of transportation such as 
walking, bicycling, transit, and carpooling. eBay will 
also be taking part in the Vancouver Area Cycling 
Coalition’s Bike to Work Week, an inter-workplace 
competition that promotes bicycle commuting 
among employees. eBay is also in the process of 
planning an Emergency Ride Home program for 
alternative commuters. 
 



 

Source: http://www.worksupport.com/pdf.cfm?contentID=446 1 

 

Telework Examples of Success 
 

Increasingly business is adopting telecommuting as a business strategy. Just look 

at how Dataserv, Precision Tune, and ChimneySweeps utilized telework to 

reduced employee turnover, increase customer service, and boost productivity. 

 

Dataserv  

Dataserv, Inc., now merged with WANG, is a technology maintenance provider 

for high tech companies. Dataserv, Inc. call center operates 24-hour a day, 7 day a 

week. The call center typically has had 64 full time dispatchers, a job which 

typically has a high employee turnover rate per year (over 30%). One major reason 

for Dataserv having a home-based workforce was to increase employee retention. 

Dataserv, Inc. hired four full-time dispatchers with disabilities to work from home. 

The company duplicated all office equipment and telecommunications in each 

person's home and ensured that it was an ergonomic set up. These telecommuters 

initially were trained at the company for 2-3 weeks and regularly returned to the 

corporate site for staff meetings and training. They dispatched customer calls and 

requests to a large number of field engineers throughout the U.S. During a 3-foot 

snowstorm at the corporate site in Minnesota, none of the in-house dispatchers 

were able to get to work and the telecommuting employees took all customer calls 

straight for 30 hours. This ended up being a disaster recovery program for the 

company, in addition to increasing employee retention. The company put the 

pictures of the four off-site workers on a wall in the call center. Coworkers keep in 

touch on a regular basis. One of these dispatchers, after 3 years of employment 

with Dataserv, Inc., was named Employee of the Year. 

 

Precision Tune 

Precision Tune, a company that specializes in automobile "tune-ups", wanted to 

implement a customer follow-up service and found an innovative way to 

accomplish it. Three contractual workers were hired to perform customer service 

follow-up calls for several Precision Tune locations in the Twin Cities. Precision 

Tune did not have occupancy space for the employees. Precision Tune worked 

with The Minneapolis Rehabilitation Center (MRC) to address the issues related to 

the customer service program. The Minneapolis Rehabilitation Center (MRC) 

became the employer and hired the individuals as temporary employees. The 

customer service representatives worked out of their homes. They provided 

customer follow-up service for 20 to 30 hours per week. After 6 months, Precision 

Tune hired the employees as permanent because they did not want to lose this 

employee skill base and knowledge of the customers. 

 



 

Source: http://www.worksupport.com/pdf.cfm?contentID=446 2 

 

ChimneySweeps 

A sole proprietor, who provided furnace and air conditioning maintenance 

services, hired an individual with arthritis to schedule his appointments and handle 

customer phone calls. He would forward his office line to her home after 9:00 a.m. 

each day until 5:00 p.m. She also handled some of the weekend calls on a regular 

basis. This was the perfect solution for the proprietor because he was not able to 

take calls while he was working on other projects and she also informed him of 

emergency calls. She was able to provide full call coverage to maintain his 

business customers.  
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401 B Street, Suite 800, San Diego, CA 92101 
Call 511, and say “iCommute” or e-mail: iCommute @sandag.org
www.iCommuteSD.com
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Carpool Tips and Etiquette
Call or email the people on your ridematch list.
Reach out to potential carpool partners. Let them know you 

received their name through iCommute’s RideMatcher service, 

(http://www.icommutesd.com/Commuters/RideMatcher.aspx).

Cover the basics. When planning your carpool, be

sure to ask some key questions, such as:

•	 How often will you carpool?

•	 Who will do the driving and on what days?

•	 Do all the potential drivers have full insurance coverage?

•	 Where will you meet? (Carpoolers can pick each other up 

at home, or meet at a mutually convenient location, such 

as a Park & Ride lot.)

•	 What time will you meet? (Work schedules are often more 

flexible than you’d think.)

Figure out how to share the costs. If commuters

rotate the driving equally, money doesn’t have to change 

hands, but if only one person drives, passengers generally chip 

in to cover the costs of gas and parking. You can calculate  

driving costs with our Commute Calculator: 

(http://www.icommutesd.com/Commuters/Calculator.aspx).

Get acquainted with your fellow carpoolers.
Carpoolers sometimes feel more comfortable meeting potential 

carpool partners in a neutral, public place before driving together 

for the first time. Meet for lunch, coffee, or talk on the phone.

Exchange important info. Just in case, share emergency 

contact and insurance information when you start your carpool.

Sign up for Guaranteed Ride Home. Be sure to sign

up all your carpoolers for the SANDAG Guaranteed Ride Home 

program before you start carpooling. In case of an emergency 

or unscheduled overtime, you or your fellow carpoolers can  

always get home for just a $3 co-pay! (http://www.icommutesd.

com/Commuters/GuaranteedRideHome.aspx).

Establish “rules of the road.” Each carpool is unique, but 

in all successful carpools, members have discussed food, coffee, 

smoking, and perfume; radios and/or MP3 players; cell phones 

and calls; a plan and waiting limitations for late comers; and 

who to notify if someone is sick or going on vacation. Establish 

a carpool policy agreement between riders—the last page of 

this tip sheet is a sample

Give it a trial run. Many commuters start carpooling on a trial 

basis. Try it for a month or two and see if it’s right for you.

Communicate with your fellow carpoolers. Make sure 

you have appropriate contact information. If you’re running a 

few minutes late, call your carpool partners and let them know. 

If you cannot carpool on a particular day due to a schedule 

conflict, give them ample notice so they can make other 

arrangements.

Drive safely at all times. Always make your passengers 

feel like they are in good hands. Keep your vehicle clean and 

in good condition. Do the same when riding in your partner’s 

vehicle. Respect any other restrictions the carpool has agreed

upon, such as smoking, eating, drinking, or talking on a cell 

phone. Whether you are the driver or a passenger, make an 

effort to be on time.

Refrain from making extra stops along the way to

take care of personal errands. The carpool is meant to help 

everyone with their commute.
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Here are suggested items to negotiate up front. Please include the items you decide are important to your participants.

Sample Individual Carpool or Vanpool Policy

Meeting place(s) and time(s): _________________________________________
Route: ____________________________________________________________
Driver schedule (For example, will you switch drivers weekly? Monthly?): 
__________________________________________________________________
__________________________________________________________________

•	 Smoking?     m Yes m No

•	 Food allowed?    m Yes m No

•	 Drinks allowed?    m Yes m No

•	 Perfume and cologne?   m Yes m No

•	 Laptops, DVDs, or video games?  m Yes m No

•	 Electronic games allowed?   m Yes m No

•	 Cell phone conversations?   m Yes m No m Time Limit?

•	 Cursing?     m Occasional  m Never

We have discussed:
•	 Payment arrangements

•	 Temperature in the car, a/c, and windows

•	 Preferred or assigned seating

•	 Quiet time and talking

•	 Absences

•	 How long to wait at a meeting point

•	 Music preferences, volume, who adjusts

•	 Shared costs: Gasoline, parking, car wash, etc.

•	 Side trips such as a coffee stop in the morning

•	 Car maintenance

•	 Other items agreed upon include: ___________________________________________

Driver(s) shows proof of automobile insurance, as required by California law?
 m Yes   ________initial

Be willing to make an exception. For example, even if you have agreed to listen to the 

news on the ride home, if someone has a headache and asks for quiet time please respect 

his or her needs.

I acknowledge that I have read and agreed to these policies.

Name ________________________________________________ Date_________

Organizational and 
communication skills 
come in handy when 
working with a group 
of individuals. Set 
ground rules.



How to Use the SANDAG Online iCommute Program

Three new tools to manage your commute
SANDAG recently launched iCommute, a new online program 

to help employees manage their travel back and forth to work. 

Some of iCommute’s new features include tools for tracking 

your commute and finding ridematching partners.

Create an Account
•	 Go to www.511sd.com/iCommute and click “TripTracker.”

•	 Click the green “Sign up” icon and fill out the form. 

•	 A confirmation e-mail will be sent to the address you pro-

vided. (If you can’t find it, please check your spam folder.) 

•	 Once you have received the e-mail, click the link within 

it to validate your account, then click “Continue.”

•	 Log in using the e-mail address and password you pro-

vided when you signed up.

How to Find a Carpool or Vanpool Partner

You can use RideMatcher to find carpool or vanpool part-

ners, and even a bike buddy. With this safe and secure 

online database, you can seek other commuters in the San 

Diego region with similar schedules and routes as you who 

are looking for rideshare partners. 

Step 1: Set up your RideMatcher profile

•	 Login to your iCommute account, hit the “RideMatcher” 

tab, and select “Add Trips.” Fill out your trip informa-

tion and click “Save.” 

•	 Review your trip. Click “Find Matches” to see a list of 

potential rideshare partners. If there are matches, a 

map will appear showing the other commuters’ start-

ing and ending points. (To the left of the map, the user 

names are listed with more detailed trip information 

and their preferences.)

•	 Checkboxes below the map allow you to show/hide the 

locations of matches on the map

Step 2: What to do if you find a match

•	 If you find a match, you can choose “Send Message” to 

communicate your interest in ridesharing (sharing your 

contact information is optional).

•	 Should no matches come up, don’t worry. New commuters 

register everyday, so check back frequently. If another user 

finds you as a match, the system will send you an e-mail at 

the address you provided when you registered. 

How to Log Your Trips

You can log your trips with TripTracker, where you can earn 

incentives and keep track of your positive impact on the 

environment and your pocket book.

Step 1: Set up your regular commute trip

•	 Click on “TripTracker” in the blue toolbar.

•	 Click “Configure the system to log recurring trips  



Never be Strandedautomatically” to log your regular commute (e.g., if you 

take the Trolley every day).

 » Click “Add AutoLog Template.”

 » Select “Add New Address” in the “From” drop-

down menu and enter your starting point. Then 

select “Add New Address” in the “To” drop-down 

menu and add your destination address.

 » Select your purpose, mode, and on what days you 

travel. Then click “Save.”

 » You should see a green dot under “Status” indicat-

ing that your trips will auto-log.

•	 If you ever need to pause your auto-log, click the red 

icon (e.g., a holiday break or you go on vacation).

•	 To edit the trip, click the writing hand icon.

•	 To delete the trip, click the “X” icon.

Step 2: Manually log trips

To log additional trips, or if you commuted differently than 

your regular trip, click “Log your trips manually right now” 

under TripTracker.

•	 You have the opportunity to log trips that occurred as 

much as three weeks prior to inputting the information. 

Select anywhere between “This Week” and “Three 

Weeks Ago” on the drop-down menu.

•	 Select the appropriate address from the “From” and “To” 

drop-down menus or select “Add New Address.”

•	 Select your purpose, mode, on what days you travel, and 

whether it is a round trip. Then click “Log Trips.”

If you carpool, vanpool, take the COASTER, ride an Ex-

press Bus, or if you bike to work three or more times a 

week, you have a built-in safety net with Guaranteed Ride 

Home (GRH). The GRH program will get you home if you 

have a personal or family illness or emergency, you have 

unscheduled overtime (with a supervisor’s approval), or 

your rideshare partner is unavailable to take you home. You 

can use it up to three times per year. You only need to pay 

a $3 co-pay per trip.

Step 1: Enroll in the GRH

•	 Click on the tab along the top that says “Commute Services.”

•	 Then, under the Guaranteed Ride Home section, follow 

the link: “Click here to enroll in the program.” Read the 

guidelines, fill out the application, and submit it.

•	 Once your application has been reviewed, you will be 

notified via e-mail and you will become eligible to use 

GRH vouchers.

Step 2: Using one of your GRH Vouchers

•	 Just login to your iCommute account and click on the 

tab along the top that says “Commute Services.” This 

page will tell you how many GRH vouchers you have left.  

To use one, just follow the link that says, “Click here to 

request a new voucher.”

•	 Fill out the information requested, follow the instruc-

tions on the voucher, and print it out.

•	 Give the voucher to the taxi driver or rental car represen-

tative, along with your $3 co-pay, and you’re ready to go!
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Vanpools are a comfortable, cost-effective, and convenient 

way for groups of seven to 15 people to share their ride to 

work. Vanpools reduce stress, help the environment, and 

save you money. The San Diego Association of Goverments’ 

iCommute program can help you get started today.

Get some time for yourself
Take advantage of the carpool lanes. Doze off. Read. 

Work. Or talk on your cell phone while someone else  

does the driving.

Save some money 
The average vanpooler spends approximately $100 a 

month to commute to work — that includes each person’s 

share of the cost of the van lease and parking. Many 

vanpools also qualify for $400-per-month subsidy from 

iCommute. With more than 600 vans on the road in San 

Diego County each year — there’s room for you to join 

one or create your own.

Never find yourself stranded 
If you vanpool, there’s no need to worry about being 

stranded if you have to stay late or need to get home in a 

hurry. The Guaranteed Ride Home program will provide a 

free taxi or rental car (depending on the distance between 

work and home) for those times when you have to work 

overtime or have an emergency. Just sign up for an 

online account at www.511sd.com/iCommute and 

enroll in the Guaranteed Ride Home program. (There  

is a $3 co-pay each time you use the service.)

Getting started 
If you have enough passengers to start a vanpool, go 

ahead and contact one of the program’s preferred 

vanpool providers. Prices vary, so call each provider for  

a bid. Vans are leased on a month-to-month basis.

Enterprise Rideshare 
(800) 826-4967 | www.vanpool.com

VPSI
(800) 826-7433 | www.vanpoolusa.com

Collect all pricing and vehicle information from your  

chosen provider.

If you need assistance finding additional riders,  

please use the free online ridematching tool at  

www.511sd.com/iCommute. Once you register for an 

account, you can put in your start and end locations 

and search for potential vanpool matches that share 

similar schedules and destinations as you. You will also 

find a list of vanpools seeking additional passengers.

vanpool
everybody into the pool!
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Q: What is a vanpool?
A: A vanpool is like a carpool except it holds more people, 

typically a group of seven to 15 people who commute to and 

from work together in a van. The van itself is leased and paid 

for by the riders, with the primary driver being the leaseholder. 

Typically the lease is a month-to-month, unless you want it for 

longer at a reduced rate.

Q: Does it pick me up at my house?
A: No, vanpoolers usually meet at a central location that suits 

everyone.

Q: How much does it cost?
A: Typically vanpools cost between $60 – $90/month per

person plus gas. The fare you pay reserves your seat for

the entire month.*

Q: Is it cheaper than taking my car?
A: The more miles you drive the more savings you’ll get by 

vanpooling. Here’s a quick idea of the estimated savings by 

vanpooling versus driving alone:

•	 20 miles daily round trip could save approximately  

$78 / month or $936 / year

•	 30 miles daily round trip could save approximately  

$189/month or $2,263 / year

•	 40 miles daily round trip could save approximately  

$278/month or $3,337/year 

•	 50 miles daily round trip could save approximately  

$368/month or $4,416/year

•	 90 miles daily round trip could save approximately  

$725/month or $8,707/year

Q: Who owns the van?
A: Most vans are leased by individual commuters. Vans leased 

through our referred vendors Enterprise and VPSI. They have 

competitive pricing that includes a complete service package, 

vehicle registration, insurance and maintenance. 

Q: What is the SANDAG subsidy and am I eligible? 

Is there any paperwork required?
A: SANDAG, through the San Diego County Air Pollution

Control District, provides a $400 subsidy per month for vanpools 

that have a minimum of 80% occupancy, have an origin or 

destination within San Diego County and fill out and sign the 

vanpool application Vanpoolers are required to log their vanpool 

trips each month on line using TripTracker, including a list of all 

your vanpool riders, mileage reports, and information about your 

commute such as origin and destination details.

Q: When does the next vanpool start?
A: Anytime you want — the application process takes between 

24 – 48 hours. Contact the Vanpool vendors for more information.

Q: What do I need to get started?
A: You or another individual needs to volunteer to be the driver  

and to sign the vanpool lease agreement.

•	 Credit check (Required for leaseholder only)

•	 DMV Medical (Required for primary and all alternate drivers)

•	 DMV driving record (Required for primary and all alternate drivers)

•	 Find other vanpoolers to join you that share a similar com-

mute pattern and working hours. The number of fellow 

vanpoolers you have to find depends on the capacity of the 

van you want to lease to meet the minimum 80% require-

ments for the $400 subsidy. For example:

•	 7-seater: Find 5 other riders plus yourself

•	 10-seater: Find 7 other riders plus yourself

•	 15-seater: Find 12 other riders plus yourself

•	 Agree with other riders on fixed arrival and departure times 

from a centrally located meeting place.

Q: Is a special driver's license required?
A: No, drivers and back-up drivers of vanpools need only a 

regular class C driver's license.

Q: Who does the driving?
A: It depends on how your van pool is set up. In some vans, 

everyone takes turns driving. Mostly though, two to three  

riders volunteer to share the driving or step-in, just in case.

Q: How do I find other riders?
A: Through RideLink’s ridesharing database you will be 

matched to either others at your workplace that live nearby; or 

with others in the San Diego county that share your commute  

patterns, i.e. hours and locations.

FAQs: Vanpool
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Q: What about insurance?
A: The vanpool vendors provide $1,000,000, $500,000

per occurance automobile liability insurance to protect

authorized drivers with $0.00 deductible.

Q: Who is responsible for maintaining and servicing 
the van?
A: The vanpool company provides this service, usually free of 

charge about every 6,000 miles — seamlessly for you while you 

are at work. Also, in the unlikely event the van breaks down, the 

vanpool vendors provide free 24 hour roadside assistance

that will bring a replacement van to you so you can quickly 

resume your commute.

Q: Is eating or smoking permitted in the van?
A: The vanpool participants collaborate on the rules of the 

vanpool on everything from eating and smoking, to waiting 

times, perfumes and choice of radio stations, etc.

Q: Can I use the van for personal use?
A: Yes. The vanpool vendors give each van extra miles each 

year in addition to the allotted miles per year. The extra miles 

can be used for small errands and side trips or even a longer 

family vacation, for example. Any excess miles are charged on a 

per mile basis. Each monthly statement includes a summary of 

the miles used and your balance. 

Q: What happens when I am absent from the vanpool 
due to illness, being late or on vacation?
A: If you are late for your vanpool or sick, call the driver or a pas-

senger ahead of time. When you go on vacation, make arrange-

ments with your vanpool driver or vanpool coordinator in advance.

Q: If I vanpool to get to work, will I be stranded? 

What if there is an emergency or I have unscheduled 
overtime?
A: Through SANDAG’s Guaranteed Ride Home program, you 

can get a taxi or rental car to your home if you have a personal 

or family illness, unscheduled overtime (supervisor’s approval 

required), or you are stranded because your carpool or vanpool 

driver left. The service can be used up to three times per year

by enrolled participants, with only a $3 co-pay. More info on 

visit www.511sd.com and click on Guaranteed Ride Home.

Q: What are the other benefits of vanpooling?
A: There are many personal benefits to vanpooling, as well as 

regional ones too. For example, you put fewer miles on your 

personal vehicle, split the cost of commuting to work, share the 

driving, use the carpool lanes to minimize freeway congestion, 

catch up on reading, relaxing or Sudoku, etc. Regionally, less 

cars on the road means less traffic and emissions, which is

good for San Diego and the environment.

If you have any questions, please contact the  
iCommute staff. We’re happy to help!
SANDAG’s Vanpool Specialist
Michelle Porter

(619) 699-0706 | mpor@sandag.org

SANDAG’s iCommute Account Executive
Deborah Jones 

(619) 699-6988 | djo@sandag.org

Vanpool vendors
Enterprise (800) VAN 4 WORK

VPSI (800) 826-7433

For more information  
http://www.icommutesd.com/WorkFromHome.aspx

About iCommute
iCommute is your gateway to commute options in the San 

Diego region. iCommute is managed by the San Diego 

Association of Governments (SANDAG) as part of the 

regional 511 transportation information program. The goal 

of the iCommute program is to manage and reduce traffic 

congestion during peaktimes, as well as reduce greenhouse 

gas emissions and other environmental pollutants that result 

from commuters driving to work each day alone. The staff at 

iCommute achieves this goal by offering assistance and tools 

to commuters and employers. 

iCommute assists commuters by providing free carpool and 

ride matching services, a subsidized vanpool program, transit 

solutions, the regional bicycle program, Guaranteed Ride Home 

service, SchoolPool carpooling programs for parents, and infor-

mation about teleworking. iCommute also provides free assis-

tance to local businesses, helping them develop and implement 

customized employee commuter benefit programs that lower 

costs, increase productivity, and help the environment.

Contact Us 
For more information, dial 511 toll-free from any phone and ask for 

iCommute when prompted, or e-mail iCommute@sandag.org
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The Regional Vanpool Program  is  a  service operated and  funded 
by  iCommute,  SANDAG’s  regional  commuter  assistance  program. 
The  program  is  designed  to  reduce  rush  hour  congestion  on  the 
region’s  roadways  and  is  part  of  SANDAG’s  Regional 
Transportation  Plan.    The  program  offers  a  monthly  financial 
incentive to commuter vanpools to offset their monthly lease cost. 

Please retain a copy of these guidelines for your records and future 
reference. 

Which Vanpools Can Apply for the Program? 

The Regional Vanpool Program offers a $400 monthly subsidy to 
vanpools that: 

• Have  either  an  origin  or  destination  within  San  Diego 
County;  

• Have a 7 to 15 passenger capacity; and 
• Submit an application  for  the program and meet specific 

criteria  (see  “How  Will  the  Vanpool  Enroll  in  the 
Program?” below). 

Customers  of  private  transit,  private  shuttles,  and  private 
vanpools are not eligible to enroll in the Program. 

How Does the Vanpool Apply for the Program? 

To apply, you must complete and sign this application form and 
submit  the  form  to  one  of  our  qualified  vanpool  vendors: 
Enterprise  Rideshare,  or  VPSI,  Inc.  The  vanpool  driver  must 
submit  the  form  by  the  15th  of  the  current  month  to  be 
considered for enrollment on the 1st of the following month, e.g., 
apply  by  August  15th  to  be  considered  for  enrollment  on 
September 1st.  

How Will the Vanpool Enroll in the Program? 

Vanpools will be enrolled in the Regional Vanpool Program based 
on the following priority criteria: 

Group 1:  
Vanpools with both an origin and destination within San Diego 
County with 80 percent start‐up occupancy. 
Group 2: 
Vanpools with origin outside and destination within San Diego 
County,  traveling a minimum of 20 one‐way miles within San 
Diego County, with 80 percent start‐up occupancy that: 
• Have  the  greatest  number  of  passenger  miles  on  the 

region’s most congested highway segments, e.g., I‐5, I‐8, I‐
15, and I‐805; and 

• Are co‐funded by another public agency representing the 
originating region. 

Group 3: 
Vanpools  with  origin  within  and  destination  outside  of  San 
Diego County, traveling a minimum of 20 one‐way miles within 
San Diego County, with 80 percent start‐up occupancy that: 

• Have  the  greatest  number  of  passenger  miles  on  the 
region’s most congested highway segments, e.g., I‐5, I‐8, I‐
15, and I‐805; and 

• Are co‐funded by another public agency representing the 
destination region. 

When Will I Be Notified That the Vanpool is Enrolled in 
the Program? 

You will be notified by the vendor to whom you submitted your 
application. Each vendor will submit the vanpool applications to 
iCommute  by  the  16th  of  each  month  for  the  vanpool  to  be 
considered for enrollment on the 1st of the following month. 

If  the  Vanpool  is  Enrolled  in  the  Program,  How  Do  I 
Maintain My Enrollment? 

There are  certain  restrictions  for maintaining enrollment  in  the 
regional vanpool program. The vanpool must: 

• Respond  by  deadline  to  SANDAG  and  Vendor  requests 
for information, such as: 
o Passenger and boarding lists; 
o Estimated mileage reports; 
o Available seats listing; 
o Odometer readings reports; 
o Current  driver  and  alternative  driver  contact 

information; and 
o Other select surveys as needed. 

• Maintain a minimum of 80 percent vehicle occupancy. 
Vehicles  that  fail  to  maintain  80  percent  vehicle 
occupancy for three consecutive months may be changed 
to  either  a  more  appropriately‐sized  vehicle,  or  be 
terminated from the Program 

• Follow  the  SANDAG  vanpool  participation  and 
operation guidelines as described herein.  

SANDAG  reserves  the  right  to  establish  a wait  list  for  vanpools  to 
participate in the subsidy program. This option may be exercised at 
SANDAG’s discretion at any time. 

SANDAG  reserves  the  right  to  withhold  subsidy  payments,  or  to 
terminate a vanpool from the program, for failure to provide timely 
responses  to  reasonable  requests  for  information  such  as  listed 
above. 

SANDAG retains the right to deny funding for any new vanpools and 
to terminate the funding for a vanpool or the entire program if it is 
in the best interest of the agency to do so. 
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Switching to a new vendor? 
 Yes       No 

Old Vendor Name: 

     

 
Reason: 

     

***All fields are required 

Vendor Submitting Paperwork: 

     

   VPSI, Inc.       Enterprise Rideshare       
First Name: 

     

  Last Name: 

     

 

Home Address: 

     

  Apt. #: 

     

 

City: 

     

  State: 

     

  Zip: 

     

 

Home Telephone: 

     

  Work Telephone: 

     

 

Vanpool Meeting Locations: 
(Cross Streets) 

1) 

     

 2) 

     

 

Employer: 

     

 

Work Address: 

     

  Ste. #: 

     

 

City: 

     

  State: 

     

  Zip: 

     

 

Days Per Week You Commute to Work: 

     

  Daily RoundTrip Miles (DTRM): 

     

 

Work Hours, From: 

     

   a.m.     p.m.  To: 

     

  a.m.     p.m. 

How do you currently get to work?   Carpool   Vanpool   Bicycle   Coaster   Transit   Drive Alone 

   Other:   

     

    

How did you here about the Regional Vanpool Program?   Mail   Radio   Internet   Employer 

Starting Passenger List:     Newspaper Ad   Word of Mouth 

Passenger Name: (First and Last)  Miles Traveled to Work:  Miles Traveled to Home: 

1)  Driver  

     

 

     

 

2)   

     

 

     

 

     

 

3)   

     

 

     

 

     

 

4)   

     

 

     

 

     

 

5)   

     

 

     

 

     

 

6)   

     

 

     

 

     

 

7)   

     

 

     

 

     

 

8)   

     

 

     

 

     

 

9)   

     

 

     

 

     

 

10) 

     

 

     

 

     

 

11) 

     

 

     

 

     

 

12) 

     

 

     

 

     

 

13) 

     

 

     

 

     

 

14) 

     

 

     

 

     

 

15) 
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This  must  be  signed  to  register  in  the  Regional 
Vanpool Program. 

 

I,  the  undersigned,  understand  the  rules  of  the  Regional 
Vanpool  Program  as  specified  in  the  “Participation 
Guidelines.” 

I, the undersigned, acknowledge that inappropriate use of this 
service will require that I reimburse all expenses incurred to 
the San Diego Association of Governments.  

I,  the  undersigned,  recognize  that  participation  in  the 
Regional Vanpool Program is strictly voluntary and that such 
participation does not, in any manner, imply that I am acting 
in the course and scope of official company business, nor does 
it  in  any  manner  establish  an  employer‐employee  or  an 
agency relationship with the provider. 

I,  the  undersigned,  in  consideration  of  the  request  and 
permission  to  participate  in  the  Regional  Vanpool  Program, 
hereby assume full responsibility and all risk of injury or loss, 
including  death,  which  may  result  from my  participation  in 
this  program  and  hereby  agree  to  hold  harmless,  release, 
waive,  forever  discharge  and  covenant  not  to  sue  or  bring 
claims against  the San Diego Association of Governments,  its 
officers,  agents  or  employees,  by  reason  of  accident,  illness, 
injury  or  death,  or  damage  to  or  loss  or  destruction  of  any 
property  arising  or  resulting  directly  or  indirectly  from my 
participation in the Regional Vanpool Program and occurring 
during  said  participation,  or  any  time  subsequent  thereto, 
whether or not such loss, injury or death is caused or alleged 
to  be  caused  in  whole  or  in  part  by  the  negligent  acts  or 

omissions  of  the  San  Diego  Association  of  Governments,  its 
officers, agents or employees. The  terms of  this release shall 
serve  as  a  release  and  assumption  of  risks  for  my  heirs, 
executors, administrators and for all of my family members. 

I,  the  undersigned,  acknowledge  that  I  have  read  the 
foregoing  paragraphs,  and  have  been  fully  advised  of  the 
potential risks incidental to engaging in the Regional Vanpool 
Program.  I  further  understand  and  acknowledge  that  the 
Regional  Vanpool  Program  may  be  changed  or  cancelled  at 
any time, without obligation, at the sole discretion of the San 
Diego Association of Governments. 

I, the undersigned, acknowledge that: 

SANDAG reserves the right to establish a wait list for vanpools 
to  participate  in  the  subsidy  program.  This  option  may  be 
exercised at SANDAG’s discretion at any time.  ________Initials 

SANDAG reserves the right to withhold subsidy payments, or to 
terminate  a  vanpool  from  the  program,  for  failure  to  provide 
timely responses to reasonable requests for information such as 
those listed in the “Participation Guidelines”.  ________Initials 

SANDAG retains the right to deny funding for any new vanpools 
and  to  terminate  the  funding  for  a  vanpool  or  the  entire 
program  if  it  is  in  the  best  interest  of  the  agency  to  do  so.
  ________Initials 

SANDAG  is  hereby  authorized  to  release  to  my  employer 
pertinent  information  related  to  my  involvement  in  the 
Regional Vanpool Program.  ________Initials 

 
 
 
           
  Date  Participant Signature           (signature is required) 
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Vanpool Tips and Etiquette 

Changing from a solo commute to a ridesharing arrangement 

may require some adjustment and compromise. These are some 

good tips to help you create and maintain a successful vanpool.

Get acquainted with your fellow vanpoolers. 
Vanpoolers sometimes feel more comfortable meeting  

potential vanpool partners in a neutral public place before  

driving together for the first time. Meet for lunch, coffee, or  

talk on the phone.

Scheduling and route. Determine the basic vanpool route 

and meeting places, as well as pick-up and drop-off times. 

Successful vanpools typically use no more than four pick-

up points. Make certain you have maps, schedules, vehicle 

maintenance schedule, and proof of insurance. 

Vanpool dynamics. Organizational and communication 

skills come in handy when working with a group of individuals. 

Establish general vanpool guidelines and put them in writing. 

Establish a vanpool policy agreement between riders — the last 

page of this tip sheet is a sample. 

Have back-up drivers. Enlist at least two other commuters in the 

vanpool willing to share driving duties to cover absences for vaca-

tions, illness, family emergencies, overtime, car repairs, and so on.

Communicate. Maintain a vanpool participant contact list, in-

cluding employers. Tell your vanpool driver or coordinator about 

vacations and days off well in advance. If you will be out due to 

a sick day or personal emergency, notify your vanpool right away 

so the group will know not to wait for you. Discuss any concerns 

or grievances you may have with your coordinator.

Maintain the van. Vanpool vehicles must be maintained

for road safety, reliability, and cleanliness. As a courtesy to 

your driver and fellow passengers, keep the van neat. Pick up 

newspapers, coffee cups, etc.

Sign up for Guaranteed Ride Home. Be sure to sign

up all your vanpoolers for the SANDAG Guaranteed Ride Home 

program before you start ridesharing. In case of an emergency 

or unscheduled overtime, you or your fellow vanpoolers can 

always get home — for just a $3 co-pay! (http://www.icom-

mutesd.com/Commuters/GuaranteedRideHome.aspx)

Drive safely. In a vanpool, a lot of people are depending

on one driver. If you are behind the wheel, always make your 

passengers feel they are in good hands. Drive safely at all times.

Enlist help from your employer. Your company can

add to the success of your program by offering tax benefits, 

and considering you and your fellow vanpoolers when making 

schedule changes.

Keep your vanpool’s occupancy up. If ridership is

low, ask riders to help recruit new members. Use iCommute’s 

RideMatcher system to look for potential vanpooler online. 

http://www.icommutesd.com/Commuters/RideMatcher.

aspx. Contact the SANDAG iCommute coordinator for help 

finding possible riders from our vanpool waitlist. Contact your 

workplace rideshare coordinator to post flyers around your

work site and to advertise within your company.

Know where your pick-up point is and always meet

the van on time. Remember, there are many people counting 

on you to be punctual. Most vanpool groups set a time limit 

on how long they will wait.

Know who to contact, when to contact, and how to 

contact the designated individual if you won’t be riding on 

any given trip. Make sure you have the appropriate phone 

numbers and e-mail addresses.

Be prompt with your prorated share of the total monthly 

vanpool payment. Make sure you know the preferred form of 

payment and whom to pay.

Know your group’s vanpool rules and abide by them.

Refrain from making extra stops along the way so you 

can take care of personal errands. The vanpool is meant to 

help everyone with their commute.

Follow the golden rule and treat your fellow passengers as 

you yourself would like to be treated.
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Here are suggested items to negotiate up front. Please include the items you decide are important to your participants.

Sample Individual Carpool or Vanpool Policy

Meeting place(s) and time(s): _________________________________________
Route: ____________________________________________________________
Driver schedule (For example, will you switch drivers weekly? Monthly?): 
__________________________________________________________________
__________________________________________________________________

•	 Smoking?     m Yes m No

•	 Food allowed?    m Yes m No

•	 Drinks allowed?    m Yes m No

•	 Perfume and cologne?   m Yes m No

•	 Laptops, DVDs, or video games?  m Yes m No

•	 Electronic games allowed?   m Yes m No

•	 Cell phone conversations?   m Yes m No m Time Limit?

•	 Cursing?     m Occasional  m Never

We have discussed:
•	 Payment arrangements

•	 Temperature in the car, a/c, and windows

•	 Preferred or assigned seating

•	 Quiet time and talking

•	 Absences

•	 How long to wait at a meeting point

•	 Music preferences, volume, who adjusts

•	 Shared costs: Gasoline, parking, car wash, etc.

•	 Side trips such as a coffee stop in the morning

•	 Car maintenance

•	 Other items agreed upon include: ___________________________________________

Driver(s) shows proof of automobile insurance, as required by California law?
 m Yes   ________initial

Be willing to make an exception. For example, even if you have agreed to listen to the 

news on the ride home, if someone has a headache and asks for quiet time please respect 

his or her needs.

I acknowledge that I have read and agreed to these policies.

Name ________________________________________________ Date_________

Organizational and 
communication skills 
come in handy when 
working with a group 
of individuals. Set 
ground rules.



How to Use the SANDAG Online iCommute Program

Three new tools to manage your commute
SANDAG recently launched iCommute, a new online program 

to help employees manage their travel back and forth to work. 

Some of iCommute’s new features include tools for tracking 

your commute and finding ridematching partners.

Create an Account
•	 Go to www.511sd.com/iCommute and click “TripTracker.”

•	 Click the green “Sign up” icon and fill out the form. 

•	 A confirmation e-mail will be sent to the address you pro-

vided. (If you can’t find it, please check your spam folder.) 

•	 Once you have received the e-mail, click the link within 

it to validate your account, then click “Continue.”

•	 Log in using the e-mail address and password you pro-

vided when you signed up.

How to Find a Carpool or Vanpool Partner

You can use RideMatcher to find carpool or vanpool part-

ners, and even a bike buddy. With this safe and secure 

online database, you can seek other commuters in the San 

Diego region with similar schedules and routes as you who 

are looking for rideshare partners. 

Step 1: Set up your RideMatcher profile

•	 Login to your iCommute account, hit the “RideMatcher” 

tab, and select “Add Trips.” Fill out your trip informa-

tion and click “Save.” 

•	 Review your trip. Click “Find Matches” to see a list of 

potential rideshare partners. If there are matches, a 

map will appear showing the other commuters’ start-

ing and ending points. (To the left of the map, the user 

names are listed with more detailed trip information 

and their preferences.)

•	 Checkboxes below the map allow you to show/hide the 

locations of matches on the map

Step 2: What to do if you find a match

•	 If you find a match, you can choose “Send Message” to 

communicate your interest in ridesharing (sharing your 

contact information is optional).

•	 Should no matches come up, don’t worry. New commuters 

register everyday, so check back frequently. If another user 

finds you as a match, the system will send you an e-mail at 

the address you provided when you registered. 

How to Log Your Trips

You can log your trips with TripTracker, where you can earn 

incentives and keep track of your positive impact on the 

environment and your pocket book.

Step 1: Set up your regular commute trip

•	 Click on “TripTracker” in the blue toolbar.

•	 Click “Configure the system to log recurring trips  



Never be Strandedautomatically” to log your regular commute (e.g., if you 

take the Trolley every day).

 » Click “Add AutoLog Template.”

 » Select “Add New Address” in the “From” drop-

down menu and enter your starting point. Then 

select “Add New Address” in the “To” drop-down 

menu and add your destination address.

 » Select your purpose, mode, and on what days you 

travel. Then click “Save.”

 » You should see a green dot under “Status” indicat-

ing that your trips will auto-log.

•	 If you ever need to pause your auto-log, click the red 

icon (e.g., a holiday break or you go on vacation).

•	 To edit the trip, click the writing hand icon.

•	 To delete the trip, click the “X” icon.

Step 2: Manually log trips

To log additional trips, or if you commuted differently than 

your regular trip, click “Log your trips manually right now” 

under TripTracker.

•	 You have the opportunity to log trips that occurred as 

much as three weeks prior to inputting the information. 

Select anywhere between “This Week” and “Three 

Weeks Ago” on the drop-down menu.

•	 Select the appropriate address from the “From” and “To” 

drop-down menus or select “Add New Address.”

•	 Select your purpose, mode, on what days you travel, and 

whether it is a round trip. Then click “Log Trips.”

If you carpool, vanpool, take the COASTER, ride an Ex-

press Bus, or if you bike to work three or more times a 

week, you have a built-in safety net with Guaranteed Ride 

Home (GRH). The GRH program will get you home if you 

have a personal or family illness or emergency, you have 

unscheduled overtime (with a supervisor’s approval), or 

your rideshare partner is unavailable to take you home. You 

can use it up to three times per year. You only need to pay 

a $3 co-pay per trip.

Step 1: Enroll in the GRH

•	 Click on the tab along the top that says “Commute Services.”

•	 Then, under the Guaranteed Ride Home section, follow 

the link: “Click here to enroll in the program.” Read the 

guidelines, fill out the application, and submit it.

•	 Once your application has been reviewed, you will be 

notified via e-mail and you will become eligible to use 

GRH vouchers.

Step 2: Using one of your GRH Vouchers

•	 Just login to your iCommute account and click on the 

tab along the top that says “Commute Services.” This 

page will tell you how many GRH vouchers you have left.  

To use one, just follow the link that says, “Click here to 

request a new voucher.”

•	 Fill out the information requested, follow the instruc-

tions on the voucher, and print it out.

•	 Give the voucher to the taxi driver or rental car represen-

tative, along with your $3 co-pay, and you’re ready to go!
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A vanpool is a group of people who are coming to the same workplace from the same community, riding
together in a van. Vanpools typically carry from seven to fifteen passengers, and operate weekdays, travel-
ing between one or two common pick-up locations (typically a park-and-ride lot where a rider may leave
his/her car, or a transit station) and the workplace.

Vanpool programs can be administered in a variety of ways, allowing the employer to be fully involved or
simply promote it from the sidelines.

Employers can help employees form vanpools through rideshare matching. Rideshare matching helps poten-
tial vanpoolers locate others nearby with similar schedules. Regional rideshare services in most areas allow
interested employees to register for matching services directly at no cost. Employers can direct their employ-
ees to these free services. Rideshare agencies can also help organize vanpools directly with employees.

Employees realize a variety of benefits from vanpooling including cost savings, decreased vehicle wear and
tear, time savings in regions with HOV lanes, and the ability to talk, eat, sleep, or read while commuting.
Vanpool participants report saving up to $3,000 or more a year on gas, car maintenance, and wear and
tear as well as reduced stress and commuting time. The primary employer advantage is the need for fewer
parking spaces; other advantages include less employee stress and improved productivity.

Vanpools make sense in many geographic locations, and are particularly well-suited for areas with limited
mass transit and long distance commutes. Metropolitan areas with high-occupancy vehicle (HOV) lanes
are also particularly well-suited for vanpools since the lanes provide vanpools with the opportunity for
substantial time savings over driving alone.

Providing vanpool benefits is one of the primary benefits employers participating in Best Workplaces for
CommutersSM can offer employees. Employers must offer at least one of three primary benefits to their
employees to be recognized as one of the Best Workplaces for CommutersSM (the other two are parking
cash out and telework). Under this option, the employer agrees to provide at least $30 per month in tran-
sit or vanpool benefits for any employee (or the full monthly commuting expense if it is less than $30 per
month). (This does not refer to pre-tax.  Pre-tax is considered a supporting benefit.)

Vanpool Programs

Implementing Commuter Benefits as One
of the Nation’s Best Workplaces for
CommutersSM

As of October 1, 2007, Best Workplaces for CommutersSM is no longer administered by the U.S. Environmental
Protection Agency and the U.S. Department of Transportation. From that date forward, the program is administered by
organizations that have decided to sustain Best Workplaces for Commuters. Information on sustaining communities
and organizations will be available on the www.epa.gov Web site.
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Best Workplaces for CommutersSM

The National Standard of Excellence for Commuter

Benefits

This document is one in a series of briefing papers designed
to help employers participating in Best Workplaces for
CommutersSM implement commuter benefits.

The U. S. Environmental Protection Agency (EPA) and the
U. S. Department of Transportation (DOT) established a
voluntary National Standard of Excellence for employer-pro-
vided commuter benefits. Commuter benefits help American
workers get to and from work in ways that cut air and global
warming pollution, improve public health, increase worker
productivity, and reduce expenses and taxes for employers
and employees. Employers that agree to meet the National
Standard of Excellence earn the Best Workplaces for
CommutersSM designation and agree to :

Centralize commute options information so that it is easy
for employees to access and use

Promote the availability of commuter benefits to employ-
ees

Provide access to an emergency ride home (ERH) program

Provide one or more of the following primary commuter
benefits:

✓ Vanpool or transit benefits of at least $30 per month

✓ Parking cash out of at least $30 per month

✓ Telework program that reduces commute trips by at
least 6 percent

✓ Other option proposed by employer and agreed to by
the organization that offers the BWC designation.
These services must reduce the rate at which employ-
ees drive to work alone and be perceived by employees
as a significant workplace benefit. Options may
include things like vacation time for carpoolers and
comprehensive shuttle services

Provide three or more of the following additional com-
muter benefits:

✓ Active membership in a Transportation Management
Association (TMA) or similar organization; participa-

tion in a regional air quality initiative 

✓ Membership in a local ozone awareness program

✓ Ridesharing or carpool matching, either in-house or
through a local or regional agency

✓ Pre-tax transit or vanpool benefits 

✓ Parking cash out less than $30 per month or less than
75 percent of the actual parking benefit

✓ Shuttles from transit stations, either employer-provid-
ed or through a local agency 

✓ Parking at park-and-ride lots or vanpool staging areas

✓ Preferred parking for carpools and vanpools

✓ Reduced parking costs for carpools and vanpools

✓ Employer-run vanpools or subscription bus programs

✓ Employer-assisted vanpools

✓ Secure bicycle parking, showers, and lockers

✓ Electric bicycle recharging stations

✓ Employee commuting awards programs

✓ Discounts/coupons for bicycles and walking shoes

✓ Compressed work schedules

✓ Teleworking

✓ Lunchtime shuttle

✓ Proximate commute (working closer to home)

✓ Incentives to encourage employees to live closer to
work

✓ On-site amenities (e.g., convenience mart, dry clean-
ing, etc.)

✓ Concierge services

✓ Participation/membership in a carsharing program

✓ Other options that you may propose

In addition, employers commit to ensuring that within 18
months of applying, at least 14 percent of their employees
are not driving alone to work.

Disclaimer

EPA developed this briefing as a service to employers partic-
ipating in Best Workplaces for Commuters. Information
about private service providers is intended for informational
purposes and does not imply endorsement by EPA or the
federal government.

The information presented here does not constitute official
tax guidance or a ruling by the U.S. Government. Taxpayers
are urged to consult with the Internal Revenue Service of
the U.S. Department of Treasury or a tax professional for
specific guidance related to the Federal tax law.
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Vanpool Programs: A
Summary
Vanpooling brings seven to fifteen commuters together in one
vehicle, typically a van. One person usually drives and main-
tains the van, while riders split the expenses. In some cases,
companies own and operate the vanpool, offering employees
the chance to ride at a reduced rate as a work benefit.

The primary benefits of vanpooling depend on the market
segment. In areas with HOV lanes, vanpools allow com-
muters to bypass traffic jams, providing potentially signifi-
cant time-savings. For long-distance commuters, vanpools
provide a relaxing way to travel, since the passengers have
time to read, work, or sleep.

For employers facing a parking shortage, vanpooling can
reduce the cost of building additional parking facilities.

There are four primary types of vanpool programs:

Owner/operators are individuals who buy/lease a vehicle
for vanpooling. Riders generally meet at a central location
and pay the owner a set monthly fee. Affordable insurance
and adequate coverage are major issues with this group.

Employers can buy vehicles for use by their employees.
The employer (or a group of employers) organizes the van-
pool riders and insures and maintains the vehicles. The
employer may charge a fee to ride in the van, and/or subsi-
dize the service.

Employers can also lease vehicles for use by their employees.
The issues associated with implementation in this scenario
are similar to those an employer faces when purchasing vans.

Third-party vanpool providers are private organizations
(either for-profit or non-profit) that operate vanpool serv-
ices for commuters, companies, and government agencies.
A vanpool vendor leases the vanpool vehicle for a monthly
fee that includes the vehicle operating cost, insurance, and
maintenance. The vendor can contract directly with one or
more employees. The group of users typically pays the
monthly lease fee. These operators manage approximately
5,000 vans across the United States. VPSI/Metro Vanpool
is the predominant provider, with approximately 3,500
vehicles across 60 cities.

In many regions, rideshare organizations assist employers
with recruiting riders, locating park-and-ride lots, and other
planning and implementation issues. A list of regional
rideshare organizations is available in Appendix A.

Employers may provide their employees with tax-free van-
pool benefits or an employee pre-tax deduction program for
vanpool expenses. Employers benefit from giving pre-tax or
tax-free benefits because those amounts are not subject to
payroll taxes (see separate briefing paper on Commuter Tax
Benefits).

Employer Benefits
A business can benefit in several ways by offering vanpool
services or benefits. Employers can boost employee morale
and satisfaction, while decreasing business costs through
reductions in payroll taxes and parking needs. 

Employees view commuter benefits extremely favorably.
Vanpool programs can:

Lower employee commute stress and the cost of commut-
ing for employees

Provide additional choices to employees

Heighten employee appreciation of employer, and

Help make benefits plans more employee and environmen-
tally friendly

These positive attributes, in turn, can improve employee
morale and make an organization a more desirable place to
work, which can:

Reduce employee absenteeism

Reduce employee turnover

Support recruiting and retention goals

Employees who vanpool generally see it as a major benefit.

Cost Savings
On the most basic level, an employer can offer a pre-tax ben-
efit of up to $105 a month for an employee to use towards a
vanpool program. In this case, offering vanpool benefits can
be a low-cost way to provide employees with an additional
benefit. A vanpool option provides the employer with lower
corporate income and payroll taxes, since the employer may
deduct the cost of providing the benefit and the amount
reserved by an employee on a pre-tax basis from income.
Employees also pay less in income taxes and social security
taxes. 
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An employer interested in establishing a company vanpool
program, through leasing or purchasing vans will see added
costs from the van payments. However, vanpool user fees, if
charged, typically cover these costs. Again, a percentage of
the user fee can be deducted from pre-tax salary, producing
the same reductions in corporate costs and payroll taxes as
providing a monthly transit benefit. Employers who subsi-
dize vanpool expenses for their employees can also realize a
cost savings in that any amount up to $105 is not subject to
payroll taxes.

Reduced Need for Parking
Reducing the number of employees driving to work can
reduce the demand for employee parking. Parking is expen-
sive to build or lease, particularly in urban areas. As a result,
vanpools and employer-provided vanpool benefits often pro-
vide a low-cost way to avoid the large expense associated with
securing additional parking. 

Employers can save a substantial amount of money in reduc-
ing the number of parking spaces required; one study esti-
mates that annual per space costs vary between $250 and
$2,100.1 In fact, 3M in Minneapolis, the acknowledged
“father of vanpooling,” started its program in the 1970s in
response to a parking shortage, not the energy crisis. (US
DOT, 1993)

Unlike parking, which is a long-term decision (leases are typ-
ically negotiated on an infrequent basis, and the decision to
construct new parking has long-term implications) vanpool
benefits can be adjusted immediately.

1 Victoria Transport Policy Institute, Online TDM Encyclopedia, available at <www.vtpi.org/tdm>. Costs are based on land, construction, and operations costs for
suburban and urban locations, and for surface, structured, and underground parking.
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Tax Considerations
Tax provisions that allow vanpool benefits to be taken as a
tax-free fringe benefit offer substantial financial savings to
both employers and employees.2 Vanpool benefits may be
provided tax-free to employees up to $105 per month, or
$1260 per year. Tax benefits accrue to businesses and
employees whether the employer pays for the benefits or the
employee pays for it through a pre-tax salary deduction, as
shown in Table 1. 

According to tax law, a vanpool is considered a “commuter
highway vehicle,” and must meet the following criteria to
qualify as a qualified transportation fringe benefit: 

1) seats at least six adults (not including the driver), and 

2) at least 80 percent of the mileage use can reasonably be
expected to be for transporting employees between their
homes and workplace, with employees occupying at least
one-half of the vehicle’s seats (not including the driver’s).

Many states provide further tax incentives and/or subsidies
promoting employer established vanpool programs. New
Jersey offers a statewide Vanpool Sponsorship Program that
provides a financial incentive for vanpooling in areas where
public transportation is not available. Each vanpool group is
eligible for $150 per month of sponsorship support. In
Washington state, tax credits are given to employers who par-
ticipate in commute trip reduction programs. The credit is
equal to one half of the financial incentive paid to each par-
ticipating employee (Winters and Cleland, undated). In
Oregon, employers can get a tax credit for purchasing vehi-

cles for vanpooling. Under the Business Energy Tax Credit,
an employer can receive a tax credit of 35 percent of eligible
project costs, taken over a period of five years.

Employee Benefits
Vanpools can result in substantial benefits for employees,
including increased comfort, reduced stress, and time-sav-
ings. A reduction in commuting costs is also a major benefit
to employees. Although many commuters don’t realize it, per
mile costs for driving alone are generally far higher than for
vanpooling.

According to the American Automobile Association, the
average cost of driving a new passenger car in 2004 was 56.2
cents per mile. This includes depreciation, insurance, fuel,
maintenance and finance charges based on a five-year loan.
This estimate covers both fixed and variable costs, but does
not include taxes, parking, bridge tolls, etc. If vanpooling
allows the employee to own one less car the costs savings are
substantially higher.3

If an employee has 40-mile round-trip commute at 56.2
cents per mile:4

The daily commute cost would be $22.48

The monthly commute would be $449.60  

The annual commute would be $5,395.20 

RIDES for Bay Area Commuters estimates that the cost per
mile to a vanpool rider is an average of five to nine cents per

2 Employers should review with their tax advisor the tax implications for themselves and their employees.
3 Las Vegas. April 8, 2004-This year AAA has revised its methodology for calculating driving costs to better reflect the average AAA member’s use of a vehicle over

5 years and 75,000 miles of ownership. 
4
Calculations used assume a 20-workday month and 240 workday year.

Table 1: Tax Savings for Employers and Employees

Option Employer Tax Benefit Employee Tax Benefit

Employers give their employees up to
$105/month to commute via vanpools

Employer receives tax deduction -
Employer can deduct cost of benefit-
from corporate income for purposes of
calculating corporate income taxes.

Employee receives up to $105/month-
tax-free. The employee does not
payany taxes on the value of the bene-
fit.

Employers allow employees to use pre-
tax income to pay for vanpooling

Employer saves on payroll taxes (at
least 7.65% savings) - No payroll taxes
are paid on the income that is set aside
by the employee.

Employee saves on income tax and-
payroll taxes - The amount of income-
set aside for vanpooling (up to
$105/month) is no longer treated as
taxable salary.



8

Vanpool Programs: Implementing Commuter Benefits as One of the Nation’s Best Workplaces for CommutersSM

mile depending on length of the roundtrip. In the above
example, with a 40-mile round-trip commute and a per-mile
cost of seven cents:

The daily commute cost would be $2.80

The monthly commute would be $56.00

The annual commute would be $672.00

– In this scenario, vanpooling results in an annual savings
of more than $2,800 over driving alone.

Vanpool passengers may also be eligible to receive additional
benefits depending on the city and state in which they live.
For example, Contra Costa County, California offers a
$1,000 bonus to groups that can keep a vanpool running for
a year. Massachusetts provides discounts on personal auto
insurance to vanpoolers. Every month, each qualified passen-
ger on the van receives a pass signifying vanpool participation
for that month. By collecting 11 consecutive monthly passes
during a policy year, a vanpool passenger can claim a 10 per-
cent discount on property damage and collision coverage (up
to $75) at the beginning of a policy year. Massachusetts also
offers free license plates and registration to vanpools.

When Vanpool Benefits
Make Sense
Vanpool programs can be established or sponsored by any
employer with a commuting workforce. Typically the pro-
grams are most cost effective and beneficial for companies
employing more than 50 workers where some of the employ-
ees travel upwards of ten miles one way from residence to the
workplace (Winters, Cleland, “Vanpool Pricing and
Financing Guide,” undated). Some rideshare organizations
recommend that only employees with commutes of more
than 20 miles one-way will benefit from vanpooling.

Regions with High-Occupancy Vehicle
(HOV) Lanes
In areas with high-occupancy vehicle (HOV) lanes, vanpools
are especially valuable for their ability to bypass congestion,
saving commuters significant time. Depending on the length
of the commute and the amount of congestion bypassed,
using the HOV lanes may save 15 to 30 minutes each way.

Long Commutes, Outer Suburbs, and
Limited Mass Transit
Employees with long commutes (20 miles or more each way)
are the most likely to be interested in vanpools as a way to
reduce the stress of long-distance commuting. By vanpool-
ing, these employees can put their time commuting to use
reading, catching up on sleep, or simply relaxing. 

For employees in areas where mass transit is limited, sharing
rides is the major alternative to driving alone. If many of
these employees live near each other or along a particular
corridor, vanpools become an easy and effective solution.
Through cooperation with other nearby businesses, employ-
ers can virtually establish a transit system for their employees. 

Some employers have found that instituting a vanpool pro-
gram in conjunction with a move to a suburban location has
assisted with retaining employees who might otherwise be
put off by the long commute.

Lower Income Workers and High Priced
Housing
Vanpools can work particularly well for employers with a
large percentage of lower income workers. In resort towns,
for example, the cost of living may be too high for many
workers to live close to work, resulting in a limited pool of
workers nearby. Vanpools can solve problems for both
employers and employees. 

For example, businesses in the western Florida gulf coast
resort communities of Destin and South Walton had difficul-
ty attracting and retaining service employees, especially dur-
ing the tourist season. Restaurants, hotels, and stores along
the coast needed workers, but potential employees could not
afford the area’s increasingly high-cost housing. Many work-
ers who do accept positions have commutes of an hour or
more. Workers also tended to lack reliable transportation,
and turnover and absenteeism were high. 

Area businesses formed a task force and decided that a van-
pool system would offer a good compromise between relia-
bility and flexibility at a reasonable cost. Organizers also rec-
ognized that vanpools would improve parking availability,
solving a problem caused by the growth of tourism along the
popular beaches of northwest Florida--the increasing number
of vehicles streaming through the area during the summer
season. (Association for Commuter Transportation 1997) 

AAA estimates the average new car will depreciate $3,782 per year of ownership. Full insurance coverage is estimated to average $1,603 per year. Owners will pay
about $975 per year for fuel. Maintenance is estimated to cost $915 per year, and finance charges are $741 based on a 5 year loan at 6% with a 10% downpay-
ment Based on a composite national average of three domestically built 2004 cards—subcompact Chevrolet, Cavalier LS, mid-size Ford Taurus SEL Deluxe and
a full-size Mercury Grand Marquis LS.
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Regions with Existing Vanpool
Agencies
Many regions and urban centers around the nation already
have successful third-party vanpool providers. The third-
party provider can help interested employers develop a pro-
gram tailored to their needs.

Vanpooling is often well suited for large employers, since
they are most likely to have a sufficient number of employees
to form vanpools. Smaller employers, however, may be able
to join together through a business association or regional
vanpool agency to develop vanpools.

Employees at small businesses also may be able to fill slots in
existing vanpools serving larger employers located nearby.

Implementation 
and Costs
Administrative issues generally pose only a short-lived chal-
lenge during the early stages of program implementation, but
may be a potentially significant perceived barrier. Employers
can, however, seek assistance in many of these issues from
rideshare organizations.

Costs will vary depending on which of the four vanpool
models an employer implements, but a vanpool program can
often be provided at relatively low cost and with relatively lit-
tle administrative burden, whether the employer or employee
pays. If the company runs the program, incoming lease funds
and/or tax credits can actually lower a company’s total tax
bill. 

Vanpool Programs: Four Models
The monthly cost of a vanpool will vary depending on the
choice of vendor, the choice of vehicle, the number of riders,
and the total miles a group travels daily. One of the most
important choices is selecting the form of vanpool program.
The following sections review the primary choices and relat-
ed costs and issues. 

Owner-Operator Vans
An employee buys a van and administers all aspects of van
operation, including maintenance and insurance, entirely on
his or her own. Employer involvement is virtually nonexist-
ent. Rideshare organizations can sometimes provide support
and assistance. Costs to the employer will vary in relation to
vanpool type. A number of regions have seen increasing

demand for vanpool programs over the past few years. The
Puget Sound Region has seen more than a 60 percent
increase in vanpooling since 1995. (WSDOT, 2000)

Employer-Purchased Vans
A company buys vans and administers the entire program,
covering costs by collecting fares from riders. This option
offers the greatest control over program policies. The biggest
investment is buying the vans. Overall costs can be lower
than those of any other type of vanpool program, allowing
for savings to be passed on to riders in lower fares, and
increasing ridership. However, many employers have moved
away from this option because of the financial and time obli-
gations of running the program.

Employer-Leased Vans
A company leases vans and administers either the entire pro-
gram, some of the program, or none of the program,
depending on the terms of the lease. Employer-leased vans
are the next step down on the involvement scale from own-
ing the vehicles. Costs will be higher to cover finance charges
and overhead expenses of the vendor. However, leases help
avoid having a fleet of depreciated vans if vanpool ridership
declines. In many cases the leasing entity is responsible for
maintenance and upkeep of the vans, which again reduces
employer responsibility and costs. The increased cost is gen-
erally minimal. The lease cost for a van is typically about
$1,200 to $3000 a month, depending on dealer incentives,
not including gas. Leases are generally based on monthly
mileage.

Employee-Leased Vans
An employee group leases a van from a third-party vanpool
vendor and pays fares directly to the vendor. The employer
helps by promoting the vanpool and referring employees;
rideshare organizations can also perform these functions.
Employee monthly leased vans are popular among employers
because all financial and legal obligations are between the
employees and the van vendor. However, such arrangements
may entail monthly administrative fees. 

In theory the employer is not required to get involved.
However, if the employer supports the vanpool program
through promotions, employee referrals and even fare subsi-
dies, it is more likely to see–and keep–vans on the road.
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Insurance Issues
It is important that vanpools be covered by adequate insur-
ance, and that employers ensure that their policies are appro-
priate to the type of vanpool. The two types of insurance are
described briefly below.

Employer-Sponsored Pools
There are many levels of employer involvement in rideshare
programs, and the type of coverage needed necessarily
depends on the scope of employer involvement. For employ-
er-facilitated programs in which an employer encourages the
formation of carpools and vanpools by providing

nominal incentives and the means for employees to vanpool,
liability exposure should be remote. Insurers do not normally
provide policies specifically covering this type of activity, and
many employers feel that their comprehensive general liabili-
ty policies should provide adequate coverage.

On the other hand, for companies that own, lease, operate,
and maintain vanpools for their employees, fleet insurance is
essential. For especially large companies, a group of vanpools
may compose a small part of an overall fleet insurance pro-
gram. Coverage should be less expensive in this case.

Third-Party Providers
Companies or individuals that lease a van from a third party
can usually obtain insurance coverage through the lessor.
VPSI, Inc., for example, offers comprehensive coverage with
no deductible as an optional part of its package to lessees.
Thus, the monthly cost to riders in a VPSI vanpool includes
the cost of insuring the vehicle.

VPSI screens potential drivers’ records, and rather than
charging a higher rate for drivers who appear to be bad risks,
VPSI simply will not approve such individuals as drivers. The
portion of the total lease cost attributable exclusively to
insurance costs is difficult to determine. Any large company
with an existing fleet policy will likely be able to obtain
insurance for leased or owned vanpools at rates below what
would normally be paid for a commercial policy (Leibson
and Penner, 1994). 4

Rideshare Matching

One of the most important needs in setting up a vanpool pro-
gram is matching potential vanpool riders. Many regions have

rideshare programs whose main function is to match potential
car and vanpoolers with rideshare partners. Depending on the
size of the employer, rideshare organizations can specifically
match only employees of that company, or employees of sev-
eral companies located near each other. See the Appendix for
a list of regional rideshare organizations.

Guide to Implementation 
An employer interested in starting a vanpool program has
numerous options. The company must decide how much it
wants to be involved in the vanpool program. Employers
may also wish to speak with a representative of a regional
rideshare organization to determine the type of assistance and
support available.  

This section will help walk the employer through some guid-
ing principles that will aid in the production of a successful
vanpool program (USDOT, 1993).

1) Select a Vanpool Program Coordinator 

The vanpool coordinator may be responsible for handling
some or all program details. Even if the vanpool program is
run by a third party vendor, an employer still must be famil-
iar enough with vanpool operation to deal with any problems
that may arise.

2) Organize a Vanpool Committee

The committee addresses company issues surrounding the
vanpool. The extent to which the committee will deal with
issues of finance, the van fleet, insurance, liability and others
will depend on the type of program offered. By having a mix
of people from different departments, the committee can
best advertise and supply information surrounding the pro-
gram to the entire workforce. The committee addresses ques-
tions such as:

What would motivate people to vanpool?

How much are people willing to pay?

How much do we wish to spend?

What will be the best schedule?

Will we offer a vanpool benefit or subsidy?

4 For a comprehensive guide to insurance and liability coverage for vanpool programs, see the Legal Research Digest, “Successful Risk Management for Rideshare
and Carpool-Matching Programs,” available at www.nationalacademies.org
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3) Identify clusters of potential vanpool riders

This can be done through office e-mails, posting “vanpool
riders wanted” flyers, or tapping human resources for home
address and zip code information. Rideshare organizations
and third party vendors can typically produce density maps
showing locations of all employers and best commuting
routes.

4) Market the Vanpool Program

Contact potential riders to determine the interest in vanpool-
ing. If response rate is seemingly positive, implementation
can continue. 

5) Decide What Type of Program to Offer

As described in Implementation Issues and Costs, there are
different ways to organize and fund a vanpool program.
Which one is best for a company depends on the level of
involvement a company is most comfortable with. All else
being equal, increased involvement increases time and money
investments, but reduces total operating costs.

6) Buy or Lease a Vanpool Van

The type of program the employer implements will deter-
mine the next step. If an employer chooses to buy vans, it is
important to ensure vanpool vehicles meet current specifica-
tions. Specs will vary from region to region. If the company
has established a lease agreement, the vendor will usually be
knowledgeable in the regional requirements. Employers
should consider not only specs required by state and federal
law, but also those that make vanpooling more comfortable
and appealing to employees6.

7) Secure Insurance Coverage

An employer must have adequate insurance for the vanpool.
The method of obtaining insurance varies with vanpool type
(i.e., leased or owned) and by state. Van vendors typically
provide insurance coverage for companies that lease vanpools.
Otherwise, a company will either need to self insure or
obtain coverage from an insurer specializing in vanpool risks.

8) Prepare Written Policy and Procedure Manual

The manual should answer every question that an employee
could ask about a vanpool program. Each employer manual
will be different, as there are literally hundreds of questions
and policy variations that a company can address. Some
examples include: 

Fare structure

Payment periods

Cancellation notice

Wait time at stops

Hours of operation

Van ridership policy (could include eating and drinking
policy, perfume, music, cell phone use, etc.)

9) Select Driver, Alternate Driver, and Complete Driver
Qualification

States have different requirements enforced by law surround-
ing vanpool drivers. These should be researched before driv-
ers are chosen. Employers may be involved with reviewing
driving records, medical exams, and in the case of large fleets,
even driver training. Many potential drivers may not have
driven vans before, and driver training can familiarize them
with handling requirements of large vehicles.

10) Begin Vanpool Service

As with many programs, the employers may wish to begin
vanpool service on a trial basis before implementing a perma-
nent program. The vanpool coordinator should also monitor
the program to ensure that it is adequately advertised, that
drivers and passengers are aware of their responsibilities, and
to deal with any problems that may arise.
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Employer Questions
and Answers
The following questions might commonly be asked by an
employer (e.g., a human resources administrator or business
manager) interested in considering a vanpool program. 

How difficult—and costly—is it to administer a vanpool

program?

Costs and involvement will vary greatly depending on the
type of program selected by a company. The primary costs
are upfront start-up costs. After the vans are purchased or
leased the company will see relatively low out-of-pocket
costs. Rider fares should be calculated at a level that will
cover monthly maintenance and supply costs. If an employer
is allowing for a pre-tax deduction of fares from an employ-
ee’s salary, savings can be seen in payroll taxes.

Cost reductions can also be realized through employee park-
ing space reductions.

What amount of the employee fare should the employer

provide?

An employer may subsidize any amount. The federal tax-free
benefit for vanpool benefits, however, is currently limited to
a maximum of $105 per month. As a result, the employee
and employer must pay taxes on the value of the benefit that
exceeds the $105 statutory limit. For example, if the employ-
er provides the employee $115 per month to put towards
vanpool fares, $105 is a tax-free fringe benefit, and the
excess—$10—must be included in the employee’s wages for
income and employment tax purposes.

How is vanpool fare determined?

Costs are determined by adding up all the costs involved
with the program, then dividing by the number of riders
(not including the driver, who generally rides for free). Costs
include both those that are fixed (vehicle purchase price less
depreciation, insurance, registration, and license fees or your
monthly leasing cost) as well as operating costs (maintenance
and fuel).

In order to attract riders, many companies do not set fares
equal to costs, but subsidize a portion of employee fares.
Subsidies, if any, will be based on what a company can
afford, what employees are willing to pay, what a company
hopes to gain in revenues, as well as the savings seen on park-
ing and other drive-alone expenses.

What kind of commitment should participants be required

to make?

Commitments can vary depending on the type of vanpool
program an employer is implementing. Typically a 30-day
notice prior to cancellation will give the company ample
time to restructure program needs.

Does a vanpool need to provide door-to-door service?

No. Each vanpool group sets up its own rules. Some vans
will provide door-to-door service. Most typically set and
schedule a number of convenient pick-up points.

What are the responsibilities of the driver? How is the

driver selected?

The driver is responsible for operating the vehicle, making
scheduled stops, and arranging for the vehicle maintenance,
fueling and fare collection. In return, drivers typically ride
for free and may also be given a set number of miles per
month that they can use the vehicle for personal business.
The driver is usually the person who comes forward and
agrees to take responsibility for the vanpool, in exchange for
getting to ride free. Drivers should be screened for their driv-
ing history and safety record; in addition, some states require
medical exams.

What do I do with empty seats on a van?

Empty seats typically mean less revenue. There may be peri-
ods where a rider may quit the program and a replacement
cannot be found. 

One option to offset this loss of revenue is to simply raise
fares for the other riders. Typically this is a last resort.
Increasing the fare to compensate for having one less rider
will avoid any program cost increase to the employer, but
may discourage other riders from continuing in the vanpool. 

Some states, including California, Oregon, and Washington,
have short-term subsidy programs that will cover the cost of
an empty seat for an established period of time. This gives
the vanpool coordinator a chance to find a replacement. If
there are other employers in the vicinity, it may be possible
to expand the market pool by establishing a cross-employer
program.

What happens if the regular driver is not available to

drive?

Each vanpool needs to have backup drivers to fill in when
the regular driver is not able to drive due to vacations, sick
leave, or travel/overtime commitments for work. If no driver
is available for the van for a particular day, vanpool riders
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typically coordinate carpools. Some vanpools have a number
of drivers who rotate driving responsibilities; fares for these
people are then discounted based on the number of days
each person drives.

What is the best way to promote vanpool programs?

An employer has numerous options to inform employees
about the benefits surrounding vanpools. Some of the more
frequent methods include but are not limited to the following:

Company orientation meetings for new employees

Vanpool Committee meeting announcements

Advertisements in places seen frequently by employees
(cafeteria, garage, elevators, etc.)

Distribution of program brochures (highlighting monetary
benefits)

Company newsletters

Voicemail or e-mail broadcast 

Special promotional days (example: a “Pool Day” to
encourage vanpooling)

Company Web site

Employer Case Studies
The following five case studies of employer vanpool pro-
grams illustrate some of the issues and potential choices in
implementing a vanpool program. 

San Antonio, Texas–United States
Automobile Association 
USAA, an insurance and financial services firm, has run an
extensive vanpool program since 1977. The program, which
began with five vans at the firm’s San Antonio headquarters,
now has approximately 93 vans at five locations throughout
the country. Ridership is currently at 1,020 employees. In
San Antonio, there are approximately 825 participants in a
total workforce of 15,000 (approximately 5 percent). All vans
are owned and maintained by USAA. USAA owns two sizes
of van: “maxi-vans” with a capacity of 15 passengers, and
“mini-vans” with a capacity of seven passengers. Drivers are
responsible for routine maintenance (fluid changes and tire
pressure), but USAA personnel perform other maintenance.

Van drivers are selected from the regular workforce. Each van
has a regular and a back-up driver responsible for daily oper-
ation. Potential vanpool drivers must submit their driving
record, take a drug test, and participate in a one-on-one driv-
er training program. Drivers must sign a Vanpool Program
Participation Agreement. There is generally a waiting list to
participate in vanpools as either a driver or passenger.
Vanpools have reserved parking nearest the entrance.
Although one of the perks of being a driver is use of the van
during evenings and weekends, drivers must pay USAA the
going IRS mileage reimbursement rate and may not use the
vans to transport anyone other than immediate family mem-
bers. Drivers receive a fuel card from USAA to cover the cost
of gas; other maintenance needs are the responsibility of
USAA fleet managers.

Most vanpools have two or three pick-up locations, most often
churches or retail centers. USAA has formal agreements with
landowners to use their parking areas for vanpool passenger
parking. In some cases, passengers can pay a premium and be
picked up at their homes. Although most vans are scheduled
to depart USAA at 5:15 PM, drivers will call up to latecomers
to determine if they are on their way, and wait up to 15 min-
utes. The program costs approximately $500,000 annually.

The lowest passenger fares are $17.75 every two weeks. Some
vanpool vans—those that have the maximum
ridership—allow for the drivers to ride for free. Fares are
based on operating expenses, and vary by zone; all passengers
within a zone pay the same fare, regardless of ridership on
their particular van. Payments can be deducted directly from
employees’ paychecks. USAA vanpools in different cities
charge different fares. Fares are reassessed on an as-needed
basis, and the company also offers an emergency ride home
program to vanpool participants.

The program is publicized annually, especially between May
and October—during ozone season. Publicity events include
a vanpool fair, media events, commercials on the in-house
television system, and articles in company newspapers. The
vanpool program distributes information regarding potential
cost savings for participation in the vanpool, which is esti-
mated at $5,200 to $7,100 per year. There are no parking
cost savings, as USAA provides free parking to employees.
However, the state of Texas allows a ten percent insurance
discount to vanpool participants. The USAA vanpool pro-
gram recently had their best safety record ever: two minor
accidents in 1.7 million miles driven. USAA’s driver training
emphasizes safety and defensive driving, and all drivers and
back-ups receive monthly e-mails with up to date traffic and
or weather warnings keeping safety on their minds6. 

6 All information provided is up to date as of February 1, 2005, by Raul Cantu, Support Service Coordinator, USAA Vanpool Administrator.
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Puget Sound—The Boeing Company 
Aircraft manufacturer Boeing employs approximately 55,000
people in the Puget Sound region, of whom 2,491 use the
company’s 288 vanpools to commute to and from work. The
vanpool program has been in existence for over 50 years.
Boeing does not subsidize the vanpool directly; however,
Boeing gives all employees who take public transportation
(bus, van, train) an incentive of up to $25 monthly.

The 8, 12 and 15 passenger vans are owned by eight transit
agencies: Pierce Transit, Intercity, Transit, King County
Metro, Kitsap Transit, Community Transit, Skagit Transit,
Island Transit and Whatcom Transit. Fees vary by transit
agency and mileage driven. With the highest monthly fares
approximately $130 per month per person, these riders travel
over 62 miles one way. Vanpool drivers may ride free. There
are no parking fees at Boeing locations in Puget Sound. 

All vanpool activity (maintenance, gas, insurance) is handled
by the transit agency.

Drivers must have a good driving record and complete van-
pool driving training given by the agency. Drivers are permit-
ted a minimal mileage for personal use (usually about 40
miles per month.)

Passengers are picked up at centralized points, usually Park
and Ride lots. As an additional incentive, vanpools have pref-
erential parking at all Puget Sound locations.

Although Washington State has a commute trip reduction
law that mandates all employers with over 100 employees
have a trip reduction program, Boeing has had a program of
some sort since the l960’s. Vanpool lists are kept up to date
on the Boeing internal web, and ddrivers can list vacancies
on that list. Bulletin boards are also available at all locations
for posting openings. Wait lists are maintained by the drivers.
Information events that promote vanpools are also held
throughout the year.

(Wendy M. Weaver, Employee Transportation Administrator-
Boeing.)

Chevy Chase, Maryland—GEICO Direct
GEICO, an automobile insurance company, has a Transit
Incentive Program that includes the operation of eight van-
pools. Approximately 80 employees participate in the van-
pool program.

The 15-seat vans are owned by GEICO and driven by
employees. When employees request permission to become a
driver, they must allow GEICO to check their driving
record, which reveals whether they have had tickets or acci-
dents. Although technically spouses are not supposed to drive
the vans, they must have a Motor Vehicle Record check as
well, on the chance that they may drive the van in an emer-
gency. Generally, however, drivers are not allowed to use the
vans for personal travel on evenings or weekends. The only
exception is for errands performed along their usual route.
Each vanpool is required to have at least one back-up driver;
most have several.

Vanpool drivers are responsible for keeping the van’s gas tank
full and cleaning the vehicle. All other maintenance work,
including routine oil changes, is performed by GEICO’s fleet
maintenance personnel. Drivers are expected to report any
maintenance needs to the fleet manager.

Vanpool drivers pick up their passengers at a central point,
usually a park-and-ride or other commuter lot. In several
cases, there is an agreement with a shopping center owner
that passengers can park in one area of the parking lot.
Although the vanpool does not pay the shopping center for
all-day use, the incentive for the shopping center is that many
passengers will shop there on their way home from work.

Vanpool passengers pay a rate of 5.1 cents per mile. For the
longest-distance commuters, this works out to approximately
$40 every two weeks. Fees are deducted directly from the
employee’s paycheck on a pre-tax basis. Vanpool drivers do
not have to pay. The main incentive for vanpoolers is that
they are able to use the HOV lanes, avoid the wear and tear
on their own vehicles, and relax if they are not driving. In
addition, vanpools receive free preferential parking, closest to
the building.

(Kelly Robertson Barba, January 2005.)
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San Diego, California—University of
California at San Diego
The University of California at San Diego (UCSD) has run a
vanpool program since 1978. Faculty, staff, students, and
nearby organizations are eligible. The program currently has
42 vans and a ridership of 297 people.

UCSD’s Department of Transportation and Parking Services’
Rideshare Division leases the 42, 8-passenger vans from
Enterprise Rideshare. Drivers are responsible for filling the
gas tank and reporting any potential problems to Enterprise
Rideshare. The university is insured through Enterprise
Rideshare.

UCSD utilizes employee vanpool volunteers to drive each
van. USCD must obtain a copy of the employee’s driving
record from the DMV, pass a DMV physical (paid for by
UCSD), take a driving test given by DMV certified driving
instructor at UCSD, and be approved by Enterprise
Rideshare. Each van is allowed up to 4 drivers who usually
ride for free. If driving duties are shared during the month,
the drivers work out the savings between themselves.

Vanpool fees are based on distance and range from $66 to
$119 per month, with most routes costing $75 to $85. The
longest route is Temecula. UCSD staff and faculty can pay
their vanpool fees via pre-tax payroll. Up to $105 per month
can be paid on a pre-tax basis. Vanpool fees are generally not
much higher than parking fees, which range from $53 to
$154 per month. All riders are given occasional use parking
permits good for 30 days of parking per quarter in case there
is a need to drive to campus.

Passengers are picked up in the morning and dropped off in
the evening at designated points. Many of these pickup
points are in retail areas, park-and-ride lots, or churches.
Churches are generally very cooperative, since those lots are
generally full only once per week.

Some challenges that the vanpool program faces are that it is
difficult to convince people that they do not need to bring
their personal car to campus. However, because of the 5 day
free trial period, once people try the van they find ways to
get around the need for a personal vehicle. Another problem
is demonstrating to people that vanpooling is actually saving
them money. After an employee factors in the cost of a
monthly parking permit, fuel cost and automobile mainte-
nance, the proof is usually obvious. The biggest problem fac-
ing the program is probably that of conflicting schedules.
With such an array of work schedules within such a wide
area (La Jolla main campus, Medical Center Hillcrest,
Scripps Institute of Oceanography, the La Jolla Professional
Building and theVA and Salk Institute,) it is sometimes very

difficult to find enough people coming from the same area
with the same schedule.

Although there are challenges in administering a vanpool pro-
gram, there are also benefits to being a member of a vanpool.
As a vanpool rider, employees enjoy the convenience of riding
instead of driving to work. This results in increased study
time for student-employees, decreases personal auto mainte-
nance expenses, lower personal auto insurance rates, less stress
from driving, relaxation on the drive home, and maintaining
relationships with other riders. Above all, vanpool participants
have a hand in reducing environmental pollution.

UCSD’s vanpool program is publicized through e-mail flyers,
new student and employee orientations, and the riders/driv-
ers themselves. In fact, the vanpool program receives more
calls regarding vanpool availability due to word-of-mouth
than any other marketing tool.

The UCSD vanpool program offers students and employees
the option to get to campus in a more efficient manner. As a
result, there is less of a strain on parking, an increase in per-
sonal time for riders, and fewer automobiles on the road
causing congestion and pollution. All of these factors affect
vanpoolers and the surrounding community in a positive
way. UCSD hopes to continuously contribute to this effort
in the coming years.

(Michael Benton, Vanpool Coordinator, Rideshare, USCD,
February 2005.)

Ann Arbor, Michigan—University of
Michigan
One of the Best Workplaces for Commuters since 2003, the
University of Michigan-Ann Arbor is proving that being
savvy in the use of commuter benefits can save money. By
offering a comprehensive commuter benefits program,
including exemplary transit benefits, the University has
avoided building more than 1,300 parking spaces alone, sav-
ing nearly $17 million in new parking construction expenses.

To ease the demand for parking, the school took a multi-
faceted approach: free bus passes for all students and employ-
ees, subsidized vanpools managed by an outside expert, and a
host of other supporting benefits.

The school’s vanpool program is on the rise. Subsidized since
2001, the vans now take nearly 300 University employees to
work every day, taking advantage of preferred parking spots
on campus. In 2003, the University outsourced administra-
tion of the program to MichiVan, a subsidiary of VPSI, Inc.
According to the University, MichiVan has strengthened the
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program by beefing up marketing efforts and streamlining
the vanpool matching service. The University believes the
program will continue to improve and further alleviate the
campus wide parking shortage. “I guess you could say we had
seventeen million reasons why we made the right decisions,”
said David Miller, Director of Parking and Transportation
Services. “Thanks to the success of our bus pass, vanpool,
and park-and-ride programs, our parking situation has
improved over the past five years—despite our growing pop-
ulation.”

Services That Support
Implementation

Rideshare Organizations
In addition to rideshare matching for carpool and vanpool
programs, rideshare organizations can assist employers with
other aspects of establishing vanpool programs, from helping
employers decide which type of program is right for them to
identifying third-party vanpool providers. Most types of
assistance are provided free of charge. A list of regional
rideshare organizations in included in Appendix A.

Local Governments and Transit
Agencies
Services to help employers implement vanpool programs are
provided by many regional and local government entities.
Transit agencies, metropolitan planning organizations
(MPOs), city and county transportation agencies, transporta-
tion management associations (TMAs), and transportation
management organizations (TMOs) throughout the U.S.
provide assistance to employers in starting and maintaining
transportation demand management programs such as van-
pools.

They often are a great source of information for employers
about options to help implement a vanpool and local pro-
grams that support employer initiatives. An employer can
decide to hire an organization to help establish a program, or
simply obtain preliminary information.

Emergency Ride Home Programs
One of the barriers that prevents some employees from tak-
ing transit or a vanpool to work is the fear that they will not
be able to get home quickly in the event of an personal emer-
gency, such as picking up a sick child from school or working
unscheduled overtime. Emergency Ride Home (ERH) pro-
grams provide commuters who regularly carpool, vanpool,
bike, walk, or take transit to work with a reliable ride home
when emergencies arise. ERH programs are generally consid-
ered a support program for broader programs such as van-
pool. See the briefing paper on Emergency Ride Home
Programs for additional information.

Park-and-Ride Lots
For potential vanpoolers who do not live in immediate prox-
imity, a park-and-ride lot may be a good meeting place. The
availability of park-and-ride lots may encourage vanpool
drivers who would otherwise be inconvenienced by picking
up and dropping off passengers at their homes. Vanpools can
also work out parking arrangements with owners of other
parking lots, such as shopping centers or churches.



17

Vanpool Programs: Implementing Commuter Benefits as One of the Nation’s Best Workplaces for CommutersSM

Associations and
Contacts
This section includes contacts for employers looking for
additional information about setting up a vanpool program.
For additional information on setting up a program for van-
pool benefits, see the briefing paper on Tax Benefits.

Information Clearinghouses

Association for Commuter Transportation
1401 Peachtree Street, Suite 440
Atlanta, GA 30309
Tel: 678-916-4940
Fax: 678-244-4151
Act@act-hq.com
www.ACTweb.org

The Association for Commuter Transportation (ACT) is a
membership organization that promotes commuter choice
and transportation demand management. They sponsor
annual conferences on commuting, and publish educational
materials for employers. 

National Transportation Demand Management
(TDM) and Telework Clearinghouse
Center for Urban Transportation Research
University of South Florida
4202 E. Fowler Avenue
CUT100
Tampa, FL 33620-5375
Tel: 813-974-3120
www.nctr.usf.edu/clearinghouse

The National TDM and Telework Clearinghouse is a com-
pendium of research and information on TDM and telecom-
muting. TDM refers to a set of programs and policies that
are designed to make the best use of existing transportation
resources without additional infrastructure investment. Much
of the Clearinghouse information is available electronically.
The site contains information for employers interested in
establishing trip reduction programs and commuter benefits.

Association for Metropolitan Planning Organizations
202-457-0710 x19 
www.ampo.org/links/mposnet.html

Vanpool Companies

Many different vanpool companies operate in different parts
of the country. Employers should contact their regional
rideshare agency for information on specific operators avail-
able in a particular location

Emissions and Transportation Benefits

Reducing the frequency that commuters drive alone gener-
ates numerous benefits. Vanpool programs can be an effective
way to reduce vehicle travel and associated problems: emis-
sions of air traffic congestion, and high parking demand.

Each vanpool removes on average 13 cars from rush hour
traffic. A study completed in Puget Sound, Washington,
found that the city’s 1,450 vanpools eliminate more than
11,000 vehicles and 22,000 driving trips every workday
(WSDOT, 2000). This reduces the mileage traveled by single
occupant vehicles by 2.7 million miles annually. One estab-
lished vanpool has been found to remove up to 160,000
pounds of polluting emissions per year. Puget Sound’s fleet of
vanpools yields annual reductions in greenhouse gases of an
estimated 63,475 tons. The more passengers in a vehicle, the
lower the energy use and carbon dioxide emissions per pas-
senger mile. For this reason, the carbon dioxide emissions
resulting from a daily commute by vanpool are significantly
lower than if commuting by car.

7 Example from: www.bwc.gov/employ/csparking.htm.
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American Association of State Highway & Transportation
Officials (AASHTO) - www.aashto.org
American Public Transportation Association (APTA) -
www.apta.com
Artery Business Committee TMA - www.abctma.com
Association of Metropolitan Planning Organizations -
www.ampo.org
Commuter Check - www.commutercheck.com
Commuter Choice - www.commuterchoice.com
Central Houston, Inc. TMO -
www.centralhouston.org/home/projectsprograms/mobility
Commuter Check Services Corporation - 
www.commutercheck.com
Enterprise Rideshare Vanpooling - www.vanpool.com
Hatling & Thomas Ltd. "A Leap in the Right Direction" -
www.hatling.com/curbitspad.html
Institute of Transportation Engineers - www.ite.org
All Adds Up to Cleaner Air (U.S. DOT/EPA) - 
www.italladdsup.gov/
ITS America - www.itsa.orgMeadowLink - 
www.meadowlink.org
National TDM & Telework Clearinghouse -
www.nctr.usf.edu/clearinghouse
OPTIMUM, Optimization of Planning Through
Introduction of Mobility Management - 
www.optimum-interreg.net
Public Transportation Partnership for Tomorrow - 
www.publictransportation.org/pt2.html
Research & Support Program Clearinghouse -
www.cutr.eng.usf.edu/tdm/
VPSI - Commuter Vanpools - www.vanpoolusa.com/
WageWorks - Your Full Service Commuter Benefits Plan -
www.wageworks.com/commute
Alameda County, CA - www.grh.accma.ca.gov/grh/
Alexandria, Virginia  - Alexandria Rideshare -
www.alexride.org/
Arlington, VA -CommuterPage.com
Arlington, Va - CommuterDirect.com

Atlanta, GA - The Clean Air Campaign - www.cleanaircam-
paign.com/
Atlanta, GA - Clifton Corridor TMA - www.cctma.com/
Atlanta, GA - CobbRides - www.cobbrides.com/
Atlanta, GA - Commute Connections - Atlanta Regional
Commission - www.commuteconnections.com/
Atlanta, GA - Commuter Club - www.commuterclub.com/
Atlanta, GA - Georgia Regional Transportation Authority
(GRTA) - www.grta.org/
Beaverton, OR - Westside Transportation Alliance -
www.wta-tma.org/
Bethesda, Maryland - North Bethesda Transportation Center
- www.nbtc.org/
Capital District, NY - Commuter Register - 
www.commuter-register.org/
Colorado Springs, CO - Clean Air CampaignColorado
Springs, CO - RIDEFINDER -
www.springsgov.com/Page.asp?NavID=1212
Columbus, OH - Central Ohio Transit Authority -
www.cota.com/
Columbus, OH - The Mid-Ohio Regional Planning
Commission - www.morpc.org/comm
Coronado, CA - Coronado TMA -
www.coronado.ca.us/TMA/tma.html
Dallas, TX - Dallas-Fort Worth TDM -
www.dfwinfo.com/trans/tdm/
Dayton, OH - The Miami Valley Regional Planning 
Commission - www.mvrpc.org/
Denver, CO - Ride Arrangers - www.drcog.org/ridearrangers
Denver, CO - Downtown Denver TMA - 
www.downtowndenver.com/
Detroit, MI - Rideshare, SEMCOG -
www.semcog.org/index.htmlFranklin/
Williamson County, TN - The TMA Group - 
www.tmagroup.org/
Folsom, CA - FRED TMA - Folsom, Ranchero Cordova, 
El Dorado - www.fredtma.org/
Fort Lauderdale, FL - South Florida Commuter Services -
www.1800234ride.com/

Appendix A

The following list contains links to commuter assistance programs throughout the nation, including transit systems, TMAs,
and regional rideshare programs. They have been organized by city and/or service to ease your navigation. 
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Houston, TX - MetroVan Rideshare Services - 
www.hou-metro.harris.tx.us/METVAN.HTM
Hudson Co., NJ - Hudson TMA - hudsontma.org/
Irvine, CA - Irvine Spectrum Transportation Management
Association - www.72share.com/
Johnson City, TN - Johnson City MTPO - www.jcmpo.org/
Kansas City MO Rideshare Program - rideshare.marc.org -
rideshare.marc.org/
King of Prussia, Pensylvania - GVF Transportation -
www.gvftma.com/
Long Island, NY - Long Island Transportation Management,
Inc. - www.litm.org/
Los Angeles, CA -- Midway Rideshare - 
www.midwayrideshare.com/
Los Angeles, CA - I HATE DRIVING.com - 
www.ihatedriving.com/
Massachusetts - TMAC - www.masscommute.com/
Mercer Co., NJ -- Mercer TMA - www.gmtma.org/
Michigan Department of Transportation -
MichiganRideshare.org - www.michiganrideshare.org/
Minneapolis-St Paul, Minnesota - Metro Commuter Services
- www.metrocommuterservices.org/
Missoula, MT - University of Montana Office of
Transportation - www.umt.edu/asum/ot/
Monterey County, CA - Commute Alternatives/Ridesharing
- www.ambag.org/
New Haven, CT - Rideworks - www.rideworks.com/ 
New Jersey (NW) -- TransOptions - www.transoptions.org/
New York City - Commuter Link - www.commuterlink.com/
Norfolk, VA - TRAFFIX, Southeastern Virginia (TDM) -
www.traffixonline.org/
Phoenix, AZ - Valley Metro/RPTA - www.valleymetro.org/
Pittsburgh, PA - Airport Corridor Transportation Association -
www.acta-pgh.org/
Pittsburgh, PA - CommuteInfo - www.commuteinfo.org/
Raleigh, NC - North Carolina DOT Public Transportation
Division - www.dot.state.nc.us/transit/transitnet/

Redmond, WA - The Greater Redmond TMA -
www.grtma.org/
Sacramento, CA - South Natomas TMA - 
www.southnatomastma.org/

Salem, Oregon - www.mvrideshare.net 
San Bernardino County, CA - SB County Commuter
Services - www.sbcounty.gov/commuterservices/
San Diego, CA - RideLink - www.sdcommute.com/
Santa Cruz, CA -- Santa Cruz Area Transportation
Management Association - www.cruz-n-tma.org/
Santa Cruz County Regional Transportation Commission -
www.CommuteSolutions.org - www.SCCRTC.org 
San Joaquin/Stanislaus Co., CA - Commute Connection -
www.commuteconnection.com/
San Luis Obispo, CA -- San Luis Obispo Regional Rideshare
- San Luis Obispo TMA - www.rideshare.org/
Seattle, WA - Riderlink - transit.metrokc.gov/Southern
California Rideshare - www.socalcommute.org/
Southern California ACT chapter - www.act-southernca.org
Stamford, CT - MetroPool - www.metropool.com/
St. Louis, Missouri - Ridefinders - www.ridefinders.org/
St. Paul, MN - Saint Paul Transportation Management
Organization - www.saintpaulparking.com/
Tallahassee, FL - Commuter Services of North Florida -
tmi.cob.fsu.edu/commute/
Tampa, FL - Bay Area Commuter Services - 
www.tampabayrideshare.org/
Tampa, FL - The Center for Urban Transportation Research -
www.cutr.eng.usf.edu/
Tampa, FL - Transportation Research Board - Committee on
Transportation Demand Management -
www.cutr.eng.usf.edu/trb
Tucson, Arizona - Pima Association of Governments -
www.pagnet.org/
Utah - TMA Utah - www.tmautah.org/
Vermont - Vermont Statewide Rideshare Program -
www.vpta.net/
Washington DC - Commuter Connections -
www.mwcog.org/commuter/ccindex.html
Westchester Co., NY - Smart Commute - www.westchester-
gov.com/smartcommute
Wilmington, DE - TMA Delaware - www.tmadelaware.org/
Windsor, CT - The Rideshare Company -
www.rideshare.com/

Provided by: Association for Commuter Transportation
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Travel Tips 

Each time you board your bus, tap the Compass Card flat on 

the special Compass Card validator on the bus. Look for the 

Compass Card symbol on or near the fare box. 

For the COASTER, Trolley, and SPRINTER look for the 

validator on the station platform and tap, with the card flat, on 

the Compass Card symbol. 

Riders Must Always Tap 

Always tap your Compass Card on a validator before you 

board the COASTER, Trolley, or SPRINTER or as you board 

the bus. Tapping your card keeps it current and tells the fare 

inspector or conductor if you have a valid pass and if you 

tapped before boarding. 

 

Frequently Asked Questions 
Printable PDF version  

What is a Compass Card?  

The Compass Card is an innovative, plastic “smart card” designed to streamline and expedite fare collection. The embedded smart 

card technology allows riders to have their trip validated by touching the card flat on a specially designed validator or farebox. 

Compass Cards are replacing all paper monthly passes in the San Diego region to make boarding buses and trains faster and easier. 

Compass Cards will speed transaction times and allow buses and trains to keep better schedules. 

How do I get a Compass Card? 

Compass Cards will be sold at Ticket Vending Machines at all rail platforms, the MTS Transit Store, and NCTD Transit Centers. You 

may order a Compass Card over the phone by calling 511 and saying “Compass” or visit www.511sd.com/compass to purchase or 

reload online. Compass Cards also are sold at select Vons stores; for a current list of participating stores visit 

www.511sd.com/compass. 

How do I get a Compass Card if I qualify for a discounted transit pass?  

Compass Cards loaded with discounted Senior, Medicare, Youth, and Disabled transit passes are available at 

the MTS Transit Store, NCTD Transit Centers, and select Vons stores; for a current list of participating stores 

visit www.511sd.com/compass. Once you have purchased a discounted transit pass on Compass Card, you 

may reload at a Vons store, a Ticket Vending Machine, or by visiting www.511sd.com/compass to reload. You 

also may contact 511 and say “Compass” to set up automatic reload.  

How do I put a new pass or fare on a Compass Card? 

As a monthly pass user, you will have several options to add a new pass or fare and ensure that your card is valid. The monthly pass 

can be immediately reloaded and available for use at Ticket Vending Machines; the MTS Transit Store; NCTD Oceanside, Vista, and 

Escondido Transit Centers; and select Vons stores. Compass Cards also may be reloaded online at www.511sd.com/compass or by 

calling 511 and saying “Compass.” Online and phone reloads may take up to three business days to be activated on your card. The 

Compass Card also can be tied to a credit or debit card for automatic reloading. 

How do I use the Compass Card? 

The Compass Card is easy to use. Simply tap your card flat on the target on the platform validator at Trolley or rail stations, or on the 

farebox on buses. Tapping your card on a validator lets the system know that you have a valid transit pass loaded on your Compass 

Card. You also can tap flat on the Compass Card target on the Ticket Vending Machines at the stations to check your card balance, to 

purchase or add passes, and to load stored value (the stored value feature will be added in the future). Tapping the Ticket Vending 

Machine target will not validate your trip. 

Do I have to tap on a validator every time I ride? 

Visualize the Compass Card as the transit system’s “virtual” fare gate or an invisible turnstile. You must tap your card flat on the 

farebox validator every time you board a bus, and on the platform validator before you board the COASTER, SPRINTER, or Trolley. 

You do not need to tap a validator when transferring from one Trolley line to another. Tapping your Compass Card will validate your 

trip, keep your pass current, and prevent you from getting a citation. 
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Can the Compass Card be used by riders who don’t purchase a monthly pass? 

In the future, a stored value option will be available on the Compass Card. Once implemented, stored value will allow you to add cash 

to the card. This feature will be launched after all the monthly passes have been converted to Compass Card. When a Compass Card 

loaded with stored value is tapped, the amount of a day pass appropriate for the service will be deducted from the balance of the card. 

Stored value will be used on all bus and rail service within the San Diego region.  

What are the benefits of using the Compass Card? 

The Compass Card benefits riders in a number of ways. It simplifies taking transit by creating a seamless, universal way to pay fares. 

Riders don’t need to worry about carrying cash, or searching for tokens. Just Tap & Ride! Compass Cards will expedite passenger 

boarding. 

The Compass Card is plastic and similar in size to a credit card. It is easy to use, easy to reload, and easy to replace. The Compass 

Card can be automatically reloaded with your debit or credit card so your pass does not expire. And, you can register your Compass 

Card, so if it is lost, stolen, or damaged, the remaining balance can be transferred to a new card. 

When can riders begin using the Compass Card? 

The Compass Card rollout has begun. All COASTER and Premium Express monthly pass holders have converted to Compass Cards. 

Regional Monthly passes on Compass Card are sold, and can be reloaded, at the MTS Transit Store and at select Vons locations.  

What is a smart card?  

A smart card allows products and cash value to be stored on an embedded computer chip. It resembles a credit card in size and 

shape. “Smart card” is a general term that refers to any card employing this type of embedded technology. The Compass Card is the 

San Diego region’s specific brand of transit smart card. 

Will the Compass Card replace cash? 

No, cash can still be used to purchase single-trip tickets and one-day passes. 

What types of fares will be stored on the Compass Card? 

Currently, Compass Cards store monthly passes. The passes on the Compass Card are used on the same public transit services as 

the corresponding paper passes. As different monthly passes become available on the Compass Card, they are sold as the same 

pass type and at the same price as the paper passes. This includes Adult, Youth, Senior, Disabled, and Medicare passes. Eventually, 

all monthly and select day passes will be stored on the Compass Card. In the future, customers will be able to load cash/stored value 

onto the card to pay as they go for a day pass or a one-way fare on any service. 

 

How much does a Compass Card cost? 

Great news! For a limited time, the Compass Card is free! After that, customers will pay an administration fee, currently $2 per card 

(non-refundable). Once you have a card you can reload it as often as you want. 

How and where can I use my Compass Card? 

Compass Cards are accepted on all Metropolitan Transit System (MTS) and North County Transit District (NCTD) fixed route buses, 

Trolley, COASTER and SPRINTER. On a bus, simply tap the card flat on the validator on the farebox when you board the bus and 

you are ready to enjoy your ride. For Trolley, COASTER or SPRINTER tap your Compass Card flat on the platform validator 

designated for the service you will be using, before boarding. 

How do I board the bus using a Compass Card? 

Riding the bus with Compass Card is easy. A validator is located either on your right, as you board the bus or on the farebox next to 

the driver – look for the Compass Card logo. Simply tap your Compass Card flat on the validator. There is a beep to indicate the pass 

has been accepted. The display also will advise you of the expiration date of the pass. 

How do I use the Compass Card on the Trolley, SPRINTER, and COASTER if I have a monthly pass?  

Validators are located at convenient spots on all rail platforms. Just tap the Compass Card flat on the validator designated for the 

service you will be using prior to boarding. You do not need to tap a validator when transferring from one Trolley line to another. 

How will I use the Compass Card on the Trolley, SPRINTER, and COASTER once stored value is available?  

The stored value feature will be deployed after all monthly passes have been rolled out. Once you load your Compass Card with 

stored value, simply tap the card flat on the validator and a regional day pass will be loaded on your Compass Card when riding the 

Trolley or SPRINTER. The regional day pass is good for an entire day on all transit services except for COASTER, MTS Premium 

Express bus and Rural. A Region Plus pass will be loaded when riding the COASTER, which is good for an entire day on all services 

except Two-Zone Rural. If you want a one-way fare, you will tell the bus driver before tapping, or use stored value to buy the 

appropriate fare from a Ticket Vending Machine. If you are making a one-way or return trip with no transfers, it may be advantageous 

to purchase a paper, single trip ticket from a Ticket Vending Machine. 

When I tap my Compass Card, does it matter which way the card is facing?  

No. Either side of the card will work as long as the card is flat. The sensor in the card reader just needs to be about one inch from the 

card. It can even be read through a wallet or plastic holder. 

When I tap the card on the validator, how do I know that my card is accepted? 

The smart card technology allows you to have your trip validated by simply touching the Compass Card flat on the specially designed 

card validator. On rail validators a green light will flash, a tone will sound and a “Thank You” message will be displayed. 

On buses, a single beep sound will indicate your card is accepted. Some bus fare boxes and all rail platform validators have lights. A 

yellow light, or two beeps means that your pass is about to expire or your balance is low. A red light and three beeps means that the 
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pass is not valid or has expired. 

How do fare inspectors or conductors know I tapped my card to validate my trip? 

Conductors and fare enforcement personnel have handheld units to conduct fare inspections. These units can verify if your card is 

valid and if you tapped before boarding. 

What will fare inspectors or conductors do if they discover that I did not tap my card before I boarded the train or Trolley? 

Fare inspectors will deliver a warning or issue a citation for an invalid pass or improper use of the Compass Card. 

How can I set up automatic reloads to my Compass Card? 

Your Compass Card can be set up to automatically reload new passes each month with a credit or debit card. It's the fastest, easiest 

way to make sure your card is ready to use when you need it. Simply call 511 and say “Compass” and a customer service center 

representative will assist you. If it is a monthly pass, the card will reload five days prior to the end of the month and charge the credit 

or debit card once the pass is loaded. Once stored value is implemented, the requested amount of stored value will load to the 

Compass Card and the credit or debit card will be charged after the load has completed. You must tap your Compass Card flat on the 

validator for the automatic reload to take place. Automatic reload will remain active until the customer requests the service be 

discontinued. 

How can I add a pass to my Compass card at a Ticket Vending Machine? 

To add a pass, your transaction begins and ends with a touch of the Compass Card to the circular target on the Ticket Vending 

Machine. Simply tap the card flat and follow the instructions on the screen to add a pass to your card. 

How do I register my Compass Card? 

To register your Compass Card by phone, call 511 and say “Compass.” You can fill out a registration form that will be forwarded to 

SANDAG at the MTS Transit Store or NCTD Customer Service Centers. You also can visit a select Vons store selling the Compass 

Card to get a registration form. Or, you can download a form from www.511sd.com/compass. Then, fax, e-mail, or mail the completed 

form to SANDAG. If you register your Compass Card by submitting a form, your card will be considered registered after you receive a 

confirmation call from a customer service representative within two weeks. In the future, riders will be able to register their Compass 

Cards online at www.511sd.com/compass. Check back for updates. 

What if my card is lost, stolen, or defective? 

If you have registered your Compass Card in advance, and it is lost, stolen, or defective, call 511 and say “Compass” Monday through 

Friday, 7 a.m. to 7 p.m. Once you notify 511 that your Compass Card is lost, stolen, or defective, your registered card will be turned 

off immediately. Once it is turned off, it cannot be reactivated or used again. If you have registered your Compass Card, a 

replacement card, with your remaining balance at the time you notified the Customer Service Center, will be sent to you via mail. 

What should I do if my card stops working? 

If your Compass Card stops working, call 511 and say “Compass” and a customer service center representative will assist you in 

getting a replacement. Your card may be either damaged or defective. Your card also may be blocked if it is being used fraudulently 

or if we have problems reloading your pass with your credit or debit card. 

If your Compass Card is defective, through no fault of your own, and you have had it for less than a year, we will replace the defective 

card and restore your balance free of charge. If your Compass Card is damaged, however, you are responsible for the fees 

associated with a replacement card and restoration of your balance. 

What happens if the validator or farebox does not read my Compass Card or gives an error message? 

Please call 511 and say “Compass” during regular business hours (Monday through Friday, 7 a.m. to 7 p.m.) and a customer service 

center representative will help. If you need to travel, you may have to purchase a cash fare. 

If I keep my Compass Card in my wallet next to a credit card, will it demagnetize? 

Compass Cards contain no magnetic material and therefore cannot be demagnetized. 

If I carry another smart card in my wallet next to the Compass Card, will it still work? 

Often, if there are two or more smart cards next to one another, neither one can be read. You may need to keep the smart cards 

separate from one another for both to function properly. 

Are there different types of Compass Cards? 

Yes. There are five different types of Compass Cards: Adult, Senior, Disabled, Medicare, and Youth. A discounted college pass will 

become available in the future. 

Can riders who use discounted passes use the Compass Card? 

Yes. The Compass Card will conveniently serve as the fare medium for Senior, Disabled, Medicare, and Youth discount passes. 

Riders who receive the discounted Senior, Disabled, Medicare fare can choose to have their picture included on their Compass Card 

at the MTS Transit Store or one of the NCTD Transit Centers. Once you add your photo to your Compass Card, there’s no need to 

carry both a discounted monthly pass and a separate form of picture identification! Adding the photo on your Compass Card will be 

available in 2010. 

I have a Senior, Disabled, Medicare regional monthly pass. Will I need to get a Compass Card? 

Yes. As the monthly paper passes are eliminated you will need to convert to a Compass Card.  

I have a discounted college monthly pass. Will I need to get a Compass Card? 

No. Please continue to purchase your discounted pass at your college or university.  
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What happens when I turn 18 if I have a Youth pass?  

Youth cards are valid until the end of your 18th year. When you turn 19 years old, you will need to purchase a regular Adult pass. If 

you are enrolled in a local college offering a discount pass program, you may purchase that pass at the college or university (some 

restrictions apply, see your local school for details). 

I have a Compass Card, and a personal care attendant travels with me. How does that work? 

NCTD BREEZE buses and SPRINTER trains allow personal care attendants (PCAs) to ride free when they are traveling with reduced 

fare ID cardholders with specially marked cards reading “PCA-yes.” There is no discounted fare for attendants on MTS buses or the 

Trolley. Attendants traveling alone are not eligible for reduced fares on NCTD transit services. 

I still have questions about my discounted fare products. Where can I get help? 

If your question is about the reduced fare products, contact your local transit agency by calling 511, and then saying "transit," followed 

by the name of your local transit agency. 

Will Compass Cards work with employee transit benefit programs?  

The Compass Card works with Commuter Check®, WageWorks®, and other transit benefit providers. Please contact your human 

resources department for more information. 

How can the Compass Card be used with an employee transit benefit program? 

Whether you receive paper vouchers, commuter debit cards, or redeem your transit benefits online, you can use your benefits to add 

value to your Compass Card. Currently, Compass Card works with a variety of transit benefit programs. 

If your transit benefit provider offers a commuter card (a pre-paid debit card that acts like a credit card), you can use it with the 

Compass Card even if your specific provider is not listed above. Since the commuter card acts like a credit card, you can use your 

commuter card to purchase a monthly pass and put it on your Compass Card at any Ticket Vending Machine.  

If you don't use a commuter card, or don’t see your transit benefit program listed here, please check back later to see what benefit 

providers have been added. You can also ask your benefits administrator or human resources manager at your workplace about 

adding the Compass Card to your benefits program. 

Can I use my transit benefit debit card to set up automatic reload for my Compass Card? 

No. You must use a regular credit or debit card to set up automatic reload for your Compass Card. 

My transit benefit program told me they sent you the money. Why isn't it on my Compass Card? 

Due to the time required to process the transit benefit orders, there is a gap between the time orders are sent from the various transit 

benefit companies and when the Compass Card system loads passes to cards. Your value should be available by the first day of the 

benefit month, and you must tap your card on a validator on the bus or rail platform in order for it to load the value. If you do not 

receive your transit benefit value by the first day of the benefit month, please contact a customer service center representative by 

calling 511 and saying “Compass.” 

How much can I deduct as pre-tax benefits for using public transportation?  

As part of the federal stimulus package approved by Congress in February 2009, the pre-tax benefit has been increased to $230 a 

month for transit. Check with your employer to determine if this pre-tax benefit is offered and if you are eligible to participate. 

Does the Compass Card have an expiration date? 

Yes. The Compass Card, although durable, will expire five years from the date of issue.  

Is the Compass Card transferable? 

No. Monthly passes on Compass Card are not transferable. Each rider must have his/her own card. 

Do Compass Cards need special care?  

Yes. Compass Cards have a tiny computer chip and antenna inside the card. Bending the card, puncturing, or sending it through the 

washing machine or dryer can damage the card’s ability to communicate with the validators. Once you have a card, treat it with care 

and it will last. 

To store the Compass Card, keep it in your wallet or purse like other credit cards. However, unlike traditional credit cards, a Compass 

Card will not become demagnetized. If you carried your paper pass in a plastic pouch on a lanyard, you can do the same with the 

Compass Card – it can be read through the plastic. 

Will my personal information be shared with marketing companies or other organizations? 

No. We will not sell or disclose your personal information without your written consent, unless required to do so by law. Please view 

the SANDAG Privacy Policy on www.sandag.org regarding the way personal information is handled. 

Do other cities in the country use Compass Cards? 

Yes. Atlanta, the San Francisco Bay Area, Chicago, Los Angeles, New York, and Washington DC are using similar smart card 

technology for their transit systems. 

If I find my Compass Card after reporting it lost or stolen, can it be reactivated? 

A Compass Card will not be reactivated once reported lost or stolen. 

Can people who are sight impaired use Ticket Vending Machines to obtain Compass Cards or add value?  

Some sight impaired passengers may be entitled to special fares. By visiting the MTS Transit Store or a NCTD Customer Service 
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Center, individuals may apply for a reduced fare ID card. If you already possess a reduced fare ID card, the card can be converted to 

a Compass Card reduced fare ID. The Ticket Vending Machines are equipped with an audio button and earphone jack, making it 

easier to purchase or load passes on the Compass Card. 

How do I order a Compass Card online? 

To order online, visit www.511sd.com/compass and click on “Purchase or reload online.” 

I still have questions about my Compass Card. Where can I get help? 

Call the Compass Card Customer Service Center at 511 and say “Compass,” visit www.511sd.com/compass, or e-mail 

compasscard@sandag.org 

Page 5 of 6Compass Card - Travel Tips

12/1/2009http://compass.511sd.com/TravelTips.aspx



511 Home | Traffic | Transit | Compass Card | RideLink | Bicycling | FasTrak | Contact Us 

Brought to you by SANDAG and the San Diego Area Transportation Partners 

©2008 SANDAG      

Page 6 of 6Compass Card - Travel Tips

12/1/2009http://compass.511sd.com/TravelTips.aspx



www.511sd.com

Many local employers offer paid or subsidized transit passes to 

employees. With 120 miles of trolley and rail lines and hundreds 

of buses in the region – transit is a great commute choice for 

many! Employers can take advantage of time and money saving 

programs from SANDAG and Metropolitan Transit System (MTS) 

with Compass Card and ECO Pass.

With the new Compass Card, it’s easier than ever for employers 

to automate the purchase of transit passes for employees. Com-

pass Card is the latest in smart card technology for transit. The 

plastic card is reusable and reloadable. No more paper passes! 

Each month for their employees, employers simply load Regional, 

COASTER, Premium Express, or other passes onto the card.

 

Getting Started
Set up an appointment with an iCommute employer representa-

tive and find out what options are available for your employees. 

We can help you design a transit benefit plan that fits your com-

pany’s needs. A good place to start is a survey to determine your 

employees’ transportation needs and interest in taking transit to 

work if they were provided a monthly transit pass. iCommute has 

sample survey questions to help you get started. Ask your repre-

sentative about available employer tax benefits for transit users 

and easy Compass Card account management features.

By providing Compass Cards for your employees, you will see 

several benefits. SANDAG works with employers to provide an au-

tomated process to help you track which employees are signed up 

for the program, and ensures timely monthly transit pass reloads. 

Billing is easy too, with automated monthly payments though an 

employer account that we will set up for you. You can also keep 

track of who has a Compass Card and it is simple to make adjust-

ments as your workforce changes.

For employees whose Compass Card is lost or stolen, they can 

receive a replacement card with their previous balance reloaded 

onto it. The program is flexible, allowing employees to purchase 

their monthly pass with transit checks or voucher instead of hav-

ing the employer reload the Compass Cards on a monthly basis.

Easy Compass Card Account Management
Here’s how managing the transit benefit program with Compass 

Card works: 

•	 Participating employees are issued the plastic Compass 

Card with an unique serial number for easy tracking

•	 SANDAG sets up employer’s account using an easy 

spreadsheet template.

•	 Employer updates spreadsheet by the 20th of each month 

and e-mails it to SANDAG.

•	 SANDAG automatically downloads the information and 

loads the upcoming month’s pass on all Compass Cards. 

•	 SANDAG adds or deletes employee Compass Cards. 

•	 SANDAG totals the amount loaded for that month and 

updates employer’s account.

•	 Employer receives updated information on account balance.

ECO Pass Discount Program
The ECO Pass Program is available for companies that pre-

purchase passes for 25 or more employees who use MTS bus 

and Trolley services.

Get on Board with Compass Card 
Monthly transit passes are a great commuter benefit
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The ECO Pass Program offers monthly passes according to a 

tiered-discount structure, which is based on the annual volume 

of passes used. Employers determine how many passes they 

want to purchase and pre-pay for 12 months of passes and ac-

count support.

Annual Number of Passes Average Monthly 
Users

Discount

300 to 1,200 passes / year 25 – 100 10%

1212 to 4,800 passes / year 101 – 400 20%

4812 & above passes / year 401 plus 25%

The regular adult fare MTS Monthly Pass is available for ECO 

Pass discounts (senior/disabled/Medicare and youth passes are 

not eligible for a discount). It provides unlimited monthly use of 

regular MTS buses and the San Diego Trolley. This pass also is 

valid toward a portion of the fare on MTS Premium Commuter 

bus service and the COASTER (with the addition of a small 

upgrade charge). As well as providing easy commuting alter-

natives, employees can use the pass in the evenings, and on 

holidays and weekends, to get wherever they need to go. 

Three-Month ECO Pass Pilot Program 
As an introduction to acquaint employees with transit, sign up for 

a three-month pilot ECO Pass Program to get an idea of employee 

participation numbers before entering into a 12-month program. 

For more information
Call 511 and say “iCommute” or visit www.iCommuteSD.com 

for more information on setting up a transportation benefits 

program, monthly transit pass options, and other choices for 

improving your employees’ commute.



Compass Cards
The Compass Card is a convenient 
new way to purchase your transit pass. 
Compass Cards can be used to 
load your transit pass, store cash value, 
or both. By fall 2009 all paper monthly 
passes will be phased out and replaced 
with Compass Cards. During the phase-in 
period you will have a choice of purchasing 
a paper pass, or acquiring a Compass Card 
and loading a monthly pass or 30-Day Pass.

For a limited time while supplies last, your 
Compass Card is free! Following the 
introductory period, a fee will be charged 
for new or replacement Compass Cards. 

Monthly and 30-Day 
Regional Passes
All transit passes will be available on 
Compass Cards by fall 2009 as a calendar 
monthly pass or 30-Day Pass. The 30-Day 
transit pass gives you 30 consecutive days 
from the time you purchase it at a ticket 
vending machine or from the MTS Transit 

Store or NCTD Customer Service Center. You can buy it on 
any day of the month when it is convenient and a�ordable 
for you. You can load any of the available regional Adult, 
Senior/Disabled/Medicare, or Youth 30-Day passes in the 
region: Regional, Premium, SPRINTER/BREEZE, or 
COASTER onto the Compass Card. The monthly calendar 
pass is also available on Compass Card and gives you one 
month of convenient access to transit services.

Single Trip Supplementary Fare or 
Discount from Single Trip Fare Required

 *1 *2 *3 *4
Pass         Discount Supplement Supplement Supplement

Regular  $2.00   $4.00     $8.00 $2.00

Senior  $1.00   $2.00     $4.00 $2.00

Youth  $2.00   $4.00     $8.00 $2.00

Printed on recycled paper and with soy based inks.

A Guide to Transit Fares 
in San Diego County

Summer 2009

The San Diego Association of Governments (SANDAG), 
Metropolitan Transit System (MTS), and North County 
Transit District (NCTD) are pleased to provide this 
helpful guide to fare information for transit services in 
the San Diego region. For more information about 
regional transit routes and fare information dial 511 from 
any phone or visit www.511sd.com.

511 is a free phone and Web service that consolidates the San Diego region's 
transportation information into a one-stop resource. 511 provides up-to-the-minute 
information on schedule, route, and fare information for San Diego public transit 
services, carpool, and vanpool referrals, bicycling information, tra�c conditions, 
incidents and driving times, and more. 511 is available 24 hours a day, 7 days a week. 
TTY/TDD service for persons with hearing impairments is available at (888) 722-4889.

WHERE
TO GET 

ANSWERS

Fare
FactsPasses

Fare Promotions
MTS 
Friends ride free for the holidays – A friend rides free 
with any fare paying adult passenger. Valid New Years 
Day, Memorial Day, Independence Day, Labor Day, 
Thanksgiving Day, and Christmas Day.
Family Weekends – Two children 
(12 and under) ride free on Saturdays and Sundays with 
fare paying adult passenger.

Monthly pass, RegionPlus 30-Day or Monthly pass, or 
COASTER 30-Day or Monthly Pass. Fare upgrades may 
be required.

Children
On all MTS and NCTD routes, children five years and 
under ride free with a paying passenger. Children six 
and above pay the regular fare or may purchase a 
discounted monthly pass.

MTS Rural Bus Service
The fare on MTS rural bus services is $5 per zone, 
and there are two zones. For more information please 
see the Rural Route timetables, dial 511 from any phone 
or go to www.511sd.com.

MTS Access and LIFT 
Access and LIFT are public transportation accessibility 
alternatives provided for persons meeting eligibility 
criteria established by the federal Americans with 
Disabilities Act (ADA). The ADA fare charged may be 
up to double the fare charged for the same trip on the 
regular fixed route system, including transfers.

Acceptance - Supplements - Discounts

  

Sorrento 
Valley

Regional

  

SPRINTER
BREEZE

Premium

 

COASTER 
1 ZONE

No No No No No No Yes

Yes No  No  No  No  No No

Yes Yes *4 *1 *2 *3 Yes

Yes Yes Yes *13 Yes *2 Yes

Yes Yes Yes Yes Yes *2 No3 

Yes Yes Yes Yes Yes *2 No3

Yes Yes Yes Yes Yes *2 No3

Yes Yes Yes Yes Yes *2 No3

Pass Type and Price

COASTER 
2 ZONE
COASTER 
3 ZONE
COASTER 
4 ZONE

14-DayDay 
Monthly/

30-Day Youth
SPRINTER

BREEZE Premium

SPRINTER
BREEZE
Trolley

MTS Bus COASTER

Rural 
EITHER

Zone

Rural 
BOTH
Zones

Sorrento 
Valley

COASTER 
Connection

New RegionPlus Day Pass
The new RegionPlus Day Pass o�ers unlimited all day 
travel on virtually all transit services in the region, 
including COASTER, Premium Express, SPRINTER, 
BREEZE, MTS Bus, Trolley, and single zone rural 
services. The RegionPlus Day Pass can be purchased at 
all ticket vending machines at rail stations, and on board 
most buses. If purchasing a pass on board a bus please 
tell the driver you wish to purchase a RegionPlus Day 
Pass before putting your money into the farebox. 
COASTER single trip and return tickets are no longer 
valid to transfer to other transit services. 

Regional Day Pass
The Regional Day Pass o�ers unlimited travel on 
SPRINTER, BREEZE, MTS Bus, and MTS Trolley. You may 
purchase both Regional and RegionPlus Day passes on 
board any MTS or NCTD bus or at any ticket vending 
machine at a rail station. NCTD also o�ers a discounted 
day pass for seniors, persons with disabilities, and 
people with Medicare identification cards. This 
discounted pass is not valid for travel on MTS services.

Transferring Between MTS and NCTD
To transfer between MTS and NCTD services purchase a 
Regional or RegionPlus Day Pass, Regional 30-Day or 

Trolley tickets are valid for travel between any two stations on the Trolley network within a two hour period. Travel is permitted in any 
direction away from the station of where the ticket was purchased. For same day return trips please purchase a Day Pass.

Single 
Boarding

Fares
Sorrento Valley
COASTER Connection $1.00 $0.50 Yes Yes Yes No Yes No

MTS Bus $2.25 $1.10 Yes Yes No Yes Yes No

MTS Trolley $2.50 $1.25 Yes Yes No Yes Yes No

MTS Express $2.50 $1.25 Yes Yes No Yes Yes No

MTS Premium $5.00 $2.50 *4 Yes No Yes Yes No

MTS Rural Bus Either Zone $5.00 $2.50 *2 Yes No Yes Yes No

MTS Rural Bus Both Zones $10.00 $5.00 *3 *2 No *2 *2 No

SPRINTER $2.00 $1.00 Yes Yes No Yes Yes Yes

BREEZE $2.00 $1.00 Yes Yes No Yes Yes Yes

COASTER 1 ZONE $5.00 $2.50 *1 *1 No Yes Yes No

COASTER 2 ZONE $5.50 $2.75 *1 *1 No Yes Yes No

COASTER 3 ZONE $6.00 $3.00 *1 *1 No Yes Yes No

COASTER 4 ZONE $6.50 $3.25 *1 *1 No Yes Yes No

Passes Accepted

Service 

NCTD
Registered ADA users may ride any SPRINTER/BREEZE 
service for free upon showing ADA Certification Card.
MTS and NCTD o�er many special promotions 
throughout the year. Check their Web sites at 
www.sdmts.com and www.gonctd.com for 
more information.

QuickPark is a Smart 
Parking Research Pilot 
Project to utilize modern 
technology to deliver an 

e�ective parking management system. QuickPark 
services include preferential parking for carpools and 
vanpools and advance reservation capability for up front 
parking at the Carlsbad Village Drive, Carlsbad Poinset-
tia, and Encinitas NCTD COASTER parking lots. To 
register your carpool/vanpool or reserve a single 
parking space, visit www.511sd.com/quickpark. 
Service begins July 27, 2009.

SuperLoop, a new 8-mile circulator MTS transit route 
providing frequent, higher speed transit service in the 
North University City area of San Diego, began interim 
service to nine stations on June 15, 2009. Routes 201 
and 202 operate seven days a week from 5 a.m. to 10 
p.m., every ten minutes during peak hours, and every 15 
minutes during non-peak hours, between UTC and 
UCSD via Genesee Avenue, Nobel Drive, Gilman Drive, 
Voigt Drive including Scripps Memorial and Thornton 
Hospitals, and business and shopping centers. The 
SuperLoop project is expected to be fully implemented 
in fall 2010. For more information visit 
www.sandag.org/superloop.

RegionPlus 
Day Pass

SPRINTER
BREEZEPremium

Sorrento 
Valley

COASTER 
ConnectionRegional COASTERRegular      S/D/M 

1 — Monthly    2 — Day Pass    3 — RegionPlus Day Pass

$5.00 $40.00 n/a $10.00   $20.00

$5.00  $59.001  n/a $2.252 n/a

$5.00  $72.00  $43.00 $18.00  $36.00 

$14.00  $100.00 $60.00 $25.00  $50.00 

$14.00 $144.00  n/a $45.50  $91.00 

$14.00 $154.00  n/a $45.50 $91.00

$14.00 $170.00  n/a $45.50 $91.00

$14.00 $182.00  n/a $45.50 $91.00

S/D/M

Discount Passes
All transit discounted Senior (age 60+), Disabled, 
Medicare, and Youth (age 6 – 18) passes are made 
possible by the TransNet local half-cent sales tax for 
transportation and require one of the following proof 
of eligibility:

MTS or NCTD I.D. card
Medicare card
Current drivers license
Department of Motor Vehicles Senior/
Disabled I.D. card

MTS identification cards are available for $6 at The 
Transit Store, 102 Broadway (at First Avenue), San Diego, 
Monday through Friday, 9 a.m. – 4:30 p.m. NCTD 
reduced fare ID cards are available free from NCTD main 
o�ce at 
810 Mission Avenue, Oceanside, Monday through Friday, 
8 a.m. – 4:30 p.m.  

Where to Buy Tickets and Passes
Ticket Vending Machines: You may purchase your transit 
passes from any MTS or NCTD ticket vending machine. 
Online: Go to www.511sd.com to purchase passes.
By mail: For MTS bus and Trolley passes and COASTER 
monthly passes, send your check or money order payable to: 
SANDAG Pass Sales, 401 B Street, Suite 800, San Diego, CA 
92101. 
In person: 
• The Transit Store: 102 Broadway (at First Avenue),
 San Diego (619) 234-1060
• NCTD main o�ce: 810 Mission Avenue, Oceanside 

(760) 966-6500
• Transit Centers: Old Town, San Ysidro, Escondido, Vista, 
 and Oceanside
• For a retail sales outlet near you dial 511 and say “Com-
pass.”
•  Vons is the exclusive grocery store   
   outlet for transit passes and soon 
Compass Cards. With 56 locations in San Diego County, 
customers can conveniently purchase their transit 
passes at their local grocery store. Visit 
www.511sd.com/compass for a list of Vons locations in 
San Diego County.

Tickets or passes can NOT be purchased on board the 
Trolley, COASTER, or SPRINTER.



 



 
 

 

 

MTS ECO PassMTS ECO PassMTS ECO PassMTS ECO Pass Program Program Program Program    

Employer Benefits  | Employer Discounts  |  Eco Pass Pricing    

Employers Win! 

� Enhance your benefits package, easily and inexpensively. Mass transit is an attractive and 

useful company benefit.  
� Save money by reducing the number of parking lot spaces purchased each month.  

� Your customers have more available parking, when your employees commute using transit.  

� Improve productivity. Employees who take transit arrive at work on time, relaxed, and ready 

to work.  
� Reduce absenteeism and tardiness due to car problems and traffic delays.  

� San Diego’s Metropolitan Transit System (MTS) network provides reliable, scheduled service.  

� Give your employees a benefit they can use outside of work on nights and weekends!  

Employees Win!  

� Employees save money when they leave their cars at home and take transit. Current cost to 

operate a car in Southern California averages 0.52 cent per mile*.  

*Source: American Automobile Association, “2001 Edition – An Automobile Club of Southern 

California supplement to the AAA pamphlet Your Driving costs.” Includes gas, oil, 
maintenance, insurance, and depreciation.  

� Employees who use transit to commute may qualify for lower car insurance rates.  

� Employees will feel appreciated when they receive a tax-free benefit that’s easy to use and 
increases their overall benefit plan.  

� Employees who take transit avoid the hassles and stress of driving on our highways. Instead, 

they could use the extra time to relax or complete work.  

� As concern for San Diego’s air quality grows, taking transit is a great way for employees to 
contribute to the community and feel good about their company’s support for a cleanser and 

healthier environment. Employees who take transit or vanpool can become a member of the 

Clean Air Club and get more benefits.  

Employer Discount!  
Employers who make transit their newest benefit may be eligible for a discount when participating 

in our ECO Pass program!  

This program is for businesses with 25 or more employees who purchase Bus and Trolley monthly 

passes and would be interested in switching to an annual prepaid contract to save money.  

The ECO Pass Program offers monthly passes according to a tiered-discount structure, which is 

based on the annual volume of passes used.  

The standard $72.00 pre-discounted Monthly Pass is valid on all regular Metropolitan Transit 

System (MTS) buses and the San Diego Trolley. This pass is also valid toward a portion of the fare 

on MTS Premium Commuter bus service and the Coaster, plus a small upgrade charge. As well as 

FY 08 ECO PASS Program Pricing 

Annual Quantity Average Monthly Users Month Discount

1. 300 to 1,200 passes/ year 25 - 100 10%

2. 1,201 to 4,800 passes/year 101 - 400 20%

3. 4,801 and above passes/year 401 plus 25%
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providing easy commuting alternatives, employees can use the pass in the evenings, and on 
holidays and weekends, to get wherever they need to go.  

Three-Month ECO Pass Pilot Program  

As an introduction to acquaint employees with transit, we offer a three-month pilot ECO Pass 

Program that enables employers to get a better idea of employee participation numbers before 
entering into a 12-month program. In addition, our independent research company could survey a 

sample group of employees within your company to further explore employee transportation 

needs. 

To begin your pilot program, or for more information, call (619) 231-1466 and ask for the ECO 

Pass Program.  

  

Home | Rider Alerts | Trip Planning |   

                 

eStore | Jobs | Business Opportunities | Rider Information  
Customer Service | Privacy Policy  

To report a problem with this site, click here 
Copyright © 2009 MTS 
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Transit Tips and Etiquette

While getting started as a first-time transit rider can seem 

intimidating, it is actually much easier than you might think. 

The first step is to find the right route. There is a FREE transit 

trip planner at www.511sd.com that is easy to use and provides 

quick results. Just type in your starting/ending points and a 

custom itinerary will be calculated for you. The itinerary includes 

different travel options, route numbers and maps, the amount 

of time your trip will take, as well as fare information that details 

exactly how much the trip will cost. Choose the option that best 

fits your needs and enjoy a relaxing, cost-effective trip. 

Taking transit eliminates parking problems and saves on vehicle 

wear and tear. Before hopping in a car, why not consider transit 

for convenient trips to school, shopping, appointments, work, 

special events, and many other destinations?

Plan ahead. Get to the transit stop at least five to ten minutes 

before your scheduled departure time so you are sure not to 

miss your trip.

Pick the right spot. When riding the bus, make certain that 

you are on the correct side of the street and stand up as the bus 

approaches to signal that you are ready to be picked up.

Exact change. When riding the bus and paying cash, you 

must have exact change. Change is not provided by the driver. 

Obtaining a Compass Card can simplify this transaction. Call 

511 and say “Compass” to get information.

Buy a ticket. When riding the Trolley or COASTER and paying 

cash, you must purchase a ticket before boarding.

Handicapped access. All routes are wheelchair accessible.

Bicycles. Bicycles are allowed on buses (two per bus) as well 

the COASTER, SPRINTER, and all Trolley lines.

Be cautious in traffic. Don’t run across the street for a bus —

and never run in front of a bus. The driver and other motorists 

may not see you.

Choose a safe location. If possible, wait at a well-lit bus stop 

or one with other passengers and pedestrians nearby.

Emergencies. In the event of an emergency, a bus driver can 

radio the control office for help from police, fire, or paramedics. 

If you need assistance or witness an emergency, ask your 

operator for help.

Don’t block the aisle with strollers or other objects.

Occupy only one seat —don’t take up an extra seat with 

bags or parcels.

Offer priority seating to elderly or disabled riders if you are 

in good health.

Don’t use foul language.

Avoid loud conversations, music, and cell phone calls.

Move to the back of the bus if there is room, rather than 

clogging the door area.

Avoid eating or drinking on board.

Take all your belongings when you leave, including 

newspapers and trash.

Don’t deface the vehicle.

Exit the rear doors to allow passengers getting on board to 

use the front.
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Biking to Work Tips
Gear up. Make sure your bicycle is in proper working order, i.e. 

brakes, tires and tire pressure, gears, seat height, handlebars, 

etc. Obtain a helmet and wear it. If you ride during the day, 

wear bright clothing. If you will be riding at night, you need 

head- and tail-lights and reflective clothing.

Select a route. Request a free San Diego Bike Map by calling 

511 or you can print out just your commute route at: 

http://www.icommutesd.com/Bike.aspx. When considering your 

route, don’t think like a motorist. Think like a cyclist. Pick the 

most pleasant route. 

Consider using transit for part of your trip. Pedal as far 

as the bus or rail stop, then store your bike in a free SANDAG 

bike locker (http://www.icommutesd.com/Bike.aspx). You can 

also take your bike with you on the bus, trolley, or train.

Learn the rules of the road. A bicycle is a vehicle and 

you should follow the general rules of the road. Ride in the 

right-hand lane with the flow of traffic. Riding the wrong way 

increases the chance of a head-on collision with vehicles moving 

with the normal traffic flow. When being overtaken by another 

vehicle, ride as close to the right side of the right lane as is safe 

and practical. 

Do a test run. Before you head out for your first bike-to-

work experience, drive the bike route in your car and look for 

things like wide lanes, bike lanes, and traffic flow. The first time 

you bike to work, allow yourself a little more time than you 

think you will need. If you tested the route on the weekend, 

remember that rush-hour traffic may slow you down.

Put safety first. Buy a helmet approved for bicycling and 

wear it. A helmet will not prevent a bike crash, but it is good, 

cheap insurance that may allow you to walk away from one. 

Make sure your helmet fits and is adjusted properly. Cycling 

gloves make the ride more comfortable as well as help to  

protect your hands from abrasion if you fall.

Be visible. Make sure drivers can see you. Motorists are 

accustomed to watching for large vehicles; so make yourself 

and your bike look big by wearing as much bright and reflective 

clothing as possible. Always use a headlight and taillight when 

you ride in the dark. Ride in a straight line. Riding predictably 

makes you more visible to motorists. Don't weave in 

and out of parked cars because you may disappear from a 

motorist’s sight.

Assess your fitness level. You don't have to be an athlete 

to ride a bike to work. However, if you haven't had much 

exercise lately, you might want to check with your physician 

before you ride.

Talk to your employer. Your company may offer benefits, 

showers, changing facilities, and bike storage for cyclists. 

Inform your supervisor that you will be commuting by bicycle. 

Ask where your bicycle can be parked during working hours, 

and what, if any, advanced arrangements need to be made.

Bike to work. You will need energy for your ride, so eat a 

good breakfast and take along something to eat along your 

way. It is a good idea to bike in comfortable cycling clothes. 

Make sure you have a place to change and freshen up. Keep a 

“kit” of toilet articles and a towel at work. Either pack a bag with 

your work clothes, or bring your attire the day before you cycle. 
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Walking to Work Tips
While getting started as a first-time walker to work can seem 

intimidating, it is actually much easier than you might think. 

These are some great tips to help you create and maintain a 

successful commute by foot. 

Plan Your Route. Take the most pleasant route. Use quieter 

side streets or greenway paths as much as possible. Look for a route 

that is a block or two off of major roads. If possible, plan a route that 

does not cross major streets to avoid the noise and delay.

Predict Your Walking Time. How long will it take you to 

walk to work? For your first walking commute, plan on a pace 

of 20 minutes per mile. If you have many streets to cross with 

walking signals, you may want to increase that to 25 minutes 

per mile. Keep track of how long the trip takes.

Wear the Right Shoes and Socks. Wear athletic shoes for 

any walk of over 10 minutes. If you need more formal shoes for 

work, carry them with you or leave them at work ahead of time.

Wear Walking Clothes. Can you walk to work in your usual 

work clothes? This will depend on the weather, the length of 

your walk, and whether you wear casual clothes or suits. For 

walks of more than 20 minutes, you may want to consider 

wearing appropriate walking clothing and changing when you 

get to work.

Protect Your Head and Skin. Hats are a good idea on walks 

of more than 10 minutes. Wear sunscreen in all weather.

Carrying a Bag. Your typical briefcase or shoulder bag is 

likely to be uncomfortable to carry for more than 10 minutes. 

Switching to a backpack or messenger bag will allow you to 

carry the load while maintaining good walking posture. Aim for 

a load of five pounds or less (including the weight of the bag) 

for the best walking comfort.

Be Prepared for Bad Weather. Carry a lightweight rain 

poncho or umbrella. Dress in layers to allow you to add or 

remove a jacket, microfleece vest, or windbreaker.

Plan to Clean Up at Work. Give yourself an extra few 

minutes after arrival to cool down and clean up.

Drink Water. If your walk will take more than 20 minutes, plan 

to drink a cup of water every 20 minutes by carrying it with you 

or locating water fountains along your route. After arrival, have 

a glass of water to cool down. 

Have a Plan B. Commuters used to driving may feel uneasy 

about not having a car to use for errands or emergencies. Find 

out what public transportation is available between home and 

work. Learn the bus and rail routes and have the fare on hand. 

Would any of your co-workers give you a ride if needed? Can 

friends or family be on call to pick you up? Planning this ahead 

of time will relieve stress and make you a more confident 

walking commuter.
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Q: What is teleworking? 
A: Telework is a alternative that allows employees to work at 

home, at a nearby satellite facility, or from a “virtual office” 

wherever they are. Teleworking, also known as working from 

home, replaces travel to and from work with telecommunica-

tions technologies. The goal of telework is to bring work to the  

employees rather than bringing employees to work. As a result, 

teleworkers spend less time on the road traveling to and from 

the office, and more time doing work and other valuable activi-

ties. Most employees who participate in telework usually do so 

only once or twice per week, on the other hand, some telework 

full time and only go to the office on an occasional basis. 

Q: What is the benefit for the employer who 
supports teleworking? 
A: Studies have shown that teleworking can improve a com-

pany’s bottom line as managers have witnessed improved 

productivity, reduced overhead, improved retention and recruit-

ment, and reduced absenteeism from employees who perform 

telework, even on a part-time basis. 

Q: What type of equipment is needed for teleworking? 
A: Teleworking can be done with as little technology as a 

phone, a piece of paper, and a pen or may involve computer 

hardware, software, email, internet access, and other 

technologies. The amount and type of equipment required for 

successful teleworking will depend on the nature of the job, the 

activities to be performed, and the frequency of teleworking. 

Q: What types of jobs are appropriate 
for teleworking? 
A: Most “information-based” jobs are appropriate for 

teleworking. Teleworking is ideal for jobs that require reading, 

writing, research, working with data, and talking on the phone. 

Many jobs that may not seem appropriate at first may be 

modified so that the worker can telework on a part-time basis. 

One of the keys to designing a good teleworking program lies 

is the ability to organize specific jobs so that they can be done 

without constant interaction or need for feedback. 

Q: Which employees are ideal for teleworking? 
A: The ideal teleworker is well organized, can work 

independently, and requires minimal supervision. Successful 

teleworkers have a high degree of job skill and knowledge, and 

strong time-management skills. Teleworkers like working at 

home or away from the office for at least part of the week, and 

don’t mind working alone. Teleworking is not ideal or desirable 

for every employee. 

Q: Who is the ideal manager for supervising 
teleworkers? 
A: The ideal manager of teleworkers (telemanager) has a 

positive attitude toward teleworking and is willing to allow 

employees to telework. A telemanager manages by results and 

not by monitoring work hours. Telemanagers delegate work 

easily, are well organized, and trust their employees. Not every 

manager is comfortable with a style of management that is 

conducive to successful teleworking. 

Q: How do I know if the teleworkers are really working? 
A: The employee’s completed work product is the indicator. 

Telemanagers must focus on quantity, quality, and timeliness. 

They must manage by objectives (results) rather than manage 

by direct observation.

Q: Will employees work less if they are at home 
working unsupervised? 
A: No, survey results showed marked improvements in 

productivity. Productivity with employees who perform tasks 

as teleworkers increases because the employees typically have 

fewer distractions and interruptions, work at their peak times and 

experience less stress due to the absence of the commute to work.

Q: What happens if the employee is injured at home 
while working? 
A: If the employee is hurt while working, he or she is covered 

for workers compensation, just as in a regular place of business. 

Q: Is teleworking a substitute for child or elder-care? 
A: No, a telecommuter must focus on his or her job, not handle 

demanding child or elder-care situations. However, due to their 

flexibility, telecommuters are better able to manage their work /

family schedules. 

For more information  
http://www.icommutesd.com/WorkFromHome.aspx

FAQs: Teleworking (Work from Home)
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Telework is an arrangement between employers and employees in which employees work part- or full-time
from alternate locations, such as their homes or telework centers. 

Telework has a number of important benefits for employers: it can serve as a valuable recruitment and
retention tool, increase employee morale and productivity, and reduce costs through office space and
parking savings.

Current estimates show that there are approximately 44 million teleworkers in the United States.1

Studies have shown that teleworkers tend to drive less on the days they telework, which reduces both road
congestion and air pollution.

To be recognized as one of the Best Workplaces for CommutersSM (BWC) program, employers must offer
at least one of three primary commuter benefits to employees. One such option is to implement a tele-
work program that reduces overall commute trips by at least 6 percent on a monthly basis (the other two
are subsidizing transit or vanpool passes and cash in lieu of free parking [parking cashout]).

Telework
Implementing Commuter Benefits 

as One of the Nation’s 

Best Workplaces for CommutersSM

1 www.benefitnews.com/detail.cfm?id=6491&terms=|00||ar||96||95||telework||eb||nw2||01||99||nw||97||98|

As of October 1, 2007, Best Workplaces for CommutersSM is no longer administered by the U.S. Environmental
Protection Agency and the U.S. Department of Transportation. From that date forward, the program is administered by
organizations that have decided to sustain Best Workplaces for Commuters. Information on sustaining communities
and organizations will be available on the www.epa.gov Web site.
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This document is one in a series of briefing papers designed
to help employers implement commuter benefits to achieve
the Best Workplaces for CommutersSM designation.
The U.S. Environmental Protection Agency (EPA) and the
U.S. Department of Transportation (DOT) established a vol-
untary National Standard of Excellence for employer-provid-
ed commuter benefits. Commuter benefits help American
workers get to and from work in ways that cut air pollution
and global warming pollution, improve public health,
improve employee recruiting and retention, improve employ-
ee job satisfaction, and reduce expenses and taxes for employ-
ers and employees. Employers that agree to meet National
Standard of Excellence earn the Best Workplaces for
CommutersSM designation and agree to:

Centralize commute options information so that it is easy
for employees to access and use.
Promote the availability of commuter benefits to employees.
Provide access to an emergency ride home (ERH) program.
Provide one or more of the following primary commuter
benefits:
✓ Vanpool or transit subsidy of at least $30 per month.
✓ Cash in lieu of free parking worth at least $30 per

month.
✓ Telework program that reduces commute trips by at

least 6 percent on a monthly basis.
✓ Other option proposed by employer and agreed to by

the organization that offers the BWC designation.
These services must reduce the rate at which employ-
ees drive to work alone and be perceived by employees
as a significant workplace benefit.

Provide three or more of the following additional com-
muter benefits:
✓ Active membership in a Transportation Management

Association (TMA) or participation in a voluntary
regional air quality management program (e.g., Spare
the Air, Air Awareness, SEQL, Clean Air Coalition) or
another employer-based commuter program.

✓ Active membership in a local ozone awareness pro-
gram, in which you agree to notify employees of
expected poor air quality and suggest ways that they
might minimize polluting behaviors.

✓ Ridesharing or carpool matching, either in-house or
through a local or regional agency.

✓ Pre-tax transit benefits.
✓ Pre-tax vanpool benefits.
✓ Parking cash out less than $30 per month or less than

75 percent of the actual parking benefit.
✓ Shuttles from transit stations, either employer-provid-

ed or through a local TMA or similar service provider.
✓ Provision of intelligent (i.e., real-time) commuting

information.
✓ Preferred parking for carpools and vanpools.
✓ Reduced parking costs for carpools and vanpools.
✓ Employer-run vanpools or subscription bus programs.
✓ Employer-assisted vanpools.
✓ Employer-provided membership in a carsharing pro-

gram (visit <www.carsharing.net> to learn more).
✓ Secure bicycle parking, showers, and lockers.
✓ Electric bicycle recharging stations.
✓ Employee commuting awards programs.
✓ Compressed work schedules.
✓ Telework (less than 6 percent of commute trips on a

monthly basis).
✓ Lunchtime shuttle.
✓ Proximate commute (where employees work at loca-

tions closer to their homes).
✓ Incentives to encourage employees to live closer to

work.
✓ Incentives to encourage employees to use alternative

transportation (e.g., additional vacation time).
✓ On-site amenities (e.g., convenience mart, dry clean-

ing, etc.).
✓ Concierge services.
✓ Other options proposed by employers.
Employers commit to ensuring that within 18 months of
applying, at least 14 percent of commute trips are taken
using an alternative mode.

Disclaimer

EPA developed this briefing as a service to employers partic-
ipating in Best Workplaces for CommutersSM. Information
about private service providers is intended for informational
purposes and does not imply endorsement by EPA or the
federal government.

The information presented here does not constitute official
tax guidance or a ruling by the U.S. government. Taxpayers
are urged to consult with the Internal Revenue Service of
the U.S. Department of Treasury or a tax professional for
specific guidance related to the federal tax law.
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Telework: A Summary
Telework is a workplace arrangement in which employees
work part- or full-time away from the primary workplace.
Most teleworkers work from their homes, but a smaller num-
ber work from “telecenters”: offices with communications
access to the main workplace, but closer to the employee's
home1. Telework is generally based on exchanging informa-
tion via telephone and computer. 

Telework has increased as communications technology
improves and becomes cheaper, and as employers and
employees have become more comfortable with it. However,
many employees and employers have also begun to regard
telework as having a positive impact on employees by reduc-
ing long commutes. As a result, in addition to providing
emissions benefits, telework is also a valuable recruitment
and retention tool for employers.

Brief History
Telework is linked to the proliferation and advance of
telecommunications technology. Until the 1980s, most office
arrangements required employees to be physically present to
perform their jobs. However, with the ability to exchange
documents over phone lines via modems, many jobs (in
whole or in part) can be performed from remote sites. Such
tasks as entering and analyzing data, writing and editing doc-
uments, and computer programming are no longer tied to
specific locations. Telework has increased dramatically over
the past several decades for several reasons: advances in com-
puter and remote access technology; longer commutes; and
the desire of employees to spend more time with family.
However, the actual number of teleworkers is difficult to
measure accurately because of varying definitions and the
small sample size of many surveys. Current estimates from
Benefit News put the number of U.S. teleworkers at approxi-
mately 44 million2. In 2003, IDC put the total number of
home-based offices at 32.5 million and forecast to reach 34.6
million by 20073.

Employer Benefits
Telework can assist a business in several key areas.

Recruiting and Retention
Many employers look at telework primarily as an employee
benefit, not a cost- or space-saving measure. Related litera-
ture contains significant anecdotal evidence that employees
seek out jobs and firms that offer telework options.

In addition, many employers have found that telework allows
them to retain employees who would otherwise leave for per-
sonal reasons, such as moving out of the area or the birth of
a child. Some companies have come to view telework options
as important components of their competitive strategies for
attracting and retaining valuable talent. For example, a
Connecticut-based insurance company arranged for one of
its most productive software programmers to telework from
Canada. The company calculated it was less costly to pay for
the employee’s regular office visits and for installation of the
needed technology in the worker's home than to lose the
programmer’s business knowledge and creativity.

Moreover, telework has no geographic limitations for finding
employees. This makes the quality of the applicant pool
much stronger for an employer who offers telework as
opposed to an employer who does not offer telework and is
limited to a regional and less diverse selection of employees.
The competitive advantage of offering commuter benefits,
such as telework, not only improves employee retention lev-
els, but also tends to improve employee talent levels.

Cost Savings
Many companies find that telework saves money in the long
run because cost savings can be achieved in a number of
areas:

Reduced rent costs if teleworking employees use less office
space

Reduced costs due to employee turnover

Information from Michael J. Dziak, a 10-year veteran tele-
work consultant and general manager of the Metro Atlanta
Telecommuting Advisory Council (MATAC), indicates that
in 2001 about $14,000 could be saved per year per telework-
ing employee.4

1 Telework does not include the following employment arrangements: home-based businesses (small companies with their main offices co-located in a residence),
work in branch offices, and employment in which the regular work location is not fixed (for example, truck drivers and airplane pilots would not be considered
teleworkers).

2 http://www.benefitnews.com/detail.cfm?id=6491&terms=|00||ar||96||95||telework||eb||nw2||01||99||nw||97||9|
3 http://www.marketresearch.com/map/prod/1008711.html
4 http://www.bizjournals.com/atlanta/stories/2001/10/15/focus8.html
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Another powerful driver spurring the use of telework is
potential real estate cost savings from housing fewer employ-
ees on-site. These savings easily offset the expense of equip-
ping teleworkers with hardware, software, and other needed
supplies.

Increased Productivity
Many teleworkers report higher productivity while working
from home due to reduced workplace distractions. In addi-
tion, use of sick leave tends to decline when employees tele-
work. This may be due to several reasons: employees are less
likely to call in sick for invalid reasons, less likely to need

time off for doctor’s appointments, and less likely to need
time off because of a sick child.

Employees will also frequently avoid missing days of work
due to inclement weather conditions.

Benefits at Individual Employment
Sites
Employers that institute telework programs may be able to
reduce parking needs at their workplace if the number or
percentage of teleworkers is sufficiently high.
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Tax Considerations
There are currently no federal tax incentives or implications
for establishing a formal telework program. Legislation intro-
duced at the federal level would allow a $500 tax credit for
employers or employees who begin teleworking over 75 days
per year. Rep. Frank Wolf (R-VA) introduced a bill in March
2001 (a February 2000 introduction of identical legislation
died in committee), and Sen. Rick Santorum (R-PA) intro-
duced companion legislation in the Senate. Either the
employer or the employee, depending on who incurred the
expense of setting up a home office, could take the tax credit. 

For tax purposes, teleworkers are considered regular employ-
ees (not persons running a business out of a home). If a tele-
working employee lives in a different state than the employ-
er’s main office, s/he should consult a tax expert to determine
applicable state tax laws. Generally, most teleworkers will not
be eligible to claim the home-based office tax deduction.
According to IRS regulations, in order for a teleworker’s
home office to qualify for the home office deduction, it must
be regularly and exclusively used for business, and the
arrangement must be at the employer’s request.

At the state level, Oregon allows employers to take a tax
credit of 35 percent for investments made in telework (i.e.,
costs of purchasing and installing office and computer equip-
ment). The credit, which employers must be approved for in
advance of their investments, is spread over a five-year peri-
od: 10 percent in the first two years, and five percent annual-
ly for the next three years. Teleworkers must work from their
home or telework center at least 45 days per year for their
employer’s program to be eligible. A more complete list of
telework state incentives can be found at the following
address: <www.nctr.usf.edu/clearinghouse/statestatutes.htm>.

Employee Benefits
Employees generally react very positively to telework pro-
grams. The main benefit is commute time savings, which can
amount to several hours per day or more. Employees can
spend this extra time with their families or on other personal
needs.

Employees also enjoy the following benefits:

Decreased stress. Many drivers find solo commutes in
heavy traffic stressful. Telework allows them to avoid traffic.

Reduced costs. Teleworkers save on gas, depreciation, and
general wear and tear on their vehicles.

Community life. Telework allows people to find a healthi-
er balance between work and social life. Studies have
shown that teleworkers find it easier to get involved in
local community activities5.

Time Savings. According to the Bureau of Transportation
Statistics, the average commute for American workers is
approximately 26 minutes6. The average teleworker avoids
going to work 1-2 days per week. Therefore, the average
time saved by a teleworker is 45 to 90 hours per year.

When Telework Makes
Sense
Many factors affect employers’ ability to offer telework as well
as the effectiveness of telework programs. While the following
discussion is not exhaustive, it covers the main factors.

Employers with Information Workers
Only employees who can perform their tasks away from the
main workplace can telework. The U.S. Office of Personnel
Management (OPM) suggests the following types of jobs as
most suitable for telework (OPM, 2001):

Jobs that involve thinking and writing

Data analysis

Writing decisions or reports

Telephone intensive tasks

Computer-oriented tasks (data entry, Web site design,
word processing, programming)

Payroll transaction processing

Analysis-type work (investigators, program analysts, finan-
cial analysts)

Engineers

Architects

Researchers

Customer service jobs

5 http://www.att.com/telework/article_library/sustainable.html 
6 http://www.bts.gov/publications/omnistats/volume_03_issue_04/html/entire.html
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Offices with high concentrations of the types of workers list-
ed above are good candidates for telework programs. On the
other hand, jobs that require face-to-face communication,
access to on-site materials or files (including confidential
material), and site-specific occupations are not as amenable
to telework.

Within companies whose primary occupations are not right
for telework, there may still be positions with the potential to
telework (for example, a large construction company with an
in-house human resources department might allow an
employee in the payroll section to telework). There may also
be positions whose duties would be more appropriate for
teleworking on a part-time basis. In general, however, tele-
work has the most promise in offices with large concentra-
tions of information workers, whose outputs depend largely
on computer access.

Established Employees
Because telework requires supervising employees not at the
workplace, it tends to work better for employers who are
already assured of their employees’ work quality and reliabili-
ty. Most employers are reluctant to allow new employees to
telework because of concerns that they may not perform well
or that they will not become sufficiently acquainted with the
company’s internal structure and culture. Similarly, at a very
new company, the importance of face-to-face interaction
among all employees may outweigh the potential benefits of
telework.

Employees with Personal Needs
Employers may use telework to retain established employees
who would otherwise resign for personal reasons (moving,
child, or eldercare issues). In addition, some employers have
found that disabled employees can be accommodated
through telework when physical access issues at the worksite
are problematic.

Competitiveness in a Crowded
Employment Field
Some companies view telework as primarily an employee
benefit, rather than a transportation strategy or means to
reduce costs, and promote it to prospective and current
employees as such. However, employers should be careful
when promoting their telework program as an “employee
benefit”. Since not all positions are suitable for telework, they
may wish to simply publicize the telework program or
arrangement, so as to minimize the perception that telework
will be available to all employees.

Implementation Issues
and Costs
This section addresses a variety of implementation issues,
including employee supervision and evaluation.

Eligibility
An employer should establish guidelines for determining
which employees can telework.

There may be two components to eligibility: 

which activities within a company are suitable for tele-
work, and 

which employees have the job skills that make them eligi-
ble to telework

Even if a particular activity or position lends itself to tele-
work, the employee may not be allowed to telework until
s/he is properly trained or obtains a certification. Telework
guidelines and policies should address both issues.

Amount of Time Spent Teleworking
Few teleworkers spend their entire workweek off-site. The
average number of days teleworkers spent working off-site is
one to two per week. While this may vary with the type of
work performed, most firms find that full-time telework is
far less common than occasional telework.

Telework Program Turnover
If programs are solidly implemented and teleworkers selected
well, telework programs are generally successful. However, a
few studies suggest that some employees encounter problems
with the arrangement and return to working on-site full-
time.

Most reasons for this turnover were job-related (e.g., a
change in position or request from supervisor to return to a
regular office schedule), rather than personal dissatisfaction
with the arrangement. Also, turnover may be higher at tele-
centers than for home-based teleworkers, and some telecenter
employees find it is just as easy to work at home.

Costs
Employers sometimes pay the costs of telework arrangements
for their employees. Costs might include computer equip-
ment, network access (including internet, intranet, and/or
company servers), additional phone lines, fax machines and
printers, and in some limited cases general office equipment
(ergonomic chairs, files, cabinets, etc).
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Costs to implement a telework program will vary dramatical-
ly depending on the type of equipment currently owned by
the employer. The average investment per employee ranges
from $1,000 to $5,000, with an additional $1,000 operating
in costs each year.

JALA International’s general estimate claims that the average
employer will spend $5,500 establishing each individual
employee as a teleworker (estimate available at
<www.jala.com/homecba.php>). Most costs are depreciable,
so the bottom-line costs will be less.

In addition, employers should consider liability issues, such
as responsibility for lost data, theft of equipment, or damage
due to power spikes, and insure teleworkers appropriately.
There is a small field of telework law that considers the cir-
cumstances under which employers could be held liable for
workplace injuries incurred in the employee’s home.

Cost Savings
Although implementing a telework program requires invest-
ment, many find that it produces long-term savings.
Potential cost savings depend on many factors: current oper-
ating costs, investment in telework infrastructure (for exam-
ple, if a firm invests in a computer server for only one tele-
worker, savings will be much less than if the same investment
handled 10 teleworkers), and whether telework is linked to
changes in organizational structure.

Telework and Use of Office Space
Telework can be performed:

From the employee’s home.

From an employer’s satellite office close to the employee’s
home.

From a telecenter (an office in which employers rent space
for teleworkers).

Entirely remotely (from locations such as hotels, airports,
or client offices).

Most telework is currently done from the employee’s home.
According to ITAC’s Telework America survey, only seven
percent of teleworkers work exclusively from telecenters,
while another four percent work from both home and tele-
centers. Entirely remote work is uncommon; it is most likely
to be practiced by a mobile sales force or other employees
who travel extensively. In a “hoteling” arrangement, employ-
ees no longer have a permanent workspace in the main
office, but are assigned an office based on their need for
space. This arrangement can reduce real estate costs, since
several teleworking employees can share a single office, on

different days. This arrangement tends to work best when
teleworking employees use the main office infrequently, and
need relatively few physical files—that is, they need only
phone and computer access. However, there are many vari-
eties of hoteling and space sharing, and in some cases they
are used by teleworkers in the office as many as three days a
week.

Management Issues
Managing employees who are not at the workplace daily
poses a number of challenges. Duxbury and Neufeld studied
how workplace communication changed when employees
began teleworking, and reported that employees and man-
agers raised three main issues:

Communications between managers and employees
became more formal (increased use of phone and memos,
with a concurrent decrease in face-to-face meetings).

Ability to make spontaneous work assignments and deci-
sions decreases and there is a loss of informal office culture.

Perceptions by co-workers that the teleworker was not
working while at home (e.g., “Co-workers seem afraid to
call me at home. They think they'll be bothering me.”) and
occasional jealousy of teleworkers.

These potential problems can be avoided through careful
selection of telework participants and training.

Guide to
Implementation
Telework can reward businesses in terms of recruitment,
retention, and cost savings. However, implementing a tele-
work program involves a high degree of investment in infor-
mation technology, trust in workers, changes in supervisory
techniques and expectations, and support from management.
The following suggested 12 steps are drawn from the Office
of Personnel Management (OPM) and the American Health
Information Management Association (AHIMA). These steps
are meant to be a rough guide for interested employers;
specifics may vary depending on the size of the firm, the
nature of the work, and the potential number of teleworkers.

1) Designate a telework coordinator and/or implementa-
tion committee.

Before proceeding with a telework project, key stakeholder
personnel should be identified. This committee might
include representatives from human resources, information
management, risk management, facilities management, senior
management, and select employees.
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2) Obtain support from senior management.

Senior management should be involved and supportive from
the inception of the program. Implementation of a telework
program may raise issues such as changes in supervisory tech-
niques and productivity measurement of which senior man-
agement should be aware. In addition, a telework program
will involve both start-up and on-going costs.

3) Determine employee interest.

The program coordinator or committee should determine
the extent of employee interest in telework, perhaps through
a survey or orientation sessions. General parameters of a pos-
sible program could be discussed. Two other groups of
employees should be considered at this time. First, unions
should be included in the decision-making process.
Employers sometimes encounter concern from unions,
including fear that employees will be forced to work at home
when they prefer to remain in an office setting, or that tele-
work may become a way to squeeze more work out of
employees. Second, managers will benefit from orientation
and education about telework. Early involvement by man-
agers may avoid the fear that telework is something being
“done to them,” and can also alert the coordinator or com-
mittee to real or perceived problems. 

4) Explore which arrangement (home-based, hoteling,
telework center, or other) will be most feasible and
productive.

Companies can set up telework programs in many ways, as
described above. The best arrangement for a particular
employer will depend on many factors—the type of work
(for example, data entry from home one day per week, or
most time at sales and client meetings), the size of the com-
pany (will there be enough employees to make setting up or
renting telecenter space economically feasible?), and the type
of remote computer access needed. If there are area telecen-
ters, the committee should make a recommendation as to
whether they are a possibility. The decision should be made
with input from affected departments and senior manage-
ment.

Telecenters offer the advantage of being already set up with
computing equipment and in many cases professional staff;
on the other hand, fees may be several hundred dollars per
month or more to use the facility one day per week.

5) Identify specific positions appropriate for telework
arrangements.

Not all positions are suitable for telework. Generally the
positions most suited for telework are knowledge- and infor-

mation-intensive positions (analysts, researchers, data entry,
programming, etc.), positions that require outside meetings
(sales representatives, etc), and other positions whose duties
can be performed out of the office (telephone work, reading,
writing).

Positions that require face-to-face interaction with co-workers
or clients (medical/nursing, receptionist, elementary school
teaching), access to site-specific files (military personnel deal-
ing with classified information), and other jobs that require
presence in a particular location (photographer) are generally
not suitable for telework.

Also, telework participation does not have to be all or noth-
ing; many positions may require some face-to-face contact,
but can still be suitable for part-time telework.

6) Determine equipment, technology, security, and liabili-
ty needs and costs.

Telework requires, in most cases, sophisticated information
technology equipment to give employees access to company
files, internal networks, and e-mail. In addition, many
employees may require additional phone lines, fax machines
and printers, and standard office equipment.

A company’s information technology department should
assess the company's current infrastructure to determine
whether upgrades or new equipment are needed and what
level of security should be provided. Employees should have
access to similar equipment that they have in the office to
maintain the same level of productivity. In general, the older
the current equipment, the more costly and difficult it will be
to implement telework. The technical issues related to remote
access are too complicated to explore in depth in this paper. A
useful list of articles reviewing broadband and DSL options
can be found at <www.gilgordon.com/resources/reports.htm>.
The ITAC e-Work Guide available at <www.telecommute.org/
resources/eworkguide.htm> also has a chapter dedicated to
technology issues.

Cost estimates for equipment procurement and installation
may take time to prepare, especially if a company has com-
plex security or proprietary information issues to address.

In addition, employers should explore potential liability
issues regarding loss or damage to home-based employer-
owned equipment, loss of valuable company information
through computer failure or hacking, and workplace injuries
that occur off-site. The company’s insurance policies should
be updated accordingly.
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7) Prepare and present a telework proposal.

Before beginning any telework program, the following
parameters should be well defined:

Pilot program. Will there be a pilot program to be evalu-
ated before an organization-wide adoption of telework? If
so, appropriate guidelines should be developed.

Telework policy for the organization.
This policy would define eligible positions, guidelines for
participation (e.g., an employee must work full-time for a
year before becoming eligible, or have certain defined work
skills), financial responsibility (e.g., the employer pays for
equipment and installation, but the employee agrees to pay
for additional insurance against theft), and any change in
status or benefits for teleworkers.

Telework agreement. Both OPM and AHIMA recom-
mend formal agreements between employers and individ-
ual employees who want to telework. The agreement
should include such topics as trial period, official duties,
work schedule, timekeeping and leave, equipment and sup-
plies (including ergonomic standards and other OSHA
issues), security and liability, worksite criteria, costs, injury
compensation, and performance evaluation. Sample agree-
ments are available at <www.opm.gov/telework/policies/
Tele-Sam.asp> and <www.telecommute.org/resources/
eworkguide.htm>.

Screening criteria. Subject to equal employment opportu-
nity criteria, an employer should screen potential telework-
ers via survey form or personal interview. Criteria might
include the type of job duties to be performed, the degree
to which the employee can be evaluated based on work
products, not physical presence, and suitability of employ-
ee’s home as office space. The company should have a clear
policy on telework eligibility to diminish perceptions or
possible accusations of favoritism or discrimination.

Similarly, employees should screen themselves if their
home situation is not suitable in some way, or if the person
does not have the self-discipline needed to work from
home. Also, employees should be clear that they cannot
both telework and care for dependents simultaneously.

Evaluation criteria. If the employer sets up an initial pilot
program before implementing a full-scale telework pro-
gram, evaluation criteria should be selected. Such criteria
could include employee productivity (along with basis for
measurement), employee satisfaction, client or customer
satisfaction (for example, if a customer service representa-
tive begins working from home), and degree to which

other employees in a section are affected by a teleworker
(e.g., is other employees’ work hindered by the teleworker’s
absence). If a formal evaluation is to be completed, base-
line benchmarking data should be established so before-
and-after comparisons can be made.

8) Take final steps toward implementation.

This includes procuring and installing equipment, selecting
teleworkers, disseminating telework guidelines and policies,
signing telework agreements, and setting an implementation
date.

9) Train all personnel involved.

Telework involves new ways of working as well as supervising
and evaluating, so participating personnel—whether employ-
ees or supervisors—should receive training. Some companies
even set up a simulation lab in which potential teleworkers
can work for several weeks under conditions similar to their
potential home office set-up: no face-to-face contact with
other employees and remote computing access. This allows
them to determine their suitability for telework.

In addition, a company may wish to develop a training pro-
gram for supervisors to familiarize them with the demands
and issues raised by teleworking—lack of direct personal con-
tact, potential difficulties with on-site employees, and meas-
uring productivity. Some consider supervisor training as
important as employee training.

10) Administer pre-telework evaluation.

If a before-and-after benchmarking survey is to be done, the
pre-telework survey should be administered at this point,
before program implementation begins.

11) Implement the program.

Once equipment, guidelines, agreements, and training have
been signed and completed, telework can be implemented.

12) Assess results.

After a period of time, the company should assess the pro-
gram’s efficacy. If a before-and-after survey was conducted,
the after data should be assessed. Those results, as well as
other measures of cost, productivity, and morale, should be
compared to evaluation criteria established earlier. This will
form the basis for determining whether the program should
be continued in its current form, expanded, or otherwise
modified.
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Implementation Costs and
Administrative Burden
Unlike many other commuter benefit programs, telework
involves a major commitment of both financial and staff
resources. The heaviest burdens tend to fall on two groups: 

Supervisors must revise their methods of managing employ-
ees out of their direct contact and deal with the tensions that
can arise between employees at the workplace and those
working remotely. However, this can yield benefits, according
to one telework expert:

In fact, we consistently hear that managers who manage
remotely report that doing so makes them better managers not
only of the remote workers but also of their in-office staff.
(Gordon, 2001)

Information technology departments will be responsible for
carrying out an IT gap analysis to determine telework infra-
structure start-up needs and costs and providing ongoing
support to teleworkers, who rely more heavily on computer
networks and remote access.

Employer Questions
and Answers
Employers (e.g., a human resources administrator or business
manager) considering a telework program might commonly
ask the following questions: 

Does telework negatively affect productivity?

No, in fact productivity may increase. Many employees
report that they experience fewer distractions when telework-
ing. Some employers have been pleasantly surprised to find
that employees are more accessible when they are working
from home because managers know exactly where they are,
and they have fewer meetings and/or spend less time with
co-workers. Examples of measured increases in productivity
from existing telework programs include AT&T (20%-35%),
Blue Cross Blue Shield (20%), and Cisco Systems (18%).7

What does it take to set up and administer a tele-
work program?

It depends on several factors—the scale of the program (size
of company and number of employees who will telework),
the type of information technology selected, and the goals of
the program (will telework mean a few employees perform-
ing their regular duties out of their homes, or a more funda-
mental re-engineering of the workplace?)

Large-scale programs require substantial commitment for
planning and implementing the program, and the involve-
ment of the information technology departments will be
much more significant and critical. In addition, telework
programs require continuing investments of both money and
staff time. There should also be agreements between man-
agers and employees. This agreement should cover what the
work hours will be, what the deliverables are, how often
voicemail at the office will be checked, etc. Many telework
agreements may actually help managers uncover areas for fur-
ther development and performance for employees.

How does working at home affect dependent care
issues?

Teleworking employees should not expect to simultaneously
work and care for their dependents (children or elders).
Although many employees who telework do so because they
prefer to be near home in case of an emergency or to have
additional time to spend with their families, employees must
make arrangements for dependent care. This understanding
should be part of a formal telework agreement, so that
employees are aware of the need to separate dependent care
from work.

Who typically pays for increased electricity and tele-
phone costs?

This is generally covered under the telework agreement. In
the federal government, OPM guidelines allow reimburse-
ment for official telephone calls, but not for increased elec-
tricity costs resulting from use of computer equipment.

Is there an ideal percentage of employees that
should be teleworking?

No. Some firms have only a small percentage of employees
teleworking; others have near-virtual offices, where employ-
ees work independently. It depends on the nature of the busi-
ness, the type of work performed by the employees, employ-
ees' suitability to work independently, the company culture,
and the technological capabilities available.  

However, in order to qualify for the Best Workplaces for
CommutersSM program, you must have a telework program
that reduces on average at least 6 percent of commute trips
on a monthly basis.

Do employees and supervisors need training before
starting a telework arrangement?

Training is generally a good idea because of the major change
in the working relationship and risk management issues relat-

7 Connecticut Department of Transportation, Bureau of Public Transportation, 2004 Telecommute News
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ed to telework. Some guidelines even recommend setting up
a simulation for employees who want to telework, so that
they can experience remote work for several weeks and judge
whether they would be suitable candidates for the arrange-
ment. Supervisors might also be trained in management
techniques for distance employees, such as how to manage by
results and assess productivity. Guidelines should be imple-
mented to create an official set of operating procedures.
Guidelines can clear up any misunderstandings and act as an
indicator for success. Managers should also focus on deliver-
ables and quantifiable measures that show whether an
employee is doing a good job.

Do any state or local governments offer incentives
for implementing telework?

Some regional organizations offer technical assistance for
implementing telework programs (see below under
Associations and Contacts for more information). In addi-
tion, the state of Oregon offers a tax credit for implementing
teleworking programs (see the Tax Considerations section
above for more information). In spring 2001, Virginia intro-
duced a Telework!VA pilot program through which employ-
ers in northern Virginia could receive state reimbursement
for certain telework start-up or expansion costs, up to
$35,000 over two years.

Telework Technology
Recently, the use of high speed broadband Internet has
increased dramatically. In 2003 there were 4.4 million tele-
workers working at home with broadband. In 2004 there
were 8.1 million telework—an 84%8 increase. Prices for
high-speed Internet access have not gone down significantly
and they remain at a monthly fee of approximately $30 to
$35 for DSL and $40 to $45 for Cable. In addition, there
has been rapid growth in the number wireless hotspots,
which often provide free high-speed Internet access.
Broadband teleworkers reported an average productivity
increase of 33.3 percent.9

There are also many Web-based Internet services that provide
useful tools for businesses that telework, requiring no instal-
lation or IT assistance.

The use of video conferencing and Web conferencing is a
valuable productivity tool. Web conferencing allows work
groups to set up video meetings, which often results in more
efficient communication between employees. Employees can
enjoy the benefits of a standard “round table” meeting while
sitting at their computer in any geographical area. This serv-

ice also requires no software installation and therefore limited
IT assistance or training.

There are also project management services that make com-
munication more efficient than in an office. These services
provide a central platform that is password-protected and
easily accessible by all members of a work group. These Web-
based services require no installation and very limited IT
assistance and training.

Resources:

Wireless hotspot locations can be found at
<www.boingo.com/search.html>.

Broadband availability can be searched for at
<reviews.cnet.com/Broadband_power_search/4002-6549_7-
5114723.html?tag=tool>.

Video conferencing information is available at
<www.webex.com>.

Information on project management tools is available at:
<www.intranets.com/default.asp>.

Employer Case Studies

Case Studies
AstraZeneca
AstraZeneca created its telework program as a result of a
headquarters relocation. In 2000, Astra merged with Zeneca
and moved its headquarters from Pennsylvania to Delaware.
For the employees who worked in the Pennsylvania office,
the move added an hour to their commute time.
Management recognized the amount of talent they would
lose if these employees were not willing to commute an extra
hour. They also recognized the costs of retraining new
employees and hoped to avoid the danger of employees
working at competing companies. As a result, they decided
to increase overall workplace flexibility, which included a
telework program. 

In addition to the motivation of retaining valued employees
and avoiding retraining costs, AstraZeneca also faces a
Delaware state traffic mitigation law that mandates at least
15 percent of their employees not drive in single-occupancy
vehicles. The telework program helps AstraZeneca meet this
mandate. The program now includes 600 employees who

8 http://www.ccnmag.com/?nav=headlines&id=3197
9 http://www.workingfromanywhere.org/pdf/TWA2003_Executive_Summary.pdf
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have signed contracts and received training on effective tele-
working, and 275 employees are actively teleworking. The
major costs in setting up the commuter benefits program
consisted of the following: broadband Internet service, shut-
tle services, Transportation Management Association (TMA)
membership, and membership in the Association for
Commuter Transportation (ACT). These costs were out-
weighed by the overall benefits of the program. This number
does not include the non-monetary benefits of keeping val-
ued employees.

LexisNexis
The LexisNexis telework program is called “Alternate Work
Solutions,” and supports people who telework from home
part-time or full-time. In 1995, the company began a pilot
program, encouraging select employees to work from home.
Within a year, the company had saved $6 million in operat-
ing costs. By 1996, the program was completely established
and has been profitable for LexisNexis ever since. According
to an April 4, 2004, Best Workplaces for CommutersSM

Phone Forum, the Senior Director of corporate Services for
LexisNexis, Debra McKenzie, offered the following lessons:

It is important not only to train employees to connect to
the office network from home, but also to train managers
to direct a team that is not physically present. 

Strong commitment from company executives eases the
implementation of telework programs. 

By evaluating an employee’s performance, employers can
determine if the employee would be a productive telework-
er or if the employee should continue to work on-site. And
it is equally important that the manager be evaluated on
their capability to manage virtually.

To ensure that the employee remains productive while
working at home, managers require the employee to sign a
contract that details working hours and the communica-
tions process the employee will use to stay in contact with
management. 

Sun Microsystems
Sun Microsystems started its telework program by organizing
a group of employees from the finance, tax, legal, and human
resources departments. The group researched other compa-
nies that already had telework programs in place and tested
pilot programs. Preliminary research indicated that a tele-
work program would improve both the employee culture and
the company’s bottom line.

Sun is involved with telework in two dimensions: it offers
telework to employees, and it also uses its established tele-

work program to help set up other companies with the nec-
essary telework technology and infrastructure. Their internal
telework program is called the iWork program, which enables
over 3,000 employees to work from all over the country, in
Canada, and in ten European countries. Sun also distributes
information about commuter benefits and other regional
commute programs via email in their SMART (Sun
Microsystems Alternative Resources for Transportation) inter-
nal commute program Web site. Employees have reported a
34 percent increase in productivity and increased job satisfac-
tion. Most recently, in a September 2004 media release, Sun
Microsystems was ranked 5th in the list of the top 20 Best
Workplaces for CommutersSM (BWC) for Fortune 500 com-
panies with 60 percent of its employees working at BWC-
designated work sites.

Services That Support
Implementation
Many regional and local governments provide services to
help employers implement telework programs. Metropolitan
planning organizations (MPOs), city and county transporta-
tion agencies, transportation management associations
(TMAs), and transportation management organizations
(TMOs) throughout the U.S. provide assistance to employers
in starting and maintaining transportation demand manage-
ment programs such as telework. They often provide infor-
mation to employers about options to reduce driving to
work, implementation issues, and local programs that sup-
port employer initiatives. Some of these resources are listed
in the next section.

Depending on the nature of the work, the ability to telework
effectively may be linked to the availability of high-speed
Internet connections. Access to these services varies through-
out the country.

Associations and
Contacts
This section includes information on regional and national
groups that regional, state, and local governments might wish
to utilize for expertise in understanding, promoting, or pro-
viding technical information on telework.

Individual employers are directed to contact, their local
MPOs, telework consulting firms, or other groups that pro-
vide services to support telework implementation.
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Organizations That Promote Telework

International Telework Association and Council
204 E Street N.E.
Washington, DC 20002
Tel: (202) 547-6157
Fax: (202) 546-3289
www.telecommute.org

The International Telework Association and Council (ITAC)
is a membership organization for businesses that sponsors
research and surveys on telework. ITAC maintains an exten-
sive list of member consultants, available at www.telecom-
mute.org/resources/consultant_members.shtml.

The American Telecommuting Association
1220 L Street, NW, Suite 100
Washington, DC 20005
Tel: (800) ATA-4-YOU
www.knowledgetree.com/ata.html

The American Telecommuting Association (ATA) is a 
membership organization whose members are employees
that telework.

National TDM and Telework Clearinghouse
University of South Florida
4202 E. Fowler Ave.
CUT100
Tampa, FL 33620-5375
Tel: (813) 974-3120
www.nctr.usf.edu/clearinghouse/

The National TDM (Transportation Demand Management)
and Telework Clearinghouse is a compendium of research and
information on TDM and telework. TDM refers to a set of
programs and policies that are designed to make the best use
of existing transportation resources without additional infra-
structure investment. Much of the Clearinghouse information
is available electronically at their Web site. The site contains
information for employers interested in establishing various
kinds of trip reduction programs, including teleworking.

Clean Air Council
135 South 19th Street Suite 300
Philadelphia PA 19103
Tel: (215) 567-4004
Fax: (215) 567-5791
http://www.cleanair.org/Transportation/greenCommute.html

The Clean Air Council supplies information on telework as a
means to reduce air pollution.

Online Resources
Several other private firms and organizations have online
information regarding telework; the list below is a sample.

Gil Gordon Associates maintains a Web site with a wide vari-
ety of information, including links to research articles and
“how-to” tips.
www.gilgordon.com

JALA International is a consulting firm founded by Jack
Nilles, who originally coined the terms “telecommuting” and
“telework”.
www.jala.com

The “Work At Home Success” Web site is aimed more at
employees who wish to begin teleworking, but it also offers
advice to employers thinking of implementing telework 
programs.
www.workathomesuccess.com/telecomm.htm

Regional Resources
Some regions have programs offering technical assistance to
local businesses that are interested in setting up telework pro-
grams. The type of assistance offered depends on the pro-
gram; it may include technical assistance tailored to a compa-
ny's individual needs, presentations for business audiences on
telework issues, and/or compilations of case studies of other
area employers.

Atlanta, Georgia

Metro Atlanta Telecommuting Advisory Council
704 Beacon Cove
Lawrenceville, GA 30043
Tel: (770) 831-6630
www.matac.org

Arizona

Valley Metro
302 N First Avenue
Suite 700
Phoenix, AZ 85003
Tel: (602) 262-7433
www.valleymetro.maricopa.gov/telecommute

Colorado

Telework Colorado
Tel: (303) 458-8353
www.teleworkcolorado.org
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Connecticut

Telework Connecticut
C/o Rideworks
389 Whitney Avenue
New Haven, CT 06511
Tel: (203) 777-RIDE
Fax: (203) 773-5014
www.telecommutect.com/

Houston, Texas

Commute Solutions
Houston-Galveston Area Council
P.O. Box 22777
3555 Timmons Lane
Houston, TX 77227
Tel: (713) 627-3200
Fax: (713) 993-4508
www.commutesolutionshou.com/telework/index.htm

Los Angeles Area

Southern California Economic Partnership
21865 E. Copley Drive
Diamond Bar, CA 91765
Tel: (909) 396-5757 
Fax: (909) 396-5754
the-partnership.org

Minneapolis, Minnesota

Midwest Institute for Telecommuting Education
1900 Chicago Avenue
Minneapolis, MN 55404
Tel: (612) 752-8010
Fax: (612) 752-8001
www.mite.org

Oregon

Oregon Office of Energy
625 Marion Street, NE
Suite 1
Salem, OR 97301
Tel: (503) 373-7560
www.energy.state.or.us/telework/teletax.htm

Seattle, Washington

Commuter Challenge
1301 Fifth Avenue
Suite 2400
Seattle, WA 98101-2611
Tel: (206) 389-8656
www.commuterchallenge.org

Washington State

WSU Cooperative Extension Energy Program
925 Plum Street SE, Bldg. #4
P.O. Box 43165
Olympia, WA 98504-3165
Tel: (360) 956-2178
Fax: (360) 956-2217
www.energy.wsu.edu/telework/

Washington, DC/Northern Virginia

Commuter Connections
777 North Capitol Street, NE
Suite 300
Washington, DC 20002
Tel: (202) 962-3286
Fax: (202) 962-3202
www.mwcog.org/commuter/telresctr.html

Commuter Connections also administers the Telework!VA
financial assistance program for employers located in
Northern Virginia. 

Emissions and
Transportation Benefits
Telework has great potential to reduce vehicle travel and
emissions of air pollutants and greenhouse gases because it
eliminates many commute trips. Most studies of the air qual-
ity and emissions benefits of telework agree that teleworkers
drive significantly less when teleworking. That is, the vehicle
miles traveled (VMT) reduced are not usually replaced with
more local non-work driving.

A review of the telework research by the National
Environmental Policy Institute found that the average round-
trip commute distance for teleworkers is 36.1 miles, and that
on the days they telework they saved an average of 26.3
miles. However, only 74 percent of teleworkers drive alone,
so that even on the days they telework, total vehicle miles
traveled may remain unchanged (for example, if the tele-
worker rides with a carpool). (NEPI, 2000)

Two studies that looked at total travel by teleworkers
(including non-work trips on days they telework) found that
the average number of miles traveled per day was 52.9
before teleworking and 13.1 miles per day on telework days.
(NEPI, 2000)

A study using travel diaries found similarly positive results.
An evaluation of the Puget Sound (Washington State)
Telework Demonstration project compared a control group
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of non-teleworkers to a group of teleworkers, and telework
days to non-telework days. Telework had demonstrable
effects in reducing VMT and emissions. On telework days,
the number of daily trips decreased by 30 percent, VMT
decreased by 63 percent, and the number of cold starts
decreased by 44 percent. A “cold start” is particularly prob-
lematic for emissions, because a car’s engine and emissions
control systems work well only after warming up. A substan-
tial portion of a car's total trip emissions occur at start-up, so
avoiding a trip altogether is far more “valuable” from a pollu-
tion perspective than shortening the trip. The study calculat-
ed, using an emissions model, that for each telework day, the
teleworker’s vehicle released 50 to 60 percent less pollutants
than if the teleworker had worked in the office. This includes
additional non-work trips made while at home—teleworkers
drove less on the days that they teleworked than they did on
regular commute workdays.

While this study concluded that telework has a demonstrable
effect on emissions, it also noted several reasons why more
widespread telework might not produce proportionally larger
results. First, teleworkers had average commutes 2.5 times
longer than the control group. Indeed, this is probably one
of the reasons this group chooses to telework, since they save
more time by not commuting.

This implies that as telework increases, and teleworkers’
commute length falls, the relative benefits produced by new
teleworkers will fall somewhat?although they should still be
positive.

Second, the benefits are confined to the days teleworked; if
people telework only one day per week, those benefits
amount to only 20 percent of the potential benefit of tele-
working five days per week. Finally, the study notes that
emissions benefits will differ with the time of year since
atmospheric conditions affect both the amount of pollutants
released by vehicles and the formation of ozone. (Henderson,
et al, 1996)

Telework is one of the most effective transportation demand
management (TDM) emissions reductions measures. A study
done by the Metropolitan Washington Council of
Governments of four transportation emission reduction
measures found that its Telework Resource Center (a pro-
gram that assists businesses in implementing teleworking)
was the most effective of the four, reducing the number of
vehicle trips by almost 35,000 per day. The program was also
estimated to reduce nitrogen oxides (NOx) emissions by .9
tons per day, and volatile organic compounds (VOC) by .5
tons per day. However, the evaluation also noted that the
effectiveness of telework as a measure to reduce emissions is

limited by two factors. First, although it was predicted that
teleworkers would work remotely 2.65 days per week, the
average was only 1.59 days. Second, only 71 percent of tele-
workers drove alone on the days that they go into the office.
(Metropolitan Washington Council of Governments, 2001).
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California’s Parking Cash-Out Program

An Informational Guide For Employers

State law requires certain employers who provide subsidized parking for their employees to
offer a cash allowance in lieu of a parking space.  This law is called the parking cash-out
program (Assembly Bill 2109, Katz; Chapter 554, Statutes of 1992).  It was enacted after
studies showed cash allowances in lieu of parking encourage employees to find alternate means
of commuting to work, such as public transit, carpooling, vanpooling, bicycling, or walking.
Parking cash-out offers the opportunity to improve air quality and reduce traffic congestion by
reducing vehicle trips and emissions.  For years, negative tax implications limited the
implementation of the law.  But in 1998, the federal Transportation Equity Act for the 21st

Century (TEA-21) included amendments to the Internal Revenue Code that fixed this problem.

The Air Resources Board is the agency authorized by the Legislature to interpret and
administer the parking cash-out law.  Board staff has developed this informational guide to
help employers determine whether they are subject to the requirements of the law and to
answer questions about implementing a parking cash-out program.

The law does not apply to all employers or all employees.  Employers with over 50 employees
in an air basin designated nonattainment for any state air quality standard must offer a parking
cash-out program to those employees who have the availability of subsidized parking that
meets certain criteria.

The main provision of the parking cash-out law is less than a page long.  But employer parking
circumstances are often very complicated, which can make the law complicated to implement.
Recognizing this, the goal of this guide is to provide a foundation for employers to carry out
the law as it relates to them.

     This guide includes: Page

     Text of the law ...........................................................................................   2
     Information on parking cash-out (question/answer format)

First steps of implementation ...............................................................   3
Employee parking ................................................................................   3
Employee eligibility .............................................................................   4
Cash allowance ....................................................................................   5
Informing employees ...........................................................................   6
Tax consequences ................................................................................   7
Enforcement .........................................................................................   7
Neighborhood parking problems .........................................................   8
Relationship to other transportation demand measures .......................   8
Eliminating subsidized parking ...........................................................   9
Contacts for questions ..........................................................................   9

     Eligibility checklist ....................................................................................   9
     Employer questionnaire ............................................................................. 10
        (to help determine if employer is subject to the law)

March 2002



- 2 -

Text of Parking Cash-Out Law

§ 43845.  Parking cash-out program.   California Health and Safety Code.
(a) In any air basin designated as a nonattainment area pursuant to Section 39608, each
employer of 50 persons or more who provides a parking subsidy to employees, shall offer a
parking cash-out program.  “Parking cash-out program” means an employer-funded program
under which an employer offers to provide a cash allowance to an employee equivalent to the
parking subsidy that the employer would otherwise pay to provide the employee with a parking
space.
(b) A parking cash-out program may include a requirement that employee participants certify
that they will comply with guidelines established by the employer designed to avoid
neighborhood parking problems, with a provision that employees not complying with the
guidelines will no longer be eligible for the parking cash-out program.
(c) As used in this section, the following terms have the following meanings:
(1) “Employee” means an employee of an employer subject to this section.
(2) “Parking subsidy” means the difference between the out-of-pocket amount paid by an
employer on a regular basis in order to secure the availability of an employee parking space not
owned by the employer and the price, if any, charged to an employee for use of that space.
(d) Subdivision (a) does not apply to any employer who, on or before January 1, 1993, has
leased employee parking, until the expiration of that lease or unless the lease permits the
employer to reduce, without penalty, the number of parking spaces subject to the lease.
(e) It is the intent of the Legislature, in enacting this section, that the cash-out requirements
apply only to employers who can reduce, without penalty, the number of paid parking spaces
they maintain for the use of their employees and instead provide their employees the cash-out
option described in this section.

Related Provisions

Sections 17202 and 24343.5, California Revenue & Taxation Code.  Specifies that costs related to a
parking cash-out program may be deducted as business expenses for employers.

Section 17090, California Revenue & Taxation Code.  States that the cash allowance given to
employees must be included in gross income subject to state income and payroll taxes (except any
portion used for ridesharing purposes).

Sections 65088.1, 65089, and 65089.3, California Government Code.  Requires (1) congestion
management agencies to consider parking cash-out when developing and updating the trip reduction and
travel demand elements of their congestion management plans, and (2) requires cities or counties to
grant appropriate reductions in parking requirements to new and existing commercial developments if
they offer parking cash-out programs.

Uncodified language:

The Legislature hereby finds and declares all of the following:
(a) Existing local, state, and federal policies tend to encourage the provision of subsidized parking by

employers.
(b) Subsidized parking creates a strong incentive for employees to commute to work in a single occupancy

vehicle.
(c) Commuting in a single occupancy vehicle contributes to traffic congestion and air pollution.
(d) In Los Angeles and Orange Counties, more than 90 percent of the commuters receive free worksite

parking, but less than 10 percent of employers provide an employee ridesharing or transit benefit.
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Information on the Parking Cash-Out Law

Implementation

• How do I determine whether I am subject to the parking cash-out law?

The law applies to employers (public or private) that:
- employ at least 50 persons (regardless of how many worksites);
- have worksites in an air basin designated nonattainment for any state air quality standard;
- subsidize employee parking that they don’t own;
- can calculate the out-of-pocket expense of the parking subsidies they provide; and
- can reduce the number of parking spaces without penalty in any lease agreements.

(See page 10 for a questionnaire designed to help you determine whether you are subject to the
parking cash-out law and that explains the above parameters of the law in more detail.)

• When must I implement parking cash-out?  When does the program end?

The law went into effect January 1, 1993, and includes no sunset provision specifying an
ending date to the program.  So the law requires all affected employers to offer a parking cash-
out program until and unless the law is changed.

• Where do I start?

1.  Determine which employee parking is subject to cash-out.  (See Employee Parking below.)
2.  Determine which specific employees are eligible.  (See Employee Eligibility, page 4.)
3.  Calculate the appropriate cash allowance for each eligible employee.  (See Cash Allowance,

page 5.)
4.  Inform eligible employees.  (See Informing Employees, page 7.)

Employee Parking

• Which employee parking is subject to cash-out?

Employee parking is subject to cash-out if all the following apply:  (1) you subsidize it, (2) you
don’t own it, (3) you can calculate the out-of-pocket amount you pay for it, (4) it is not a
vanpool or carpool space, and (5) if it is leased parking, the lease allows you to reduce the
number of parking spaces without penalty.

• Is parking that is included (“bundled”) in the building lease subject to parking cash-out?

If you cannot determine the out-of-pocket expenses of the parking you provide, and you do
not make a discreet payment solely for parking occupied by an employee, which is almost
always the case with bundled parking, the parking is not subject to parking cash-out.
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• I am the sole tenant of a leased parking garage.  The lease agreement stipulates that I am
subject to paying for all spaces in the garage.  Is the parking subject to cash-out?

Since you cannot reduce the number of parking spaces without penalty, the parking is not
subject to cash-out.

Employee Eligibility

• Which employees are eligible for the cash-out option?

Employees must be offered the cash-out allowance if they are using, or could use, a subsidized
parking space subject to cash-out.  Examples include:  any employee who is currently using a
subsidized space; is offered a subsidized space (now or in the future); or was previously offered
a subsidized space but declined, if a subsidized space is still available to him/her.

(See page 9 for an eligibility checklist.)

• What about current carpoolers, vanpoolers, transit users, telecommuters and those who walk
or bike to work?

These individuals are eligible for parking cash-out if a qualifying subsidized parking space for
a single-occupancy vehicle is currently available to them.

NOTE:  Carpool and vanpool spaces are not subject to cash-out.  This means you don’t have to offer six
members of a vanpool an additional pro-rated $15 cash allowance for a $90/month vanpool space.

• Can employee eligibility change over time?

Yes.  An employee is eligible for cash-out based on the parking space he/she is offered.  So, an
employee’s eligibility can change if the employee’s parking circumstances change.  Example:

 If an employee changes work sites and goes from a subsidized leased parking space to one that is
not eligible (e.g., a space that you own), you are no longer required to offer the employee a cash
allowance.  And vice versa, if an employee changes from parking in an owned space to a subsidized
leased space subject to cash-out, you are required to offer the employee a cash allowance.

• I don’t lease parking, but I reimburse my employees for their commute-related parking costs.
Does this trigger cash-out requirements?

Yes, if the parking costs are reimbursed on a regular basis.  If not, then no.  Examples:

 You have employees who park regularly in a private garage at a cost of $60/month.  You reimburse
each one the full $60/month.  These employees are eligible for a $60/month cash-out allowance in
lieu of being reimbursed for their parking.

 You reimburse employees only for commute-related parking on a sporadic basis related to special
circumstances such as having to work overtime.  The employees are not eligible for a cash-out
allowance because you are not providing a parking subsidy on a regular basis.
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I provide limited subsidized parking to my employees on a daily first-come, first-served basis.  Is
this parking subject to parking cash-out?

To be eligible for parking cash-out, an employee must have the expectation of having a
subsidized parking space, whether assigned or unassigned, in which to park.

If you lease 100 spaces that are available daily to 400 employees on a first-come, first-served
basis, the employees cannot expect to have a parking space in which to park, and would not be
eligible for parking cash-out.

NOTE:  Some employers confronted with a similar situation have changed their parking
policies, assigning one employee to each parking space and offering a cash allowance equal to
the actual cost per space.  Others have chosen to begin charging for the parking.

• How much participation in parking cash-out can I expect?

Studies indicate that approximately 12 percent of eligible employees, on the average, will take
the cash-out offer, based on an average parking subsidy of $80 (Shoup 1992, 1997).  Actual
participation at each work site may vary.

• What if employees who accept the cash allowance ask for their subsidized spaces back?  
Can employees who don’t take cash-out when initially offered take it later?

The law simply requires you to give employees the parking cash-out option.  Employers may
establish reasonable policies for administering this benefit such as quarterly or semiannual
review.  It is suggested that you make cash-out readily available to employees.  Policies that
require employees to make irrevocable decisions or respond in an unduly short time period are
not compatible with the spirit of the law.

• How do employee bargaining agreements fit into the parking cash-out picture?

The cash-out program changes employee benefits and working conditions.  Therefore, most
bargaining agreements will require employers to “meet and confer” regarding cash-out
implementation.  While negotiations with unions may affect parking policies and how
employers go about implementing parking cash-out, a bargaining agreement cannot keep an
employer from implementing the law and must not result in any policies that are contrary to the
law.

Cash Allowance

• How much cash allowance must be offered?

The law requires the cash allowance to equal the parking subsidy -- what you pay for the
parking space minus any contribution by the employee.  Commute-related subsidies 
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(e.g., transit pass, ridesharing allowance) may be deducted from the cost of the parking in
determining the amount of the cash allowance.  Some examples:

 Cost of parking space - $75/mo.    Employee pays nothing to park.  Cash allowance = $75/mo.
 Cost of parking space - $100/mo.  Employee pays $20/mo. to park.  Cash allowance = $80/mo.
 Cost of parking space - $65/mo.    Employee does not use space and receives $50 transit pass

(subsidy) from employer every month.  Cash allowance = $15/mo. (if transit pass still provided).  If
the transit pass were increased to $65/mo., the cash allowance would be $0/mo.

• Can the amount of the cash allowance change over time?

Yes.  Since the law requires the cash allowance to equal the parking subsidy, if the subsidy
increases or decreases, the cash allowance adjusts to coincide.  Some examples:

 Cost per parking space increases $10/month.  You charge your employees an additional $5/month
parking fee.  The parking subsidy has increased $5/month, so the cash allowance also increases
$5/month.

 You increase the amount your employees pay for parking by $25/month.  Your cost per parking
space does not change.  The parking subsidy has decreased $25/month, so the cash allowance may
also be decreased $25/month.

• How often must I provide the cash allowance?  

The law requires that you simply provide a cash allowance that is equal to the parking subsidy.
The law does not specify how often.  However, providing the cash allowance monthly is the
norm, since most parking and commute-related subsidies and/or charges are on a month-to-
month basis.

• I have many work sites with different leased parking rates.  Can I average the cost per space?

Yes.  The law would not prohibit you from averaging the cost of subsidized parking and
providing one uniform cash-out payment.  If you use this method, the cash allowance could
also change over time based on the change in the average cost of subsidized parking.

Informing Employees

• How do I inform employees?

Some employees are aware of this law.  Others will be learning of it for the first time.  All need
to know your particular strategies for implementing the cash-out program.  Many employers
have designated an employee, such as their employee transportation coordinator, to be available
to discuss with employees what cash-out means to them.  It is also important to inform
employees in a positive way, such as giving them an example of how parking cash-out can
benefit them and their community -- by adding to their pay check while reducing congestion
and air pollution.

• Can I offer cash-out to employees even if the parking is not subject to the law?

Yes.  You may implement cash-out voluntarily.  And this may make sense when: (1) you own
your parking, provide a travel allowance to all employees, and charge a fee for parking at an 



- 7 -

equal or greater rate than the allowance, thus keeping costs to a minimum; (2) unoccupied
spaces can be used by your patrons; or (3) you lease some parking spaces and thus must offer
cash-out to some, but not all, employees.

Tax Consequences

• Is the cash allowance considered taxable income?

Yes.  The cash allowance is considered gross income subject to state and federal income and
payroll taxes.  However, ridesharing subsidies are exempt from state income taxes (Section
17149, Revenue & Taxation Code), and transit or vanpool subsidies up to $100 per month are
exempt from federal income taxes (Section 132(f)(2)(A), Internal Revenue Code).

• Can my costs related to cash-out be deducted as an employer business expense?   Yes.

• Is the tax-free status of transit, vanpool, and parking subsidies at risk by offering them along
with a cash-out allowance?

No.  Federal legislation was enacted in 1998 allowing employers to offer a combination of cash
and tax-free transportation fringe benefits (parking, vanpool and transit subsidies) without
losing any of the tax-free benefits.  (Note:  The cash is still considered taxable income.)  This
new provision in the tax code is often called the Commuter Choice Program or Commute
Benefit Program.  For more information on how to use the new federal tax code provisions to
your advantage, visit the web sites of the Association for Commuter Transportation at
http://tmi.cob.fsu.edu/act/act.htm or the web site of the U.S. Environmental Protection
Agency’s Office of Mobile Sources at http://www.epa.gov/oms/transp/comchoic/ccweb.htm.

Federal and state tax laws are constantly changing.  For current and reliable information, please
contact your tax consultant, the U.S. Internal Revenue Service, or the California Franchise Tax
Board.

Enforcement

• Who administers this program?

The cash-out mandate is located in Division 26, Part 5, of the California Health & Safety Code,
which the Air Resources Board is authorized to administer.  However, the parking cash-out
mandate is imposed directly on the employer who must meet the criteria of the statute.  This
type of statute is often described as “self-implementing.”

• Are there any penalties for noncompliance?

Violations of provisions in Division 26, Part 5, of the Health & Safety Code, which includes
the parking cash-out law, are subject to civil penalties not to exceed $500 per vehicle per civil
action.  (See Section 43016, Health & Safety Code.)  The Air Resources Board would apply the
civil penalty per vehicle in a parking space subject to the cash-out program.  The focus of ARB
administration of the parking cash-out law would be to facilitate compliance before seeking
civil penalties.
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Neighborhood Parking Problems

• What about the potential of spillover parking into nearby neighborhoods?

The law provides that employers may develop guidelines to avoid neighborhood parking
problems.  Employees must comply with these to be eligible for the cash allowance.  Such
guidelines might prohibit cash-out recipients from parking on specific streets or in specific
neighborhoods, or require the recipient to not drive alone to work (e.g., take the bus, carpool,
walk, etc.).

• My cashed-out employees need to drive to work occasionally.  To avoid having them park on
neighboring streets, can I set aside a few spaces and reduce the cash allowance proportionately?

This would be a reasonable policy for accommodating employees and avoiding neighborhood
parking problems.  Since you would be subsidizing some parking for their use, you could
reduce the cash allowance proportionately.  (One space set aside for every ten cashed-out
employees would equate to a ten percent reduction in the cash allowance.)

Relationship of Cash-Out to Other Transportation Demand Measures

• How is cash-out related to other ridesharing and transportation demand measures?

It is suggested that parking cash-out be incorporated into other trip reduction and ridesharing
incentives.  If alternate means of commuting are made available and affordable through
incentives, employees are more likely to take the cash allowance and not drive solo to work.
Studies indicate that the most successful trip reduction programs tend to combine parking
management and pricing with subsidies for transit, carpooling, and other alternate modes of
commuting.

• Can I make commuting by an alternate mode other than driving alone a condition of accepting
the cash allowance?

The law allows for employers to establish guidelines to avoid neighborhood parking problems
(see above).  Requiring employees to participate in some form of verifiable trip reduction
activity would be a reasonable employer policy to avoid such problems.  In fact, many
employers have implemented the parking cash-out program as a commute benefits program and
avoided using the terms “parking cash-out” or “cash allowance,” since the law does not require
use of these designations.

• How can cash-out work for employees who commute by an alternate mode on a part-time
basis?

Many employers have developed successful transportation demand management programs by
rewarding part-time, as well as full-time, use of alternate commute modes.  One of the ways
parking cash-out can compliment this type of program is by providing for “shared” parking
spaces.  Just as two employees can team up to carpool and cash-out one parking space, two
employees who use alternate modes on a part time basis can coordinate that use, share one
parking space and cash-out the other.  (Example:  One employee telecommutes on Monday
and Friday, another employee commutes by bus on Tuesday through Thursday.  They share
one parking space and cash-out the other.)
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• I have multiple work sites, with some parking subject to cash-out and some exempt.  I wish to
implement a uniform commute cash reward program for all employees based on the amount
of alternate mode use.  How do I ensure compliance with the cash-out law?

You can ensure compliance if your monthly cash reward for full-time use of an alternate
commute mode is at least equal to the average monthly subsidy of your parking spaces
subject to cash-out.

Eliminating Subsidized Parking

• What if I discontinue parking subsidies?  Is this a way to comply with the law?

Yes.  The law was enacted to help balance existing local, state, and federal policies that tend to
encourage subsidized parking.  So if you stop subsidizing parking, you are no longer subject to
the law.  Studies show that paid parking has about the same impact on reducing solo driving as
providing a cash allowance.

Some employers have balanced employee compensation by replacing subsidized parking with
travel allowances, providing all employees with a choice of how to use their commute subsidy.
Other employers have reduced parking subsidies slightly to help defray the costs of the parking
cash-out program.

Contacts

• Who can I call with questions about the parking cash-out program?

You may call the Air Resources Board at (916) 327-2980.  A Board staff person will return
your call within one working day to help you with your questions and concerns.  Written
inquiries should be sent to Air Resources Board, Parking Cash-Out, Transportation Strategies
Group, P.O. Box 2815, Sacramento, California 95812.  Your local air district, ridesharing
organization, or transportation management agency may also be able to answer your questions.

Eligibility Checklist

Determine what parking is subject to cash-out.  Employees are eligible for the parking cash-out
offer if they are currently using the parking or it is available to them.

Parking Employee
(subject to cash-out if all items checked) (eligible if one item checked)

O Subsidized O Is using the parking
O Not owned O Is offered the parking (now or in the future)
O Can calculate how much it costs O Previously offered the parking but declined,
O Not a vanpool or carpool space but parking is still available
O If leased, lease allows the reduction

of parking spaces without penalty
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Parking Cash-Out Program
Employer Questionnaire

Employers answering “yes” to all of the following questions are subject to the parking cash-out
law.  Employers answering “no” to one or more questions are currently exempt.

1.  Do you employ over 50 persons (regardless of how many
work sites)?
- Persons are considered “employees” for purposes of parking cash-

out if they are considered employees for unemployment insurance,
state or federal tax purposes.  (For a legal reference, see the
definition of “employee” in Sections 621 and 621.5 of the Calif.
Unemployment Insurance Code.)

2.  Are any of your work sites located in an air basin desig-
nated nonattainment for any state air quality standard?  
- The answer is “yes” if any of your work sites are in a county other

than Lake County.  

3.  Do you subsidize employee parking?  
- A “yes” means you pay all or part of the cost of parking for any

employee.

4.  Do you subsidize any employee parking on property that
you do not own?
- Parking spaces owned by employers are exempt from parking cash-

out.
- In most cases a “yes” answer means you subsidize employee parking

that you lease.  But reimbursing an employee on a regular basis for
his/her commute-related parking costs in a lot that you neither own
nor lease is also a parking subsidy subject to cash-out.

5.  Can you calculate the out-of-pocket expense of the
parking subsidies you provide?
- A “yes” answer for leased parking means your parking costs are

separated in your lease agreement, and/or you claimed parking as a
separate itemized business expense on your state or federal tax
returns.

6.  Can you reduce the number of parking spaces in any of
your leases without penalty?
- If reducing the number of parking spaces would cause you to (1)

continue to pay for unused spaces, (2) violate local planning
regulations, or (3) break the lease, then the answer is “no.”  If not,
then the answer is “yes.”

  Yes      No
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Employers offering free or subsidized parking to employees can implement parking cash out. Under a park-
ing cash out program, an employer gives employees a choice to keep a parking space at work, or to accept a
cash payment and give up the parking space.

Parking cash out programs are one of the most effective means to encourage employees not to drive alone
to work. Cash out programs are an effective means of allocating scarce parking or managing a growing
demand for more parking.

Parking cash out programs benefit employees because they allow employees choose whether or not to con-
tinue driving alone. Employees perceive these programs as fair since nobody is forced to stop driving or
give up free parking, but those who do are rewarded financially.

Although any employer who pays for parking can implement parking cash out, it works best for employ-
ers who lease, rather than own, parking.

Parking cash out is one of the primary benefits under the Best Workplaces for CommutersSM program.
Employers must offer at least one of three primary benefits to their employees in order to receive the Best
Workplaces for CommutersSM designation (the other two are transit or vanpool benefits and telework).
Under the option outlined in this publication, the employer agrees to provide at least $30 per month for
parking cash out.

Parking Cash Out: 
Implementing Commuter Benefits 
as One of the Nation’s 
Best Workplaces for CommutersSM

As of October 1, 2007, Best Workplaces for CommutersSM is no longer administered by the U.S. Environmental
Protection Agency and the U.S. Department of Transportation. From that date forward, the program is administered by
organizations that have decided to sustain Best Workplaces for Commuters. Information on sustaining communities and
organizations will be available on the www.epa.gov Web site.
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This document is one in a series of briefing papers designed to
help employers implement commuter benefits to achieve the
Best Workplaces for CommutersSM designation.
The U.S. Environmental Protection Agency (EPA) and the
U.S. Department of Transportation (DOT) established a vol-
untary National Standard of Excellence for employer-provided
commuter benefits. Commuter benefits help American work-
ers get to and from work in ways that cut air pollution and
global warming pollution, improve public health, improve
employee recruiting and retention, improve employee job sat-
isfaction, and reduce expenses and taxes for employers and
employees. Employers that meet the program’s National
Standard of Excellence earn the Best Workplaces for
CommutersSM designation and agree to: 

Centralize commute options information so that it is easy
for employees to access and use.
Promote the availability of commuter benefits to employees.
Provide access to an emergency ride home (ERH) program.
Provide one or more of the following primary commuter
benefits:
✓ Transit subsidy of at least $30 per month
✓ Vanpool subsidy of at least $30 per month  
✓ Cash in lieu of free parking worth at least $30 per

month
✓ Telework program that reduces commute trips by at

least 6 percent
✓ Other option proposed by employer and agreed to by

the organization that offers the BWC designation.
These services must reduce the rate at which employees
drive to work alone and be perceived by employees as a
significant workplace benefit

Provide three or more of the following additional commuter
benefits:
✓ Active membership in a Transportation Management

Association (TMA) or participation in a voluntary
regional air quality management program (e.g., Spare
the Air, Air Awareness, SEQL, Clean Air Coalition) or
another employer-based commuter program

✓ Active membership in a local ozone awareness pro-
gram, in which you agree to notify employees of
expected poor air quality and suggest ways that they
might minimize polluting behaviors

✓ Ridesharing or carpool matching, either in-house or
through a local or regional agency

✓ Pre-tax transit benefits
✓ Pre-tax vanpool benefits 
✓ Parking cash out less than $30 per month or less than

75 percent of the actual parking benefit
✓ Shuttles from transit stations, either employer-provided

or through a local TMA or similar service provider
✓ Provision of intelligent (i.e., real-time) commuting

information
✓ Preferred parking for carpools and vanpools
✓ Reduced parking costs for carpools and vanpools
✓ Employer-run vanpools or subscription bus programs
✓ Employer-assisted vanpools
✓ Employer-provided membership in a carsharing pro-

gram (visit <www.carsharing.net> to learn more)
✓ Secure bicycle parking, showers, and lockers
✓ Electric bicycle recharging stations
✓ Employee commuting awards programs
✓ Compressed work schedules
✓ Telework (less than 6 percent of commute trips on a

monthly basis)
✓ Lunchtime shuttle
✓ Proximate commute (where employees work at loca-

tions closer to their homes)
✓ Incentives to encourage employees to live closer to

work
✓ Incentives to encourage employees to use alternative

transportation (e.g., additional vacation time)
✓ On-site amenities (e.g., convenience mart, dry clean-

ing, etc.)
✓ Concierge services
✓ Other options proposed by employers
In addition, employers commit to ensuring that within 18
months of applying, at least 14 percent of commute trips
are taken using a mode other than driving alone.

Disclaimer
EPA developed this briefing as a service to employers participat-
ing in Best Workplaces for CommutersSM. Information about pri-
vate service providers is intended for informational purposes and
does not imply endorsement by EPA or the federal government.

The information presented here does not constitute official tax
guidance or a ruling by the U.S. government. Taxpayers are urged
to consult with the Internal Revenue Service of the U.S.
Department of Treasury or a tax professional for specific guidance
related to the federal tax law.
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Parking Cash Out: A
Summary
Parking cash out is a commuter benefit in which an employ-
er offers employees the option to accept taxable cash income
instead of a free or subsidized parking space at work.

The idea behind parking cash out is simple: given a choice of
cash or a parking space, many people would prefer to receive
cash. Most employers in the U.S. provide free or subsidized
parking to their employees.1 This practice encourages employ-
ees to drive to work alone, thereby increasing traffic conges-
tion and air pollution. Given the option to take cash instead
of the parking space, many employees will take the cash and
choose to carpool, take transit, or walk or bike to work. The
benefits are substantial: employees receive broader and more
equitable commuter benefits, traffic and emissions decrease,
and the employer may be able to reduce parking costs.

Also sometimes called a “pay me not to drive” program or a
“cash instead of parking” program, parking cash out encour-
ages alternatives to driving alone to work without taking
away the existing parking benefit. It has long been recognized
that free or subsidized employer-provided parking is a major
incentive to drive to work alone, yet many companies are
reluctant to eliminate the benefit. Under a parking cash out
program, employees may keep their tax-free parking subsidy
or accept additional income. Employees who elect to accept
the cash income pay taxes on it, but can use the money as
they choose. Some people use the cash for transit fares or
vanpooling, while others save the money by carpooling or
bicycling or walking to work. Employees who wish to con-
tinue driving to work still receive the original free or subsi-
dized parking and do not pay any taxes on it.

Brief History
The idea of parking cash out originated with Professor
Donald Shoup at the University of California, Los Angeles.
In 1992, the state of California enacted legislation requiring
many employers who subsidize their employee parking to
offer a parking cash out option.2 The law was not enforced,
however, because of conflicts with federal tax law.

Until 1998, federal tax law prohibited an employer from pro-

viding an option of cash income or a tax-exempt parking
benefit. If an employer chose to give an employee the option
of cash in lieu of a parking space, then all parking provided
by the employer lost its tax exempt status—both the employ-
er and employee would be required to pay taxes on the value
of the parking subsidy. 

The Taxpayer Relief Act of 1997 amended the federal tax
code to allow employers the option to offer taxable cash
instead of a tax-exempt parking space. Since the act went
into effect in 1998, the option of parking cash out has been
available to employers nationwide. 

Employer Benefits
Offering parking cash out can benefit an employer in many ways.

Reduced Parking Costs and Better
Parking Management
Parking spaces, particularly in urban areas, are costly.
Employers provide an estimated 85 million free parking
spaces for commuters—spaces with a net worth of nearly
$31.5 billion. Employers can save a substantial amount of
money by reducing the number of parking spaces required;
one study estimates that annual per space costs vary between
$360 and $2,000.3

Parking cash out can:

Reduce the need for employee parking and costs associat-
ed with leasing parking space.

Reduce the maintenance costs of parking areas. 

Allow businesses to convert employee parking spaces to
customer parking spots.

Allow businesses to convert parking spaces into revenue-
producing activities.

Eliminate the need for new parking construction. 

Parking cash out allows employers to save on the extensive
cost of supplying parking to employees. For certain types of
businesses, converting employee parking to customer parking
can make businesses more accessible to paying customers.

1 It is estimated that nearly three-fourth of all firms in the U.S. provide free parking for their employees, with employers providing 85 million free parking spaces
for commuters nationwide. Free parking creates a major incentive to drive to work. About 95 percent of all commuters who drive to work receive free parking,
and most auto commuters park free even in the central business districts of large cities. (Shoup and Breinholt, 1997).

2 California Health & Safety Code Section 4385
3 Victoria Transport Policy Institute, Online TDM Encyclopedia, available at www.vtpi.org/tdm. Costs are based on land, construction, and operations costs for

suburban and urban locations, and for surface, structured, and underground parking

6
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Fairness and Employee Satisfaction
Parking cash out benefits go beyond just monetary benefits.
Expanding employee options not only increases potential
income but also promotes employee choice and equity
throughout the workplace. Employees praise parking cash
out for its fairness and claim that it better serves everyone’s
needs. Employers that have implemented cash out programs
also have overwhelmingly positive experiences (Shoup,
1997a), as shown by the comments below:

The employees think it’s fair.

[Cashing out] has been really positive.

Since we moved to cash out, we've always received a good
response.

I would definitely recommend [cashing out]. We’ve always
found that cash works. Cash is always a good incentive.

[Cashing out] has been a really good experience. People
really like it.

People like the idea, they like the cash in hand, and it
does add to their paycheck. 

[Employees] love it. The ones that qualify love it. And the
ones who drive alone don't care because they get free
parking.

Compared to the previous policy, I think [cashing out] is
fairer.

If we decided to scratch the program, we would probably
end up with at least fifty or sixty more employee cars,
with no place to park.

Cash works very well for us.

The positive response to cash out may be ascribed to the fact
that it is a simple variation on a traditional benefit.
According to Shoup (1997a):

Parking is a traditional part of most employers’ benefit pack-
age, and cashing out can logically relate to the parking ben-
efit. …. Cashing out can be a normal operating procedure
for any business because it treats all employees equally in
terms of an important fringe benefit. Therefore, once estab-
lished, cashing out is likely to become a permanent feature
of the employers’ benefit package.

Parking cash out offers businesses an attractive way to
increase employee choice and satisfaction through a simple

variation on a benefit the business already offers. As
described above, employers consistently remark that the cash
out option helps to recruit and retain employees. Further, by
equalizing benefits, companies provide a more equitable
compensation package for all employees. Together, these fea-
tures may help to reduce recruitment and retention costs for
the company.

Tax Considerations
Although the idea of parking cash out is very simple, and in
most cases implementation is straightforward, employers
should review with their tax advisor possible tax implications
for all parties.

This section reviews some tax considerations associated with
employer-paid parking and parking cash out, and highlights
changes in tax law with respect to parking cash out. 

Cash is Taxable, Parking Remains Tax-
Free
Under a parking cash out program, cash offered instead of
parking is taxable as regular compensation. It is treated the
same way as the rest of an employee’s pay: the employer
incurs payroll taxes on it, and the employee incurs all regular
income taxes on it. For employees who choose to keep the
free parking (those who do not take the cash), there is no tax
impact. Qualified parking remains a tax-free transportation
fringe benefit.

Until recently, this was not the case. Prior to 1998, the
Internal Revenue Code (IRC) prohibited tax-free parking
from being offered in lieu of taxable cash. The IRC stated
that employer-paid parking would be tax-free only if “provid-
ed in addition to (and not in lieu of ) any compensation oth-
erwise payable to the employee.” If an employer offered cash
instead of parking to their employees, then parking would
lose its tax-free status for all employees. Employees who saw
no change in their benefits (i.e., they continued to park for
free) would see an increase in taxes. The tax code thus creat-
ed a major barrier to offering employees a choice of parking
or cash. 

Changes in the tax code associated with the Taxpayer Relief
Act of 1997 removed this barrier to parking cash out.4

Starting in 1998, employers have been able to offer their
employees the choice of taxable compensation or a tax-
exempt parking benefit.

4 Pub. L. No. 105-34 (111 Stat. 948)
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“Parking cash out” typically means offering cash in lieu of a
parking space, and cash income is taxable. As a result, firms
that cash out generally will see an increase in their payroll
taxes associated with the cash that is provided to employees
in lieu of parking. (Note that other cost savings may offset
the increase in payroll taxes. See Employer Benefits above.)
In order to minimize adverse tax impacts, employers can
offer tax-exempt transit passes and vanpool vouchers (these
benefits are currently tax exempt up to $105 per month for
each employee), and may choose to do so in lieu of a parking
space. Employers that want to provide employees with flexi-
ble commuter benefits often elect to offer tax-free transit or
vanpool benefits, or a combination of cash and transit and
vanpool benefits.

Increased Revenues for Government
Parking cash out has the potential to increase tax revenue for
the federal government and state and local governments that
impose income taxes. Shoup and Willson (1992b) calculated
the potential tax revenues associated with parking cash out
nationally using 1990 employee Census data. Of 110 million
nonagricultural civilian employees, 90 percent are auto com-
muters. If the average cost of providing parking is $30 a
month and 20 percent of commuters opted for the taxable
cash back option, taxable income would increase by $6.1 bil-
lion per year. At a marginal tax rate of 20 percent, revenues
would increase upward of $1.2 billion per year. This revenue
increase would be the result of voluntary employee choice,
with no change in tax rates. State and local governments in
areas where average parking costs far exceed $30 could see
substantial revenue gains.

Employee Benefits
Employees benefit from parking cash out because it gives
them the option of receiving extra money instead of a bene-
fit.5 If employees are willing to carpool, use transit, or walk
or bicycle to work, they come out ahead financially with
parking cash out. Because there is no detrimental effect on
employees who continue to drive alone, both employees
who drive alone and those who do not perceive the program
as fair.

When Parking Cash Out
Makes Sense
Any employer that makes subsidized parking available for
employees in off-street lots and garages can offer parking
cash out. Most parking arrangements for employers that sub-
sidize parking fall into three categories: 

employer-owned parking.

bundled lease parking (arrangements where the cost of
parking is built into the building rent).

unbundled lease parking (arrangements where parking is
paid separately from rent).

The effectiveness of parking cash out depends on the type of
parking arrangement employers have, as well as on parking
demand. Parking cash out tends to be most effective in the
situations described below.

Leased Parking
Parking cash out works best for employers who lease their
parking separately from their building and can let go of
unused parking without penalty from the lessor. The employ-
er simply leases fewer spaces and transfers the money to
employees who do not use the parking subsidy. 

Parking cash out is most easily applied by, but is not limited
to, employers with unbundled lease parking. These employ-
ers can adopt a parking cash out arrangement for their
employees at any time. For every employee that accepts the
cash out offer, the employer can reduce the number of spaces
leased.

Employers with bundled parking and office leases may adopt
parking cash out, but they may be unable to immediately
reduce their parking costs when fewer employees drive to
work. The employer would likely attempt to renegotiate the
arrangement to separate parking costs from office space costs
so the company can reduce parking costs as employees sign
up for cash instead of parking.

Scarcity of Employer-Owned Parking
Employers that own their own parking are the least likely to
see immediate parking cost savings from a cash out program.
They also may find it somewhat more difficult than other
employers to value their parking for the purposes of cash out. 

On the other hand, if parking lots are full and the employer
5 Note, however, that there is no requirement that an employer offer employees exactly the value of the parking space. The employer may offer any amount, either

more or less than the actual value or cost of the space. At least one firm in the Shoup survey offered substantially more than the cost of a space, in part to provide
true equity by offsetting the tax bite on the cash out cash.

8
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is considering building, leasing, or acquiring additional park-
ing, parking cash out can be very attractive regardless of the
current parking lease or ownership situation. Rather than
building and maintaining or otherwise acquiring additional
parking, it may be much less expensive to offer employees
cash for not parking. Cash out can also be an opportunity to
increase parking spaces for customers, again regardless of
lease or ownership arrangements.

Parking cash out also works for employers that own parking
and can rent that parking to an outside party or convert it
into revenue producing space. In that case, the employer
takes any revenue and transfers the money to employees who
do not use the parking subsidy. Whenever parking is tight—
regardless of parking lease or ownership—an employer may
want to offer cash out to avoid having to build or acquire
additional parking.

Downtown Employers
Parking cash out will generally be most popular with employ-
ees where parking is expensive and the cash option is espe-
cially valuable, such as central business districts and other
dense urban areas. Transportation alternatives, like transit
and high-occupancy vehicle (HOV) lanes, offer their best
services to downtown work sites, making it easier to stop
driving. In addition, downtown locations typically provide
the option of paying for daily parking. This is an important
consideration since an employee may wish to accept the cash
out offer and take transit, carpool, bicycle or walk to work
most days but still have the option to drive to work occasion-
ally if the need arises. 

Employers in downtown locations are also most likely to see
a direct benefit from reducing the number of employees
parking at work. Downtown parking garages are expensive,
and parking cash out is most appealing to employers when
parking is in short supply and expensive. Downtown parking
is also typically sold or leased space by space, making it rela-
tively easy for employers to shift spending between parking,
other tax-exempt commuter benefits, and salary.

Suburban Employers
Suburban employers are not usually thought of as obvious
cash out candidates because they tend to own or lease park-
ing in large blocks and almost always provide it free of charge
to employees.  However, suburban employers also have many
reasons to consider parking cash out:

To limit the cost of acquiring new parking.

To offer customers more parking spaces.

To reduce maintenance and plowing costs.

To offer employees more compensation choices.

To address regional congestion or air quality concerns.

A successful parking cash out program could "retire" enough
parking spaces to allow land to be put to other uses. Rather
than supplying more space for parking, an employer could
use the land for additional office space or rent out space to
another company. Past successes redeveloping suburban mall
properties into denser retail environments suggest that there
is a market for freed-up parking lot land. If the employer
owns the parking, the employer will need to have controlled
entry points for parking (e.g., parking gates) to ensure that
employees do not take the cash and continue to drive to
work and park.

Although suburban work sites are often inadequately served
by transit, that need not be a barrier to suburban cash out.
Studies show that when offered an array of commuter benefit
choices, three-quarters of those who leave their cars opt for
carpooling and telework. The appeal of parking cash out is
not solely dependent on the quality of public transit service
to the work site. In fact, the flexibility of providing cash
allows employees to choose whatever way makes the most
sense for them to get to work.

Smaller Employers
Although firms of all sizes can implement parking cash out,
small employers are an important market for cash out. Small
firms are much more likely to lease their parking spaces com-
pared to large firms (small firms lease 30 percent of the park-
ing spaces they offer free to employees, while large firms lease
only 12 percent of the parking spaces they offer free). Since
leased parking spaces are most amenable to being converted
into cash, small firms are an important market for cash out.
Moreover, small employers may also be able to implement
changes in parking policies most easily.

Implementation Issues
and Costs
Implementation and administration of parking cash out can be
very simple, and usually require only ensuring that the payroll
system accounts for the fact that some employees will elect to
take additional taxable cash. Generally any complexities associ-
ated with this change pose a one-time challenge only.

Low Administrative Requirements
Parking cash out places far fewer administrative burdens on
an employer than many other transportation demand man-
agement strategies, and produces higher response rates. The
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pure form of cash out (e.g., choice of free parking or extra
income), for example, imposes no administrative burden in
terms of distributing transit and vanpool vouchers.

Added Payroll Costs and Payments to
Non-Drivers
There are two potential costs to the employer: additional
payroll taxes, and cash out payments to employees who have
not been driving to work. Because the parking cash out ben-
efit paid to employees is considered additional salary, the
employer’s payroll taxes will increase. In order to offset this
cost, the employer could lessen the cash payment by the
amount of the increased payroll tax. For example, if the park-
ing space is valued at $100, instead of paying the employee
$100 and incurring an additional $10 in payroll tax, the
employer could pay the employee $90 and put the remaining
$10 toward tax payment. 

The employer may also have additional costs associated with
the cash that is paid to employees who were already commut-
ing to work by alternative means. For most employers with
free parking, this figure is small. A study of cash out pro-
grams implemented by firms in California found that the
increase in employer costs was roughly equivalent to the
reduction in parking costs. (Shoup, 1997a)

Combining Parking Cash Out with
Transit Benefits
To offset the additional payroll taxes, employers may wish to
implement a transit/vanpool benefits program along with
parking cash out. For example, suppose an employer values
parking spaces at $115 each. Under straight parking cash
out, the employer would offer each employee $115 in return
for not driving. The employer would have to pay payroll
taxes on that $115 increment for every employee that takes
the offer, and each of those employees would have to pay
taxes on the $115.

However, the employer could offer each employee $105 in
transit/vanpool benefits, and the remaining $10 in cash. In
this case, the employer would pay payroll taxes only on the
$10 increment, since transit/vanpool benefits are not taxable
up to $105. Likewise, each employee would pay taxes only
on the $10 increment. For more information, see the sepa-
rate briefing papers on Transit/Vanpool Benefits and
Commuter Tax Benefits.

Percentage of Employees Likely to
Participate
According to case studies and research, parking cash out
tends to reduce driving to work by 20 percent or more. An
employer implementing parking cash out should probably

expect to see a reduction in solo driving to work of 20 per-
cent, and likely more over time. Absolute targets would
depend on starting points. Among eight firms surveyed by
Shoup, the solo-driver share fell from 76 percent to 63 per-
cent after cashing out. The firms' 76 percent starting point
mirrored the average national mode split for work trips in
1990, but that average hides wide variation; at many firms
the drive-alone rate is either 100 percent or close to it.

Guide to
Implementation
To implement a parking cash out program, an organization
will typically go through the following steps:

1) Analyze Current Parking Conditions and Policies

A first step for any employer will be to examine current park-
ing conditions and parking benefit policies. Key questions to
ask include:

Does the employer currently provide free or subsidized
parking to all of its employees or only at certain office
locations? (For example, some companies provide free
parking to employees at their suburban offices but not at
downtown locations).

What are current parking ownership/lease arrangements?
Does the organization own all of its parking? Does it lease
parking? Will it be able to reduce the number of parking
spaces it leases without penalty?

If the company owns the parking, does it have controlled
entry points? Could it easily be converted to controlled
entry? 

How tight is parking? And how expensive is it? Would it
benefit the company to reduce the amount of parking it
provides to employees? 

Understanding current parking arrangements enables
employers to develop the most appropriate options for their
own circumstances. It helps in identifying the potential costs
and cost savings of parking cash out and in selecting the
commuter benefit program that is most beneficial to employ-
ees and the organization. 

2) Determine How to Structure a Commuter Benefits
Program

Human Resources staff may wish to meet with employees
and management to discuss potential ways to structure the
commuter benefits program. The program that is selected



usually depends on the unique circumstances of the company
and its existing parking arrangements. Typical program
options include: 

Provide employees with the option to accept the choice
between taxable cash or a parking space at work (the
arrangement typically associated with the term “parking
cash out”). This option may be most amenable to employ-
ers in semi-urban or suburban locations where carpooling,
transit, walking and bicycling are viable options and
where parking is tight. 

Provide employees with the option to accept tax-free tran-
sit or vanpool benefits, taxable cash, or a combination of
both, in lieu of parking at work. In locations with exten-
sive transit or vanpooling, the employer may want to set
up a program in which employees are given the option of
a tax-free transit/vanpool benefit, taxable cash, or free
parking. That way, employees who wish to use transit or
vanpools can receive a tax-free benefit, and those who
wish to carpool, bicycle, or walk to work can choose to
accept taxable income. For example, the employer might
provide the employee with the option of free parking, a
tax-free $105 transit/vanpool benefit, or $105 in cash
each month. Under such a situation, parking may still be
subsidized more than other commute options; for exam-
ple, if parking costs $150 per month, a solo driver receives
a higher subsidy than a transit rider.

Provide employees with a “commute allowance” that pro-
vides an equivalent commuter benefit for all employees.
Under this option, the employer might provide all
employees with a $100 commute allowance, which can be
used toward parking, tax-free transit or vanpool benefits,
or taken as taxable cash income.

In each case, the employer will need to determine program
structure, such as:

How much cash to offer in lieu of the parking space (e.g.,
the full value of parking or a lower amount)? If a com-
mute allowance is offered, at what level should it be set? 

Will employees in all offices receive the same cash option
or should different cash options be offered in different
locations? (e.g., if parking is more expensive at certain
offices, should the cash out offer reflect the higher parking
costs? )

Who will be eligible for the program: only employees who
currently use parking or all employees? 

At what point will employees be able to change their elec-
tions? Monthly, quarterly, or on some other basis?

3) Obtain Senior Management Approval

Senior management will need to approve the policy change.

4) Work with Payroll to Set up Appropriate Payroll Codes

The payroll system will need to be set up to account for the
fact that employees will have the option to elect to accept
taxable cash (or a tax-free transit or vanpool benefit) in lieu
of free parking. The specific actions that need to be made
will depend on the type of cash out program implemented,
the payroll system used, and whether payroll is outsourced.

5) Develop Process for Employees to Elect their
Commuter Benefit

The Human Resources Department will need to set up a pro-
cedure for employees to elect their commuter benefit. Again,
this will depend on the type of commuter benefit program
that is implemented, as well as individual organizational con-
siderations, such as the size of the company and number of
offices. An organization might allow employees to select
whether they want to cash out via a form submitted to the
HR Department or via an election over an intranet system.
Employers may also want to provide written information
about the benefit in an Employee Manual or Benefits Guide.

6) Publicize and Implement the Parking Cash Out
Program

Once parking cash out procedures are in place, the program
should be marketed to employees. Some ways to ensure that
employees are aware of parking cash out include the following:

✓ Company orientation for new employees.
✓ Advertisements in places seen frequently by employees

(cafeteria, garage, elevators, etc).
✓ Distribution of program brochures.
✓ Company newsletters.
✓ Voicemail or e-mail broadcast.
✓ Special promotional days.
✓ Awards or prize drawings to recognize employees using

transit or carpools.
✓ Inserts to paychecks.
✓ Company Web site or intranet.
Because parking cash out is not a well-known arrangement,
many employees may have questions about it. Employers
should ensure that employees have access to information to
answer their questions. This could include written materials,
as well as a benefits coordinator to whom employees can go
with questions.
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Employer Questions
and Answers
An employer’s human resources administrator or business
manager, among others, might ask the following common
questions when considering a parking cash out program: 

What has been the reaction of employers and their
employees to parking cash out?

Very positive. Cash out gives employees choice, which is
viewed by them as a real benefit. In a study of California
employers that have implemented parking cash out, program
administrators characterized the program as “a really good
experience,” “recommended,” “fairer,” and “loved by employ-
ees.” Employers consistently remarked that the cash out
option is an added fringe benefit that helps to recruit and
retain employees. One employer commented, “Employees are
grateful and thankful and more motivated. So that’s a plus
for the company.” (Shoup, 1997a, b)

How difficult and costly is it to administer the program?

A study of firms that have implemented cash out programs
generally found negligible implementation costs. The study
found that cash out programs are simple to organize and
implement and that their ongoing administration poses no
extra cost to the firm. Asked whether administering the pay-
roll taxes on cash subsidies was a problem, firms uniformly
responded that it was not. One representative estimated that
she spent only two minutes per employee per month admin-
istering the firm’s cash out program. (Shoup, 1997a,b)

If I offer my employees a choice of a free parking space or
its cash value under parking cash out, do I pay payroll
taxes on the cash?

Yes. If the employee opts for cash instead of parking, the
employer pays payroll taxes and the employee pays income
and payroll taxes on the cash. For tax purposes, this cash is
the same as all other regular salary. Employers who want a
parking cash out offer to be entirely cost neutral should offer
slightly less than the value of the parking as a cash stipend in
order to cover their additional payroll taxes. 

Employees who opt for the parking do not pay income and
payroll taxes on the value of the parking and employers do
not pay payroll taxes on the value of the parking, even
though the employee has the choice to convert the parking
benefit to regular, taxable salary. This recent change to the
law makes parking cash out a much more attractive option
than it was in the past.

Is there a way to avoid or reduce the additional payroll
taxes on the cash out?

There is no way to avoid paying payroll taxes on cash income
that is provided to employees in lieu of a parking space.
Employers, however, can minimize adverse tax implications
by offering tax-free transit or vanpool benefits (currently
capped at $105 per month). Employers can offer any combi-
nation of cash and transit and vanpool benefits. A cash out
offer could consist of a tax-free transit voucher and the rest
in taxable cash. An employee receiving a $150 cash out offer
could either accept a) the whole cash out in cash, in which
case both employer and employee pay applicable federal tax
on the full amount or b) accept a transit or vanpool benefit
up to $105 tax free and the rest in taxable cash. The balance
of $150 minus the $105 tax-free benefit would leave $45 in
income subject to employer and employee taxes. 

What are the cost implications of implementing parking
cash out for my company?

The total financial implications of a cash out program
depend on the specific conditions of a company, including
existing parking arrangements, needs for additional parking,
and current travel patterns of employees. 

Many companies may be able to cover the direct cost of
offering cash to employees by reducing the amount of park-
ing they lease. For example, an employer who leases parking
stalls for $200 per month and charges employees $50 per
month could pay $150 per month in cash to employees who
vacate spots and then reduce the lease cost by the number of
vacated stalls. Instead of paying $150 for a spot ($200 for the
lease minus the $50 charge to employees), the employer pays
the vacating employee the $150. The only additional cost is
the payroll taxes on the $150 income.

In many instances, employers will incur a cost due to the
cash out offer, particularly if the company cannot immediate-
ly reduce the amount it pays for parking. Moreover, payroll
taxes will increase with the program, since the employer pays
payroll taxes on cash provided to employees. If a firm offers
all employees a parking subsidy or its cash equivalent, it will
also end up paying commuters who are already ridesharing or
taking transit (i.e., commuters who are not relinquishing a
parking spot). In most cases, this will be a small percentage
of total employees; 95 percent of employees who receive free
parking at work drive to work. Still, the company should be
aware of these costs. 

It is important to note that additional costs may be more
than offset by other significant cost savings. Employers inter-
viewed for case studies consistently remarked that the cash
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out helps to recruit and retain employees: “Employees are
grateful and thankful and more motivated. So that’s a plus
for the company.” (Shoup, 1997a, b) By equalizing benefits,
companies provide a more equitable compensation package
for all employees, which may provide them a competitive
edge in a tight labor market. In addition, for employees who
personally support environmental goals, such benefits may
make the company more attractive than one that simply
offers free parking and does not address other commute
modes. Together, these features may help to reduce recruit-
ment and retention costs for the company.

If I implement a parking cash out benefit, am I required to
offer the full value of the parking to my employees as tax-
able income?

An employer may offer to cash out a parking space in any
amount. The tax code says nothing about the value of a cash
out offer. A firm may “value” a parking space at any amount. 

An employer might value the cash out offer slightly below the
cost of paying for a parking space to cover the cost of payroll
taxes. For example, if the employer pays $150 per month per
employee parking space, then the employer might offer the
employee approximately $135 instead of $150 in taxable
income in lieu of the parking space. The employer’s contribu-
tion to Social Security and Medicare would approximate $11
on the $135 cash, for a total cost of $146. By reducing the
offer to slightly below the cost of the space, the employer does
not incur costs over the original cost of the space. The employ-
er reports the $135 expense as salary to the employee, and
both pay their share of federal taxes. On the other hand, a
company might cash out a space at above market rates, for sev-
eral reasons: to increase employee response in order to increase
customer parking, to avoid the need for expensive or time-con-
suming new construction, and/or to level the parking/non-
parking playing field by offsetting the tax bite on the cash out
cash. At least one firm in California implemented cash out at
substantially above market rates.6

If I currently give my employees transit passes tax-free, will
starting a parking cash out program affect the tax free sta-
tus of current transit passes?

No. Changes in tax code resulting from the Transportation
Equity Act for the 21st Century (TEA-21) allow employers to
offer any combination of parking, transit, or vanpool benefits
(up to the specified limits), either in addition to present com-
pensation or in lieu of compensation, tax free. Section
132(f)(4) of the Internal Revenue Code now says:

No amount shall be included in the gross income of an
employee solely because the employee may choose between
any qualified transportation fringe and compensation which
would otherwise be includable in gross income of such
employee.

Does my entire company (or organization or agency) need
to participate? What if we have multiple work sites? 

The entire organization does not need to participate in a park-
ing cash out program. It is up to your organization to decide
what works best for you. A company may decide to imple-
ment a parking cash out program at only certain work sites, if
desired. Sites with limited parking or expensive parking might
be most interested in the cash out option. Other organizations
may feel that it is important to implement one benefit package
for employees regardless of where they work. It is up to the
individual organization to decide what works best.

If I offer parking cash out, what happens if an employee
takes the cash instead of the parking, but continues to drive
to work, parking elsewhere?

From a tax perspective, this situation creates no problem. The
cash in lieu of parking does not depend, for tax purposes, on a
particular travel mode. Some employers, however, institute
parking cash out explicitly in order to reduce driving to work,
and may wish to discourage employees from taking the cash
incentive and continuing to drive. In areas where parking cash
out works best at reducing driving, such as areas where parking
is costly, there is unlikely to be free parking near the work site
that the employee can use instead of the employer-provided
parking. In other cases, employers offer parking cash out to
increase employee choice and/or to reduce the need for park-
ing onsite. An employee who voluntarily begins using more
distant parking may both save money and help implement the
employer’s objectives. 

I don’t currently provide free or subsidized employee park-
ing. Does parking cash out help me?

The goal of parking cash out is to encourage alternatives to
driving alone. Since you do not currently subsidize parking,
this is not an issue for you. Recent changes in tax law regard-
ing commuter benefits may provide you with other options
that may be beneficial for your employees. If you are not
already doing so, you may consider a program to allow
employees to pay for transit, vanpools, or parking through a
pre-tax payroll deduction. You could also implement a pro-
gram to directly provide employees with transit or vanpool
benefits or taxable cash incentives for carpooling, bicycling, or
walking to work.

6 The firm offered a parking subsidy of $100 per month or $150 in cash. (Shoup, 1997a).
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Do any state or local governments offer any incentives for
doing this?

Yes. The State of Maryland offers a 50 percent tax credit up to
$30 per employee per month for costs associated with provid-
ing employees a cash-in-lieu-of-parking program. Delaware,
Connecticut, Oregon, and New Jersey also provide tax credits
to eligible companies that implement commuter transporta-
tion benefit plans, which could include parking cash out. Each
state tax credit is different, so employers are encouraged to
inquire about the requirements of tax credit programs that
may apply to them.

Employer Case Studies
Because of the state’s parking cash out legislation, California
employers have been at the forefront of implementing this
benefit. Experience with parking cash out has been limited,
however, for a number of reasons. Most importantly, tax laws
prohibited employers from offering cash in lieu of tax-free
parking prior to 1998. Even now, tax law still favors parking
since cash income provided to employees for commuting is
taxable while parking is tax-free (up to $200 per month).

As a result of this aspect of tax law, many organizations have
implemented variations on the cash out concept. For exam-
ple, since cash income is taxable, many companies have
found that it is beneficial to provide transit/vanpool benefits,
which are a tax-deductible fringe benefit for the employer,
rather than cash. Other firms have implemented “commuter
allowance” programs or financial incentives for alternatives to
driving that provide more equal benefits for all commute
options. When considered broadly, parking cash out has been
put into effect in many ways in various parts of the country.

The examples listed below show some of the many ways in
which organizations can implement cash out.

City of Pleasanton, California
Suburban Pleasanton initiated a daily form of parking cash
out in January 1994. The City offers $2 per day to employ-
ees who use a commute alternative instead of driving to work
alone. All city employees are eligible to participate with no
minimum days required. The program has resulted in annual
savings of 20,625 trips, which translates into 12,375 gallons
of fuel and 123 tons of CO2. In 1993, the year before the
program was implemented, only 28 employees were com-
muting to work using alternative modes. Average participa-
tion in 2004 was 57 employees per month representing a
steady rise in the last ten years.

CALIBRE—Alexandria, Virginia
CALIBRE provides taxable cash incentives to employees who
commute to work via carpools or vanpools that are not eligi-
ble for the company’s transit subsidy program. Employees
who carpool with other employees to one of the company’s
facilities will each receive $32.50 per month in taxable
income and must agree to accept a shared company provided
parking benefit in lieu of an individual company provided
parking benefit. Employees who work at a CALIBRE facility
and who do not require any parking will receive $65 per
month in taxable income and must agree to waive their right
to a company provided parking benefit.

Services that Support
Implementation
Emergency Ride Home Programs

One of the barriers that prevents some employees from tak-
ing transit, ridesharing, walking or bicycling to work is the
fear that they will not be able to get home quickly in the
event of an personal emergency, such as picking up a sick
child from school, or working unscheduled overtime.
Emergency Ride Home (ERH) programs provide commuters
who regularly carpool, vanpool, bike, walk or take transit to
work with a reliable ride home when an unexpected emer-
gency arises. ERH programs are designed to rescue com-
muters who are worried about how they will get home when
an emergency arises. Knowing there is a ride home in case of
emergency gives many people the security to take commut-
ing options like transit and carpools with confidence.

Individual employers may establish ERH programs. Usually
the employer will pay for the employee’s ride home via taxi
or rental car when transit or vanpool services are unavailable.
Some MPOs and local governments have also established
regional or countywide ERH programs for employees that
register for the program. ERH programs tend to be low-cost
ways to encourage transit use, especially if a company only
“fills in” coverage for areas not covered under a broader
regional program. For example, a regional transit agency may
provide an emergency ride home for monthly passholders, so
a company would have to provide ERH only for carpoolers.
More detailed information about ERH is available in a sepa-
rate briefing paper, Emergency Ride Home Programs.
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Associations 
and Contacts
This section includes information on experts that employers
might wish to utilize for expertise in understanding, promot-
ing, or providing technical information on parking cash out.
Individual employers are directed to contact EPA and their
local MPOs, transit agencies, TMAs/TMOs, or other groups
that may be able to assist in developing a cash out program.

Regional Organizations and Transit
Agencies
Many regional and local governments provide services to
help employers implement parking cash out programs.
Metropolitan planning organizations (MPOs), city and coun-
ty transportation agencies, transportation management asso-
ciations (TMAs), and transportation management organiza-
tions (TMOs) throughout the U.S. provide assistance to
employers in starting and maintaining transportation
demand management programs like parking cash out. They
often provide information to employers about options to
reduce driving to work, implementation issues, and local
programs that support employer initiatives. The appropriate
MPO can be located through the Association for
Metropolitan Planning Organizations (202-457-0710 x19); a
list of MPOs with Web pages is available at
<www.ampo.org/mposnet_old.html>.

State and Local Governments
A few state and local governments have also developed pro-
grams that either promote or mandate certain employers
implementing parking cash out. They may provide valuable
information on implementation issues and marketing
approaches. These include:

State of California, Parking Cash Out Legislation
California Air Resources Board
916-327-2980
cashout@arb.ca.gov
<www.arb.ca.gov/planning/tsaq/cashout/cashout.htm>

King County Metro, Commute Trip Reduction (CTR) law
206-684-4444
employer.services@metrokc.gov
<http://transit.metrokc.gov/prog/employer/ctr-law.htm>

City of Santa Monica, Mandatory Parking Cash Out
Program
Contact: Jackie Brooks, 310-458-8956
<http://santa-monica.org/planning/transportation/
abouttransmanagementtmo.html>

Downtown Minneapolis TMO
612-370-3987
<www.mplstmo.org>

Information on Tax Considerations
The Internal Revenue Code that governs employer-provided
commuter benefits is found at 26 USC Section 132(f ), and
is available on the web at: <www.irs.gov> or
<tmi.cob.fsu.edu/act/f_benefit.htm>.

For more information relating to qualified transportation
fringes in Section 132(f ), visit the Internal Revenue Service
(IRS) website at www.irs.gov. This site contains useful infor-
mation for employers regarding the tax treatment of fringe
benefits. Some publications available from the IRS that may
be useful include:

Publication 15a, Employer’s Supplemental Tax Guide -
Section 6. Employee Fringe Benefits
www.irs.gov/prod/forms_pubs/pubs/p15a08.htm 

Publication 15b, Employer’s Tax Guide to Fringe Benefits
- Transportation (Commuting) Benefits
www.irs.gov/prod/forms_pubs/ pubs/p15b0215.htm

Final Regulation Concerning Qualified Transportation
Fringe Benefits (Issued January 11, 2001)
frwebgate.access.gpo.gov/cgibin/getdoc.cgi?dbname=2001
_register&docid=01-294-filed.pdf

For more information relating to qualified transportation
fringes in Section 132(f ), send a written request to:

Freedom of Information Reading Room
PO Box 795
Ben Franklin Station
Washington DC, 20044

Or contact Patricia Holtzworth at the IRS at 202-622-6040.

Best Workplaces for CommutersSM

For more information on Best Workplaces for CommutersSM,
contact the BWC information request line at 888-856-3131,
or visit <www.bwc.gov>. 

Emissions and
Transportation Benefits
Parking cash out has great potential to reduce vehicle travel
and emissions of air pollutants and greenhouse gases. Case
studies of firms that have implemented cash out programs
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show that firms cashing out take the equivalent of 1 out of 8 of
their employees’ commuting cars off the road.

Benefits at Individual Employment Sites

Monitored cash out programs show substantial reductions in
single occupancy commuting. These reductions, in turn,
reduce automobile emissions, congestion, and parking prob-
lems. An analysis of eight California firms implementing cash
out by Shoup (1997 a, b) provides the best data on the effects
of parking cash out:

Significant decrease in solo driving

As shown in the accompanying chart:

Solo driving dropped 17 percent: from 76 to 63 percent
of employees.

Carpooling increased by 64 percent: from 14 to 23 per-
cent of employees.

Transit use rose by 50 percent: from 6 to 9 percent of
employees.

Combined bicycling and walking rose one-third: from 3
to 4 percent of employees.

Significant decrease in miles driven7

An average 2.6 fewer miles per employee per workday
among all employees offered cash out (not just employees

accepting the offer).

This resulted in an average 12 percent fewer vehicle miles
traveled (VMT) per year per employee. This reduction is
equivalent to removing one of every eight cars driven to
work.

Emission reductions per employee per year tracked VMT
reductions: a 12 percent reduction in vehicle emissions from
commutes.8

The results from these case studies confirm estimates from
previous research based on parking pricing at workplaces. A
summary of seven studies comparing either: (1) commuting
behavior before and after employer-paid parking was elimi-
nated; or (2) the commuting behavior of matched samples of
commuters with and without employer-paid parking, found
that when commuters paid for parking, they drove an aver-
age of 53 cars to work per 100 employees. When commuters
parked free, they drove an average of 72 cars per 100
employees, suggesting a likely 26 percent drop when free
parking begins to have a price attached. (Shoup, 1995)

Although parking cash out aims to “level the playing field”
by eliminating the subsidy for solo drivers, it does not
achieve this goal entirely: “cashing out reduces but does not
eliminate the tax subsidy for solo driving because commuters
must pay income taxes on the in-lieu cash. When commuters
are offered the cash option, income taxation reduces the
after-tax opportunity cost of taking a free parking space.”
(Shoup, 1997a) However, we can expect to see impacts rise
over time. Shoup (1997a) again explains:

Cashing out is a new practice, and few firms have sufficient
years of experience to provide evidence of longer-term effects.
Because seven of the eight case studies examined commuters’
responses after only one or two years of cashing out, the
longer-term reductions in vehicle use may be underestimated.
For one firm, records are available for three years after the
cash out program began, however, and the solo-driver share
fell in each of the following three years.

The firms’ representatives offered two practical explanations
for this longer-term decline in solo driving. First, new
employees who have not already made their commuting
choices are more willing to try ridesharing if they can take
cash in lieu of free parking. Second, when cashing out is
available, word of mouth spreads the idea among fellow
workers. Those who have taken the cash describe the deal to
others, and more begin to try it.

7 VMT determined by multiplying the number of vehicle trips to work by the average round-trip distance.
8 Calculated by multiplying reductions in vehicle trips and VMT by emissions created per trip.
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Substantial Regional and National Potential

Given that most employers provide free parking to their
employees, there is large potential for parking cash out to
produce significant regional and national reductions in vehi-
cle travel, air pollution, and greenhouse gases. The extent of
these impacts will depend on the number of employers that
actually adopt cash out programs. Nationally, parking cash
out could reduce VMT by between 5 billion miles and 24.9
billion vehicle miles by 2007, depending on adoption rates -
a 0.8 to 4.2 percent reduction in commute VMT. Since most
reductions in travel are expected in urban areas, the percent
reduction in commute VMT in large metropolitan areas
would likely be larger, with commensurate congestion bene-
fits.9 Shoup (1997a) estimates that full national parking cash
out “could reduce the equivalent of all vehicle travel and
vehicle emissions for commuting by 800,000 households.”

Studies have shown that increasing the price of parking is
one of the most effective ways to reduce driving. Parking
cash out can also be effective since it creates an “opportunity
cost” of driving to work—the foregone income—without
actually increasing the price of parking.
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iCommute will get you home. It’s guaranteed. 
With Guaranteed Ride Home, commuters who carpool, 

vanpool, take an Express Bus, ride the COASTER, or 

bike to work three or more times a week have a built-in 

safety net. The program will get you home if you have an 

emergency or have to work unscheduled overtime. Rest 

assured, you won’t get stranded at work.

What is the Guaranteed Ride Home program?
If you get stuck at work, iCommute, the San Diego  

Association of Governments’ commuter program, will 

provide you a ride home for only a $3 co-pay. Commuters 

who carpool, vanpool, bike, take the COASTER, or ride the 

Premium or Express Bus service at least three times a week 

are eligible.  

You will get a ride home in a taxicab or rental car 

depending on how far away you live from work. (Should 

you need a rental, you will need to meet certain 

requirements.)

You can receive a ride home if:

•	 you have a personal or family emergency or illness

•	 you have unscheduled overtime (supervisor’s approval 

required)

•	 you are stranded at work due to your carpool or 

vanpool driver leaving for an emergency

Who’s eligible? 
To be eligible for this service:

•	 You must be employed in San Diego County

•	 You must commute a minimum of three times per 

week by carpool, vanpool, Premium or Express bus 

service, COASTER, or bike.

•	 Trolley, SPRINTER, and bus commuters are not eligible 

for the Guaranteed Ride Home program due to the 

high frequency of these services.

If you meet these requirements, you should sign up for the 

Guaranteed Ride Home service. You can use the service 

up to three times a year. Please don’t wait until you need a 

ride home! You must be signed up for the program prior to 

using the service.

Getting started 
First, you must sign up for an online account in iCommute 

at www.511sd.com/iCommute, then click the Guaranteed 

Ride Home button, and enroll.

Here’s how it works 
Step One  

When you are in need of a ride home, just login to your 

iCommute account, click on the Guaranteed Ride Home 

button, and follow the prompts.

Step Two  

Fill out the voucher. Indicate taxi or rental car depending 

on your distance from work to home. A taxi will be 

provided if the distance is 12 miles or less or if you are too 

guaranteed ride home
never be stranded

www.511sd.com511sd.com/iCommute 



ill to drive. A rental car will be sent to you for any distance 

more than 12 miles. The rental car may be returned to 

your workplace the next day for pickup by an agent. (See 

restrictions below for additional rental car guidelines.) 

Step Three 

Print out the voucher and give it to either the taxi driver or 

rental car representative, along with your $3 co-pay.

Restrictions
•	 The Guaranteed Ride Home service is only available 

between the hours of 8 a.m. and 9 p.m., Monday 

through Friday. There is no service on weekends or 

major holidays.

•	 Vouchers are non-transferrable.

•	 You cannot use the Guaranteed Ride Home Program 

for a ride to work, personal errands, appointments, 

business-related travel, non-emergency side trips, or 

working late without your supervisor’s approval.

•	 Tips for taxi drivers are at your discretion and are not 

reimbursable by the program.  

•	 For a rental car ride home, the following restrictions 

apply:

	» The renter must meet the standard requirements 

for the rental car provider.

	» The rental is for a 24-hour period only. The renter 

will be responsible for any charges after 24 hours. 

If the rental is obtained on a Friday, the program 

is not responsible for any costs for Saturday or 

Sunday.

	» The renter must return the car with the gas tank 

three-quarters full or pay the rental car provider to 

fill the gas tank three-quarters full

	» The member is responsible for all costs incurred 

for misuse.

Sign up today
Visit www.511.sd.com/iCommute to enroll in the program. 

If you have any questions about the Guaranteed Ride 

Home program or need additional assistance, call 511 and 

say “Guaranteed Ride Home” to talk to a customer service 

representative between the hours of 7 a.m. and 4:45 p.m.

www.511sd.com511sd.com/iCommute 



GGuuaarraanntteeeedd  RRiiddee  HHoommee  
PPaarrttiicciippaattiioonn  GGuuiiddeelliinneess  

 

The Guaranteed Ride Home (GRH) program is a service 

provided by iCommute, the regional commuter services 

program, and sponsored by the San Diego Association of 

Governments (SANDAG). 

Please retain a copy of these guidelines for your records and 

for future reference. 

Who Qualifies? 

The regional GRH program provides an unscheduled ride 

home for commuters who carpool, vanpool, bike, use the 

COASTER, or Premium Express Bus service to get to work at 

least three times per week. Participation in a vanpool, use 

of the COASTER, or Premium Express Bus service does not 

automatically enroll you in the GRH. To be eligible, you 

must register with iCommute.  Don’t wait until you need a 

ride home to enroll! Customers of private transit and 

private shuttles are not eligible for the regional GRH 

program. 

What Conditions Qualify? 

Registered participants will receive a ride home if one of 

the following occurs: 

• Personal or family emergency 

• Personal or family illness 

• Unscheduled overtime (with a supervisor’s signature on 

the GRH voucher) 

• Stranded at work due to carpool or vanpool driver 

leaving for an emergency 

You cannot use the program for a ride to work, personal 

errands, appointments, business-related travel, non-

emergency side trips, or working late without a supervisor’s 

approval. 

How Many Times Can I Use the Service? 

You will be eligible for three emergency rides home to be 

used between August 1, 2009, and July 31, 2010. When you 

have used all three vouchers, you will have to wait until 

after August 1, 2010, to receive additional vouchers. There 

is a $3 co-pay for each voucher use which is payable to the 

taxi or rental car agency. Vouchers are not transferable and 

a voucher must be used for every ride. 

Lost vouchers will not be replaced and unused vouchers do 

not carry over to the next year. We will send you a notice 

via iCommute when it’s time to renew your registration. 

 

How Will I Get Home? 

Once you are approved for the GRH program and have 

started to log your trip using “TripTracker”, you can use 

GRH!  Through your iCommute account you can request a 

voucher, self certify that you meet the criteria for a 

Guaranteed Ride Home and print the voucher to utilize the 

program.  You will be required to relinquish the voucher to 

either the taxi driver or the rental car agent.  Taxi and 

rental car services’ response time cannot be guaranteed.  If 

you have any questions, please call Daniel Avita at  (619) 

699-0641 or dial 511, when prompted say “iCommute”, to 

speak with a iCommute representative. 

Please Note: Any trip taken without an authorized voucher 

will not be covered by the GRH program. The member will 

be held responsible for payment and possibly denied future 

participation in the program. 

If the distance from your place of employment to your 

home is 12 miles or less, you will be authorized for a taxi. 

All trips of 12 miles or more will be authorized for a rental 

car.  

There are certain restrictions for using a rental car ride 

home. The rental is for a 24-hour period only – the renter 

will be responsible for any charges after that period of time. 

If the rental is obtained on a Friday, the GRH program will 

not cover any costs for Saturday or Sunday. In addition, the 

renter must meet the standard requirements of the rental 

car provider. The renter must return the car to the rental 

provider with the gas tank three-quarters full or pay the 

rental provider rates to fill the gas tank three-quarters full. 

What are the Hours of Service? 

You may utilize an emergency ride home between the 

hours of 8:00 a.m. and 9:00 p.m., Monday through Friday. 

There is no weekend or major holiday service. (Major 

holidays include, but are not limited to: New Year’s Day, 

Memorial Day, Independence Day, Labor Day, Thanksgiving 

Day, and Christmas Day.) 
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I, the undersigned, understand the rules of the 

Guaranteed Ride Home Program as specified in the 

“Participation Guidelines.” 

I, the undersigned, acknowledge that inappropriate use 

of this service will require that I reimburse all expenses 

incurred to the San Diego Association of Governments.  

I, the undersigned, recognize that participation in the 

iCommute Guaranteed Ride Home program is strictly 

voluntary and that such participation does not in any 

manner imply that I am acting in the course and scope 

of official company business, nor does it in any manner 

establish an employer-employee or an agency 

relationship with the provider. 

I, the undersigned, in consideration of the request and 

permission to participate in the iCommute Guaranteed 

Ride Home Program, hereby assume full responsibility 

and all risk of injury or loss, including death, which may 

result from my participation in this program and hereby 

agree to hold harmless, release, waive, forever discharge 

and covenant not to sue or bring claims against the 

San Diego Association of Governments, its officers, 

agents or employees, by reason of accident, illness, 

injury, or death, or damage to or loss or destruction of 

any property arising or resulting directly or indirectly 

from my participation in the iCommute Guaranteed 

Ride Home Program and occurring during said 

participation, or any time subsequent thereto, whether 

or not such loss, injury or death is caused, or alleged to 

be caused, in whole or in part, by the negligent acts or 

omissions of the San Diego Association of Governments, 

its officers, agents, or employees. The terms of this 

release shall serve as a release and assumption of risks 

for my heirs, executors, administrators, and for all of my 

family members. 

I, the undersigned, acknowledge that I have read the 

foregoing paragraphs, and have been fully advised of 

the potential risks incidental to engaging in the 

iCommute Guaranteed Ride Home Program. I further 

understand and acknowledge that the iCommute 

Guaranteed Ride Home Program may be changed or 

cancelled at any time, without obligation, at the sole 

discretion of the San Diego Association of Governments. 

 

               The use of a digital signature shall have the same force and effect as the use of a manual signature. 
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• free online ridematching system 

• find carpool/vanpool partners or a bike buddy 

• secure and confidential network database

• available 24/7

• quick and easy sign up 

• sharing the ride saves you money

Visit www.iCommuteSD.com or call 511 and say��“iCommute” 

to find a rideshare partner now.

RideMatcher

TripTracker

TripTracker

 

RideMatcher

 

Guaranteed
Ride Home

Commute
Calculator find a rideshare partner

So many good reasons to start. Take advantage of our free, online tools to find a rideshare 
partner and start making a difference today!

san diego’s 
regional 
commuter 
program



 



Visit www.iCommuteSD.com to track your trips and see your savings! 

Or call 511 and say��“iCommute” for more information. 

RideMatcher

TripTracker

TripTracker

 

RideMatcher

 

Guaranteed
Ride Home

Commute
Calculator 

track your trips
A convenient way to immediately see the benefits of alternative commuting.

san diego’s
regional 
commuter 
program

• watch the cost savings pile up

• track your shrinking carbon footprint

• tally how many solo-driving miles you eliminate

• log any type of trip: 

carpool, vanpool, telework, public transit, biking, and walking



 



How to Use the SANDAG Online iCommute Program

Three new tools to manage your commute
SANDAG recently launched iCommute, a new online program 

to help employees manage their travel back and forth to work. 

Some of iCommute’s new features include tools for tracking 

your commute and finding ridematching partners.

Create an Account
•	 Go to www.511sd.com/iCommute and click “TripTracker.”

•	 Click the green “Sign up” icon and fill out the form. 

•	 A confirmation e-mail will be sent to the address you pro-

vided. (If you can’t find it, please check your spam folder.) 

•	 Once you have received the e-mail, click the link within 

it to validate your account, then click “Continue.”

•	 Log in using the e-mail address and password you pro-

vided when you signed up.

How to Find a Carpool or Vanpool Partner

You can use RideMatcher to find carpool or vanpool part-

ners, and even a bike buddy. With this safe and secure 

online database, you can seek other commuters in the San 

Diego region with similar schedules and routes as you who 

are looking for rideshare partners. 

Step 1: Set up your RideMatcher profile

•	 Login to your iCommute account, hit the “RideMatcher” 

tab, and select “Add Trips.” Fill out your trip informa-

tion and click “Save.” 

•	 Review your trip. Click “Find Matches” to see a list of 

potential rideshare partners. If there are matches, a 

map will appear showing the other commuters’ start-

ing and ending points. (To the left of the map, the user 

names are listed with more detailed trip information 

and their preferences.)

•	 Checkboxes below the map allow you to show/hide the 

locations of matches on the map

Step 2: What to do if you find a match

•	 If you find a match, you can choose “Send Message” to 

communicate your interest in ridesharing (sharing your 

contact information is optional).

•	 Should no matches come up, don’t worry. New commuters 

register everyday, so check back frequently. If another user 

finds you as a match, the system will send you an e-mail at 

the address you provided when you registered. 

How to Log Your Trips

You can log your trips with TripTracker, where you can earn 

incentives and keep track of your positive impact on the 

environment and your pocket book.

Step 1: Set up your regular commute trip

•	 Click on “TripTracker” in the blue toolbar.

•	 Click “Configure the system to log recurring trips  



Never be Strandedautomatically” to log your regular commute (e.g., if you 

take the Trolley every day).

 » Click “Add AutoLog Template.”

 » Select “Add New Address” in the “From” drop-

down menu and enter your starting point. Then 

select “Add New Address” in the “To” drop-down 

menu and add your destination address.

 » Select your purpose, mode, and on what days you 

travel. Then click “Save.”

 » You should see a green dot under “Status” indicat-

ing that your trips will auto-log.

•	 If you ever need to pause your auto-log, click the red 

icon (e.g., a holiday break or you go on vacation).

•	 To edit the trip, click the writing hand icon.

•	 To delete the trip, click the “X” icon.

Step 2: Manually log trips

To log additional trips, or if you commuted differently than 

your regular trip, click “Log your trips manually right now” 

under TripTracker.

•	 You have the opportunity to log trips that occurred as 

much as three weeks prior to inputting the information. 

Select anywhere between “This Week” and “Three 

Weeks Ago” on the drop-down menu.

•	 Select the appropriate address from the “From” and “To” 

drop-down menus or select “Add New Address.”

•	 Select your purpose, mode, on what days you travel, and 

whether it is a round trip. Then click “Log Trips.”

If you carpool, vanpool, take the COASTER, ride an Ex-

press Bus, or if you bike to work three or more times a 

week, you have a built-in safety net with Guaranteed Ride 

Home (GRH). The GRH program will get you home if you 

have a personal or family illness or emergency, you have 

unscheduled overtime (with a supervisor’s approval), or 

your rideshare partner is unavailable to take you home. You 

can use it up to three times per year. You only need to pay 

a $3 co-pay per trip.

Step 1: Enroll in the GRH

•	 Click on the tab along the top that says “Commute Services.”

•	 Then, under the Guaranteed Ride Home section, follow 

the link: “Click here to enroll in the program.” Read the 

guidelines, fill out the application, and submit it.

•	 Once your application has been reviewed, you will be 

notified via e-mail and you will become eligible to use 

GRH vouchers.

Step 2: Using one of your GRH Vouchers

•	 Just login to your iCommute account and click on the 

tab along the top that says “Commute Services.” This 

page will tell you how many GRH vouchers you have left.  

To use one, just follow the link that says, “Click here to 

request a new voucher.”

•	 Fill out the information requested, follow the instruc-

tions on the voucher, and print it out.

•	 Give the voucher to the taxi driver or rental car represen-

tative, along with your $3 co-pay, and you’re ready to go!
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This User Guide assists Employee Transportation Coord-

nators (ETCs) and administrators in using RideMatcher 

and TripTracker, iCommute’s newest online management 

and reporting tools.

Background

iCommute is the gateway to commute options in the 

San Diego region. Managed by SANDAG as part of 

the regional 511 transportation information program, 

iCommute provides free assistance to local businesses 

in developing and implementing customized employee 

commuter benefit programs that lower costs, increase 

productivity, and help the environment.

RideMatcher & TripTracker

iCommute’s RideMatcher is the convenient online tool 

that can help your employees find the right person to 

share their commute or bike with to work. RideMatcher 

is simple, easy, and secure. Plus, it helps your company 

and your employees measure their savings in time,  

money, and environmental benefits.

TripTracker allows you to add up your employee’s savings 

even if they use transit, bike to work, work from home, 

already have a carpool partner and don’t need to find a 

ridematch partner. Employees simply record their com-

mute trips on a daily, weekly or monthly basis. By partici-

pating, they may be eligible to win monthly drawings from 

iCommute, or you can create customized incentives for 

your company.

Employee Services

RideMatcher and TripTracker help employers help their 

employees in a number of ways:

• Ridesharing: help employees find carpool, vanpool or 

bike buddy partners to share their commute to work 

through RideMatcher.

• Logging trips: help employees record their commute 

trips to see their monetary and your carbon savings 

through TripTracker. 

• Getting home in an emergency: help employees 

print their own Guaranteed Ride Home vouchers.

• Locating and reserving bike lockers: help your two-

wheeled commuters safeguard their bikes

• Calculating commute costs: help your employees see 

how much they are currently spending on their com-

mute compared to other ways of getting to work.

Employer Tools

Through RideMatcher, your company can administer 

an online rideshare network and watch its environmental 

savings grow as more commuters participate in the  

program. Because TripTracker is a built-in feature of 

RideMatcher, employers can also view employees’ 

participation in alternative commute programs. 

User Guide to RideMatcher & TripTracker for 
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The online administration system includes a convenient 

reporting feature so you can see how many of your em-

ployees are participating in the company’s commuter 

program and generate reports that quantify your com-

pany’s financial and environmental savings.

Getting Started

Getting started is easy. Employers can participate at two 

levels, “Network” and “Network Plus”: 

• Network: Employees with a RideMatcher account 

can search for rideshare partners using their company 

e-mail address; no internal administration is required.

• Network Plus: Employees with a RideMatcher ac-

count can search for rideshare partners using their 

company or personal e-mail. Network Plus access is 

granted to a designated company administrator (Em-

ployee Transportation Coordinator, or ETC).  Network 

Plus benefits include:

 » A convenient reporting feature that details how 

many of your employees are participating in the 

program and measures the company’s financial 

and environmental savings, including carbon 

emission savings. 

 » The ability to create customized incentive pro-

grams for participants based on the criteria the 

ETCs set-up.

Designating an Employee Transportation 
Coordinator (ETC)

Typically employers will designate a staff person to co-

ordinate various elements of their company’s commuter 

program. iCommute refers to these coordinators as  

Employee Transportation Coordinators (ETC). An ETC is 

a representative from a company, organization, or agency 

that helps oversee their organization’s commuter pro-

gram. iCommute staff work with these ETCs to provide 

assistance with iCommute’s online commuting tools. 

These online tools, such as RideMatcher and TripTracker, 

help employees find carpool or vanpool partners, bike 

buddies, and log their commuting trips to add up com-

muter savings or qualify for rewards.  

Don’t have a designated ETC or a commuting program 

at your company? Our staff can provide examples of 

how other companies have established and administered 

commuter benefit programs in their industries.

Setting Up Your Employer Network

Each company, organization, or agency can have its 

own network within the RideMatcher online system. 

iCommute staff can assist your company in setting up a 

network with a designated ETC. The ETC oversees the 

network with help from an iCommute employer represen-

tative. With an ETC designation, you will have the ability 

to log-in to an administration Web site and access tools 

to help administer your network.

Employee Transportation Coordinators 
(ETCs) Log-in

ETCs can use the special ETC log-in found on the  

iCommute Web site, www.iCommuteSD.com. This feature 

allows an administrator to monitor and promote employee 

participation and track the results with convenient reports. 

To locate and bookmark the log-in page, go to  

www.iCommuteSD.com, drop down the ‘Employers’ tab 

on the top navigation and click on the ‘RideMatcher and 

TripTracker for Employers’ page. 
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This User’s Guide will assist ETCs in understanding the 

full features and benefits of iCommute’s online tools, as 

well as provide log-in and ETC user instructions.  The 

ETC administration tool helps you manage the commuter 

benefit program for your organization. The ETC adminis-

tration tool allows you to: 

• Track and report on program success 

• Customize your organization’s address and site locations

• Provide and manage incentives through the system 

• View employee alternative transportation usage and 

generate mailing lists for outreach 

• Advertise and market your program to your employees

• Serve as a central point of contact for your employees 

and iCommute

Track and report on program success

iCommute’s administration tool produces detailed re-

ports which can help you track your program and report 

on emission and cost savings. You can export the reports 

to PDF or EXCEL document formats and publish them 

to boost awareness and interest in the program, or use 

them as an easy-to-read report for your boss or board of 

directors to demonstrate your green savings and docu-

ment participation in the program. You can also track 

program performance over time, see which modes of 

transportation your staff is using, and how often.

Customize your organization’s address 
and site locations

This feature makes it easier for your employees to find 

their workplace location within the system. By adding 

your address and site locations into the system ahead of 

time, it will help employees save time when ridematching 

or tracking their commute trips.

This feature also is helpful for employers with large cam-

puses or multiple buildings. You can enter each individual 

building through this tool, including the exact address 

and “friendly name” with which your company refers to 

its building facilities. With the precision of the system, 

co-workers in one building may find each other as a bet-

ter match than co-workers in a building one block away. 

In addition, through the reporting features, you can find 

out key statistics like how many users carpool to a partic-

ular site. The ETC is responsible for keeping the location 

information current.

Provide and manage employer 
incentives

Everyone loves being rewarded for their efforts. It is very 

easy to drive your own car to work — using alternative 

transportation is a significant change in behavior for your 

employees and takes effort on their part. Alternative 

modes of transportation can lead to cost savings includ-

ing parking, emission, and toll savings. There also are 

Using the iCommute ETC Administration Tool
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other productivity benefits such as reduced travel time 

and arriving relaxed for work due to less stress from 

driving alone. Encourage your employees by offering 

them incentives through the iCommute system. As an 

ETC, you can manage the configuration of the incentives 

within the system and approve incentives for specific 

employees. If your company currently offers commuter 

incentives or is considering it, the iCommute ETC admin-

istration application makes it easy to manage qualifying 

criteria and distribute rewards.

Advertise your program to your 
employees 

Once your network has been set up, iCommute will help 

you launch the program. Marketing in combination with 

the online system will go a long way toward making the 

program successful. As an ETC, you advertise the pro-

gram to your employees. Effective ways to get the word 

out include:

• Sending out e-mails about the new program and the 

free tools available to employees 

• Placing information on your company’s intranet site

• Posting articles in your company newsletters

• Hosting a brown bag luncheon educating your em-

ployees on commuter options

• Posting information on your bulletin boards or in the 

company break room

iCommute employer representatives are available to help 

by providing marketing materials and various commuter 

resources such as transit maps and Guaranteed Ride 

Home information for your staff.

Central point of contact for employees 
and iCommute 

As an ETC, you serve as the central point of contact for 

the employees as well as iCommute. 

You will start by getting your employees signed up within 

your online network. If all employees have an e-mail ad-

dress provided by your organization, they will need to 

sign up for an iCommute account with that e-mail ad-

dress. By doing so, they will be automatically enrolled 

into your network.

If employees do not have an e-mail address provided by 

your organization, they will need to enter a passcode into 

their profile to be affiliated with your network. As ETC, 

you establish a code and distribute it to your employees. 

To establish your code, tell your iCommute representa-

tive so it can be entered into your network or enter it 

within the administration Web site under ‘settings.’ 
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Sign up for an account

Register for an online account at  

http://www.iCommuteSD.com by clicking on the 

“RideMatcher” tool within the “Commuter Tools” section.  

Then click the “Sign Up!” button and fill out the short, 

online form using your company-provided e-mail address 

(if you have one). The system will then send a verification 

e-mail to the e-mail account you used to register. Once 

you do this, please notify your iCommute employer 

representative by telephone or by e-mailing  

icommute@sandag.org.

Logging in as administrator

Once you receive confirmation from the iCommute team 

that your account has been upgraded with ETC access, 

you can use your account to log-in to the ETC administra-

tion tool. The account you will use is the same one you 

created on the iCommute ridematching Web site. The 

URL to access the administration tool is:  
https://my.icommutesd.com/Admin/en/Log-in.aspx  

(or it is available under Employers on the ‘RideMatcher 

and TripTracker for Employers’ page under quick links).

Top Level Navigation Tabs 

The navigation and look and feel of the ETC administra-

tion application is similar to the ridematching tool. The 

five navigation tabs are: Benefits, Users, Addresses, 

Reports, and Settings.

How to Use the Online Features
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Benefits (default tab-view)

Under “Benefits” you have two options to offer benefits 

to your commuter program participants. You can  

”Manage Prize Drawings” or ”Add Incentives.”

Prize Drawings: Prize drawings are a great way to 

sustain program interest among employees and promote 

alternative modes. The iCommute prize drawing feature 

allows you to randomly pick an employee for programs 

such as “Commuter of the Month” or a quarterly raffle. 

The iCommute system allows you as an ETC to configure 

criteria such as — “within the last 30 days, select 

employees who logged 20 trips for either of: carpool, 

vanpool, coaster, premium express bus, bike or walk.” 

Once the criteria are configured, you can click on the 

“Pick Winner” button to pick a random winner amongst 

the eligible employees in the system. For programs 

such as “Commuter of the Month” you may not want 

to pick the same employee twice. When asked, ‘Include 

previously selected members’ you can choose “No” to 

have a previous winner excluded from the drawing. Then 

by clicking ”Pick Winner” the system will pick a random 

winner amongst all employees who meet your criteria. 

Please note: the employee is not notified by the system, 

you or a member of your team will notify the employee 

and issue the prize. 

Incentives: As the ETC, you can also set up incentives 

to increase employee participation in your commuter 

benefit program. Once you enter the information into the 

administration site, employees see the incentives through 

their online account under “Promotions.” You just set the 

criteria, and enable the incentive. This feature allows you 

to set time frames for the incentive or keep it ongoing 

until your quota is reached.

Users

This feature allows you to see which of your employees 

are enrolled in your network and participating in your 

commuting program. You can “Show all Members” or 

search for individual employees. With this feature, you 

can also add new users to your network by clicking  

Register a “New User.” This is helpful if some employees 

don’t have access to computers or don’t have e-mail ad-

dresses. If an employee leaves your company, you may 

remove the employee from your organizational network 

by searching for that employee, clicking on their account, 

and selecting the button “Remove from Network.”

Addresses

By entering your company’s address or multiple 

addresses, you will make it easier for your employees 
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to use the system. To add an office or site location, click 

”Add Address.” When filling out the information, under 

“Friendly Name,” please use something commonly 

known to employees. For example, “Main Office” or 

“Sales Office.” 

Once you fill out the address information, enable it 

to appear in the drop down menu for employees by 

changing the “Show Address by Default” setting to “Yes.” 

If there are other company locations to add, repeat the 

steps until they are all entered. If your organization has 

many small satellite offices, you may select “No” for 

these offices. Selecting “No” will require the employee to 

explicitly add the address to the list of addresses shown. 

Reports

iCommute can help you generate four different types of 

reports:

• User Reports

• Program Reports 

• Guaranteed Ride Home Reports

• Incentives Program Reports

The reports can be generated on demand and customized 

within specific time periods. The reports can be exported 

to Excel or PDF for further processing or publishing in 

company publications.

Settings 

Enter detail about your own network under the “Settings” 

tab. This area includes information such as organization 

name, Web site, contact information, and program de-

tails. You can also add your company’s logo under  

“Settings” to customize RideMatcher’s graphic interface 

for your employees.

We’re Here to Help

If you have any questions about being an ETC or 

questions about using the administrative Web site, 

please feel free to contact your iCommute account 

executive by calling 511 and saying “iCommute” or 

e-mail iCommute@sandag.org.
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 The Tax Guy by Bill Bischoff 

Take Advantage of Commuter Tax Breaks 
Our beloved Congress has granted nice tax breaks for some transportation-related employee fringe benefits. Several of these
breaks are intended to encourage you to give up your evil, gas-guzzling, pollution-spewing vehicle when commuting to work. If your
employer offers these tax-favored fringes, you should probably take advantage. After all, you might not be able to find much
gasoline at any price after our entire oil supply winds up in the Gulf of Mexico.

Favorable Tax Treatment

The employer-provided benefits I’m about to explain are treated as tax-free fringes, within limits. That means their value won’t be
included in your taxable salary. Therefore, you won’t owe any federal income tax, state income tax (if you have one), Social
Security tax, or Medicare tax on the value.

If your company is unwilling to pay for these fringes, it may allow you to set aside part of your salary to pay for them yourself. This
is a so-called salary reduction arrangement. The amount you set aside is subtracted from your taxable income. Therefore, you
won’t owe any federal or state income taxes or any Social Security or Medicare taxes on the amount you set aside. In effect, the
salary reduction arrangement allows you to pay commuting costs with pretax dollars rather than paying them with what’s left after
taxes. While a salary reduction deal isn’t nearly as good as having your employer pay, it still helps you out by cutting your taxes.

Now for the specifics on tax-favored transportation fringes.

Transit Passes and Van Pooling

Through the end of 2010, employer-provided mass transit passes for train, subway and bus systems are tax free up to a monthly
limit of $230. Last year’s stimulus legislation increased the tax-free limit from $120 to the current $230. It’s scheduled to fall back to
around $120 in 2011, but I expect Congress to extend the current higher limit through at least 2011.

Employer-provided van pooling is also tax free up to a monthly limit of $230. This benefit was fairly common a few years ago, but
the concept never really caught on because it’s inconvenient for the riders, and employers have to comply with some burdensome
tax rules. If your company still offers van pooling, and it works for you, go for it.

If your company doesn’t pay for these fringes, it might offer a tax-saving salary reduction arrangement instead. For example, say
you set aside the maximum $230 per month to pay for transit passes with your own money. If you are in the 25% federal income
tax bracket, you could save up to $900 a year in federal income, Social Security and Medicare taxes. We could all use an extra
900 bucks!

Parking Allowance

Employer-provided parking allowances are tax-free up to a monthly limit of $230. You can be given this fringe on top of the tax-free
$230 a month for transit passes. For example, you could get $230 per month to pay for the train plus another $230 to pay for the
park and ride. Or you can simply drive to work and get $230 in tax-free bucks to help cover parking near the office.

Once again, if your company doesn’t pay for these fringes, it might offer a salary reduction arrangement instead. Say you set aside
$230 a month for the train and another $230 for the park and ride. If you’re in the 25% federal income tax bracket, you could save
up to $1,800 a year in federal taxes. Not bad for turning in a form or two to the company.

Bicycle Commuting Allowance

Last and least, your employer can give you up to $20 per month to cover buying, repairing and storing a bicycle that you regularly
use to commute to work. Not much, but better than nothing if you’re a cyclist.

However, you’re not allowed to receive the bicycle commuting fringe for any month that you receive any tax-free employer-provided
transit passes, van pooling or parking allowances. Finally, you can’t use a salary reduction arrangement to pay for bicycle
commuting costs with pretax dollars.

The Bottom Line

These days, any way to save money is something to seriously consider. If your company pays for transportation fringes, that’s
great. Take advantage. If not, I hope you can at least sign up for a salary reduction deal that cuts your taxes.
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Employer transportation benefits in the United States 

From Wikipedia, the free encyclopedia

An employer may provide transportation benefits to their employees that are tax free up to a certain limit. Under the US 
Internal Revenue Code section 132(a), the qualified transportation benefits is one of the eight types of statutory employee 
benefits (also known as fringe benefits) that are excluded from gross income. The two types of qualified transportation 
benefits are (1) transit passes and van pooling and (2) parking. Bike commuters can also be reimbursed for certain expenses 

beginning in 2009.[1] 

While a commuter benefits program offers a convenient way for employees to lower their commuting costs by utilizing 

pretax dollars to pay for commuting costs, the program offers other benefits as well[2]. The program offers an employer the 
ability to enhance their benefits package with an incentive that can be used to attract and retain qualified employees 
particularly in areas with transit access. 

Overview 

Tax-free commuter benefits, also known as qualified transportation fringes, are employer provided voluntary benefit 
programs that allow employees to reduce their monthly commuting expenses for transit, vanpooling and work-related 
parking costs. A new bicycle benefit was recently added effective January 1, 2009 which is detailed below. The benefit is a 
federal tax benefit authorized under the Internal Revenue Code Section 132(a), Qualified Transportation Fringes. Monies 
used for these eligible expenses are excludable from gross income subject to federal taxes. Many states also exclude these 
monies from state and local taxes. 

Established in 1993 as part of the federal tax code section 132(f)[3], commuter benefits were meant to provide tax incentives 
to employees to encourage their use of mass transportation in order to reduce congestion and improve air quality. The law 
provides for monthly maximum ‘caps’ on the amounts that can be excluded from gross income and are therefore not taxed 
as ordinary income. In 2008, transit and vanpool expenses up to $115 and commuter parking costs up to $220 are excludable 
each month. An employee can receive both the transit/vanpool benefit and the commuter parking benefit for a maximum of 
$335 a month. However, the amounts allowed for parking cannot be used for transit or vice versa. Thus, if an employee 
receives as a tax-free benefit from an employer $220 to cover the cost of that employee’s parking, none of the amount can 
be used for transit. As of January 1, 2009, the maximum caps will increase to $120 per month for transit and $230 per month 
for parking. As of the passing of the economic stimulus package, the maximum cap will increase to $230 per month for 
transit. 

Eligible expenses for transit include expenses associated with using any public or privately operated transit service. 
Allowable ways to provide for transit expenses is through the use of transit passes which includes farecards, tokens, 
vouchers or passes which entitle a person to the use of a transit service or to purchase a transit pass. Cash reimbursement can 
also be used in certain circumstances where a voucher or similar instrument is not ‘readily available’ as defined by statute. 
However, cash reimbursement must be supported by a ‘bona fide reimbursement system’ which includes either receipts or a 
certification for the type of expense. 

Vanpooling is an eligible expense as long as the vanpool meets certain requirements including that 80% of the mileage must 
be for the transport of employees to and from the place of work and that the seating capacity must be for six employees plus 
the driver in which at least half of the seats are used. Vanpools can be operated either directly or indirectly by the employer 
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or arranged by the employee for the purpose of commuting. 

Commuter parking is defined as parking at or near the workplace or at a location from which an employee commutes to 
work by transit, vanpooling or carpools. This is the only carpool related benefit in the statute. In addition, parking which is 
for residential purposes is excluded. 

Under current U.S. law, commuter benefits is only available through an employer. An employee cannot directly take 
advantage of these tax benefits by, for example, taking a tax deduction or credit on that person’s individual tax return. 
Depending on the level of employer commitment and/or desired level of financial contribution, options for commuter 
benefits may include: 

• An employer financed tax-free fringe benefit by which a company pays directly for the cost of an employee’s use of public 
transportation or parking (up to the designated tax-free maximum), and the value of such benefit is not added to the 
employee’s gross income. 

• An employee financed commuter benefit in which an employee designates a portion of salary before taxes (pretax income) 
to pay for qualified transit, vanpooling, or parking expenses (up to the IRS allowable monthly maximum). 

• A combination of the previous two options in which a portion of the benefit is funded through a tax-free fringe, with the 
remainder funded with pretax income of the employee, provided the aggregate does not exceed the monthly statutory limits. 

Qualified transportation fringe benefits allowed under section 132 (f) include reimbursement for the cost of transportation in 

commuter highway vehicles (vanpooling), transit passes, and qualified commuter parking expenses[4]. Benefits are 
commonly distributed in the form of prepaid transit tickets or metro passes (for use on subway, bus, light-rail, ferry, or 
jitneys), prepaid transit or parking vouchers, debit-cards or other electronic media (usable only for qualified commuter 
benefits), or cash reimbursements for transit or parking expenses. Commuter benefits are not governed under the same rules 
and regulations as Flexible spending account (FSA) arrangements and are treated differently for tax and reporting purposes. 

Significant tax savings are available through commuter benefits programs for both employers and employees. If offered as a 
pretax benefit, employees save on their federal payroll taxes because the amount designated by the employee is deducted 
from their gross income, and employers save because they are not required to pay payroll taxes on such deducted amount. 
And for employees who are subject to state and local taxes that recognize pretax benefits, their savings can be even greater. 
Employers who provide the benefit as a tax-free fringe benefit (paid by the employer) save on payroll taxes because the 
employer does not need to include the amount of the fringe benefit in the employee’s gross income. Normally, the amount 
of any fringe benefit provided to employees must be included in the employee’s gross income, but qualified transportation 
fringe benefits provided under section 132(f) are excluded from this requirement. 

History 

Prior to 1984, the IRS treated free employee parking, provided by an employer, as a tax-free fringe benefit regardless of the 

value of the parking[5]. There was no tax-free benefit for transit commuting. This parking subsidy served as an incentive, in 
some cases a significant incentive, to drive to work even in areas where there was a good transit alternative. Many believed 
that such subsidies contributed to the growing congestion on the highways. In one study conducted in the New York City 
metro area, as many as 64% of the solo drivers commuting into Manhattan, an area well served by transit, were receiving a 
parking subsidy. 

An effort was begun in 1984 to redress this situation by creating a federal tax incentive for transit that employers could offer 
to employees. In response to a congressional request contained in the Deficit Reduction Act of 1984, the IRS agreed to 
allow employees to provide a $15 monthly transit fringe benefit to employees. TransitCenter in New York was created by 
the area transit agencies working with local governments and the business community, and funded by the federal 
government, to create a program to sell this benefit to employers as one way to reduce congestion. 

In 1993, as a result of the success of the TransitCenter program that was called TransitChek and the increasing cost of transit 
commuting expenses, a new section of the Internal Revenue Code was enacted to consolidate employer provided tax 
benefits for commuting under a single statutory provision and to expand incentives for transit and vanpooling. This new 
provision, section 132(f), increased the monthly cap for transit and vanpooling to $60 a month, limited the parking benefit to 
$155 a month and added an annual index that increased the monthly caps in $5 increments as the cost of living increased. 
However, the tax free benefits were limited to employer paid benefits until 1998 when the Internal Revenue Code was 
further expanded to permit as an alternative pretax or employee financed commuter benefits. The current commuter benefit 
program is a consequence of these changes. 
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One other major change in the interpretation of the commuter benefit law occurred in late 2006 concerning the growing use 
of debit cards for transit benefits, an issue not addressed in the statute or in previous regulations. In response to the growing 
use of debit and credit cards (and other electronic media) for purchases for transit passes, the IRS issued a new set of 

guidelines to take effect beginning January 1, 2010[6]. The new ruling states that a debit card (or other electronic media) 
used to provide transit benefits must be restricted for use only at those points of sale where only transit fare media, tickets, 
and passes are sold (terminal limited debit cards) to qualify as self-substantiating so that they could be categorized as transit 
passes. Debit cards that are not terminal limited are considered cash reimbursement and require substantiation. 

Employer provided transit passes and van pooling 

For the 2009 tax year regular employees are allowed up to $120 a month [$230 a month beginning February 17, 2009 with 
the signing of the Economic Stimulus Plan] for the combined value of employer provided transit passes plus commuting on 
an employer's van or bus. Any amount over the tax free amount is should be included in gross income. Qualifying transit 
passes include tokens, fare cards, or vouchers for mass transit or private transportation businesses Qualifying van or bus 
pool vehicles much seat at least six passengers and be used at least 80% of the time for employee commuting. 

Parking provided by employer 

For the 2009 tax year regular employees are allowed up to $230 per month in tax free parking or subsidized up to that 
amount. Any amount over the taxable amount should be included in gross income. According to the Internal Revenue 
Service (IRS), parking benefits are to be valued according to regular commercial price for parking at the same or nearby 
location. Parking must be on or near the employer's premises, at a mass transit facility such as a train station or car pooling 

center.[7] 

Bicycle commuter expenses 

Beginning in 2009, employers may reimburse bicycle commuters up to $20 per month tax free for each month a bicycle is 
used for transportation between the employee's home and place of employment. Reimbursement may be for reasonable 
expenses incurred for the purchase of a bicycle, bicycle improvements, repair and storage. Bike commuters who receive any 
other transportation fringe benefit under Section 132 are not eligible to receive the bike commuter benefit. The bicycle 
commuter benefit was added to IRS Code 132(f) as part of the Emergency Economic Stabilization Act of 2008, signed into 
law on October 3, 2008. 

The bicycle benefit differs from the transit and parking benefit in a few ways: 

1. The bicycle benefit may not be funded by an employee’s pretax contributions; instead, it is reimbursed by an employer as 
a fringe benefit. Because this is a reimbursement, a “bona fide reimbursement” process must be utilized by the employer 
whereby the employee substantiates the expenses with receipts, or a certification in the absence of receipts, that the expenses 
were incurred for the eligible purpose. 

2. The bicycle benefit may not be received in any month in which an employee receives any other qualified transportation 
fringe benefit (i.e., transit pass, transportation in a commuter highway vehicle, or qualified parking). Thus, if an employee 
receives a non-bicycle transit benefit in a particular month, the employee is not eligible to receive the bicycle benefit for the 
same month, even if the employee commuted occasionally to work using a bicycle during that month. 

3. Reimbursement for bicycle-related expenses may be paid for eligible expenses incurred during the year in which the 
employee commuted by bicycle. Substantiation for the expense must be submitted within a reasonable period of time after 
the expense was incurred, which is typically within 180 days. These expenses may be paid through a period not to exceed 
three months following the expiration of the year in which the expenses were incurred. Thus, if the expense is incurred in 
2009, the employee has through March of 2010 to file for and receive the reimbursement. 

4. The bicycle benefit is not tied to the cost of living index, which applies to both transit and parking benefits. Unless 
amended in the future, the bicycle benefit is fixed at $20 per month. 

Administration of Commuter Benefit Programs 

There are several ways that employers implement commuter benefit programs. The most direct way is for employers to 
administer the program themselves arranging for transit passes, for example, to be sold or given to employees at the 
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worksite. Thus, companies can contact a transit agency and purchase passes for their employees each month and use the 
employees’ pretax deductions to pay for the passes or provide the passes free to the employees as a fringe benefit. 
Alternatively, commuter transportation benefit providers offer transit benefit products like transit vouchers and transit debit 
cards for sale to employers that can be used by employees to purchase transit passes from any transit operator in an area. 
Because these approaches require time and effort of the company to identify which employees want to participate, what kind 
of pass or product they need and to handle distribution, this option is most often used by small and medium size companies. 
However, a few transit operators across the country have well established pass sale programs involving large corporations 
who want to contribute to the well-being of their community by participating in these types of programs. 

More and more, medium and large companies have sought the assistance of third party administrators (TPAs) or commuter 
benefit providers to handle all the administration for their employees. In these cases, the provider will carry out enrollments, 
product selection, distribution and customer service for the company. In addition, the providers or TPAs handle all of the 
compliance issues necessary to ensure that the products and services are in conformance with IRS regulations. In exchange, 
the employer will pay a service fee to cover administrative expenses. Many of the largest companies located in major 
metropolitan areas where there is available transit utilize such providers. 

Treasury Regulations 

Treasury Regulations provide for an additional type of transportation benefit. The value of a special vehicle design (such as 
bulletproof glass) intended to provide security is excludable from gross income if the design is for a bona fide business-

oriented security concern.[8] 

Terminology 

• Transit Benefits: Same as commuter benefits but more specific to use of mass transit services such as commuter rail lines 
or buses. 

• Qualified Transportation Fringes:' Used in tax legislation to refer to benefits for transit, vanpool, and qualified parking 
expenses. 

• Commuter Highway Vehicle: a tax law term for vanpool as defined in section 132(f)(5)(B) 

• Commuter Benefits: Refers to employer-provided benefits under section 132(f) of the tax code and covers tax-free transit, 
vanpool, or parking benefits. 

• Fringe Benefit: An employment benefit (such as paid holiday time or gym membership) that has a monetary value but that 
does not affect an employee’s taxable gross income (As opposed to offering a benefit pretax, meaning an employee’s pretax 
deductions pay for the benefit and reduce taxable income). 

• Fare Card: a general transportation industry term that refers to a card or ticket that a transit rider can use to ride on a 
public transit system. 

• Transit Pass: defined by IRC section 132(f) as a means any pass, token, farecard, voucher or similar item used for transit. 

• Transit: term used to refer to any form of rail, bus or ferry operated by a public or private entity. 

• Tax-free: with reference to commuter benefits generally refers to an amount that for tax purposes is excludable from gross 
income. Can be either a fringe benefit (in addition to compensation) or pretax (in lieu of compensation). 

• Pretax: payroll deductions made before tax liabilities are calculated. 

Further reading 

Public Transportation and Petroleum Savings in the U.S.: Reducing Dependence on Oil 
http://www.apta.com/research/info/online/documents/apta_public_transportation_fuel_ 

Unleash the Power of Public Transportation http://www.publictransportation.org/reports/asp/10ways.asp 

The Texas Transportation Institute's 2007 Urban Mobility Report and Appendices http://mobility.tamu.edu/ums/report/ 
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� This page was last modified on 28 October 2009 at 15:28.  
� Text is available under the Creative Commons Attribution-ShareAlike License; additional terms may apply. See 
Terms of Use for details. 
Wikipedia® is a registered trademark of the Wikimedia Foundation, Inc., a non-profit organization. 

� Contact us  

APTA's 10 Ways to Enhance Your Community: Unleash the Power of Public Transportation (direct link instead of 
TransitCenter's website link as currently listed http://www.apta.com/research/info/online/documents/10ways.pdf 

Driving Down the High Cost of Commuting 
http://www.transitcenter.com/uploadedFiles/Transit_Resources/IndustryInformation/DriveDownHighCostofCommuting.pdf 

University of South Florida National Center for Transit Research Publications page 
http://www.nctr.usf.edu/publications.htm 

The Impact of Commuting on Employees 
http://www.transitcenter.com/uploadedFiles/Transit_Resources/IndustryInformation/2008_Business_Week_Survey.pdf.pdf 

NYU's Ruding Center for Transportation Policy and Management 
http://wagner.nyu.edu/rudincenter/publications/reports2.php?center=rudin 

The Road to Green 
http://www.transitcenter.com/uploadedFiles/Transit_Resources/IndustryInformation/The_Road_To_Green.pdf 

About.Com article on Public Transportation and the Environment 
http://environment.about.com/od/greenlivingdesign/a/public_transit.htm 
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Commuter Tax Benefits 

Implementing Commuter Benefits 
as One of the Nation’s 
Best Workplaces for CommutersSM 

X The Federal tax code allows tax-free transportation fringe benefits of up to $105 per month per employee 
for transit or vanpool expenses and up to $205 per month for parking. 

X The employer can cover the cost of the tax-free transportation fringe benefit, allow employees to reserve 
income on a pre-tax basis to cover the cost, or share the cost. 

X Providing commuter tax benefits to employees can save payroll taxes for employers. The value of the ben
efit paid to employees is considered a tax-free transportation fringe benefit and not wage or salary com
pensation, therefore, payroll taxes do not apply. Giving an employee $105 in transit/vanpool benefits is 
thus less expensive for an employer than raising the employee’s salary by $105. Allowing employees to 
reserve income on a pre-tax basis also saves the employer payroll taxes. 

X Employees receive more from tax-free transportation fringe benefits than from a comparable salary 
increase since they do not pay federal income or payroll taxes on the value of the fringe benefit. 
Employees who reserve income on a pre-tax basis for a qualified transportation fringe benefit also save 
money since they do not pay federal income or payroll taxes on the income reserved. 

X Several states provide employers with tax credits for offering commuter benefit programs. 

X Providing transit/vanpool benefits is one of the primary benefits employers participating in Best 
Workplaces for CommutersSM can offer their employees. Employers must offer at least one of three pri
mary benefits to their employees to be recognized as one of the Best Workplace for CommutersSM (the 
other two are parking cash out and telecommuting). Under this option, the employer agrees to provide at 
least $30 per month in transit/vanpool benefits for any employee whose actual commuting costs are $30 
or more. 

1


As of October 1, 2007, Best Workplaces for CommutersSM is no longer administered by the U.S. Environmental
Protection Agency and the U.S. Department of Transportation. From that date forward, the program is administered by
organizations that have decided to sustain Best Workplaces for Commuters. Information on sustaining communities
and organizations will be available on the www.epa.gov Web site.
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Best Workplaces for CommutersSM 

The National Standard of Excellence for Commuter 
Benefits 

This document is one in a series of briefing papers designed 
to help employers participating in Best Workplaces for 
CommutersSM implement commuter benefits. 

The U.S. Environmental Protection Agency (EPA) and the 
U.S. Department of Transportation (DOT) established a 
voluntary National Standard of Excellence for employer-pro-
vided commuter benefits. Commuter benefits help American 
workers get to and from work in ways that cut air and global 
warming pollution, improve public health, increase worker 
productivity, and reduce expenses and taxes for employers 
and employees. Employers that agree to meet the National 
Standard of Excellence earn the Best Workplaces for 
CommutersSM designation and agree to: 

X Centralize commute options information so that it is easy 
for employees to access and use 

X Promote the availability of commuter benefits to employees 

X Provide access to an emergency ride home (ERH) program 

X Provide one or more of the following primary commuter 
benefits: 

✓� Vanpool or transit benefits of at least $30 per month 

✓� Parking cash out of at least $30 per month 

✓� Telework program that reduces commute trips by 6 
percent 

✓� Other option proposed by employer and agreed to by 
the organization that offers the BWC designation. These 
services must reduce the rate at which employees drive to 
work alone and be perceived by employees as a significant 
workplace benefit. Options may include things like 
vacation time for carpoolers and comprehensive shuttle 

      services 

X Provide three or more of the following additional com
muter benefits: 

✓� Active membership in a Transportation Management 
Association (TMA) or similar organization; participa
tion in a regional air quality initiative 

✓ Membership in a local ozone awareness program 

✓ Ridesharing or carpool matching, either in-house or 
through a local or regional agency 

✓ Pre-tax transit or vanpool benefits 

✓ Parking cash out less than $30 per month or less than 
75 percent of the actual parking benefit 

✓ Shuttles from transit stations, either employer-provid-
ed or through a local agency 

✓ Parking at park-and-ride lots or vanpool staging areas 

✓ Preferred parking for carpools and vanpools 

✓ Employer-run vanpools or bus programs 

✓ Employer-assisted vanpools 

✓ Secured bicycle parking, showers, and lockers 

✓ Electric bicycle recharging stations 

✓ Employee commuting awards programs 

✓ Discounts/coupons for bicycles and walking shoes 

✓ Compressed work schedules 

✓ Teleworking 

✓ Lunchtime shuttle 

✓ Proximate commute (working closer to home) 

✓ Incentives to encourage employees to live closer to work 

✓ On-site amenities (dry cleaning, etc.) 

✓ Concierge services 

✓ Participation/membership in a carsharing program 

✓ Other options proposed by employer 

X In addition, employers commit to ensuring that within 18 
months of applying at least 14 percent of their employees 
are not driving alone to work. 

Disclaimer 

         SM . 
EPA developed this briefing as a service to employers 
participating in Best Workplaces for Commuters
Information about private service providers is intended for 
informational purposes and does not imply endorsement by 
EPA or the federal government. 

The information presented here does not constitute official 
tax guidance or a ruling by the U.S. government. Taxpayers 
are urged to consult with the Internal Revenue Service of 
the U.S. Department of Treasury or a tax professional for 
specific guidance related to the federal tax law. 
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Commuter Tax Benefits: 

A Summary 
The Federal tax code allows employers to provide tax-free 
transit, vanpool, and parking benefits to their employees. 
Called “qualified transportation fringe” benefits, these com
muter benefits can be deducted from corporate gross income 
for purposes of taxation when paid for by an employer. The 
employer and employee save on taxes since neither pays fed
eral income or payroll taxes on these benefits. 

The scope of tax-free commuter benefits was expanded great
ly in 1998 with passage of the Transportation Equity Act for 
the 21st Century (TEA-21). This act amended Section 
132(f ) of the Internal Revenue Code as it relates to employ-
er-provided commuter benefits. Under the revised tax code, 
qualified transportation fringe benefits may be offered by 
employers in three ways: 

X The employer can cover the full cost of the qualified trans
portation fringe benefit 

X The employer can allow employees to reserve income on a 
pre-tax basis to cover the costs of a qualified transportation 
fringe benefit 

X The employer and employee can share the costs of the 
benefit. Under current law, transit and vanpool expenses 
up to $105 per month ($1,260 per year) and qualified 
parking expenses up to $200 per month ($2,400 per year) 
are tax-free 

These tax-free qualified transportation fringe benefits are 
often referred to as “commuter benefit” programs. Please 
note that for the purposes of this brief, we refer to “qualified 
transportation fringe benefits” as “qualified commuter bene
fits”. Through these programs, employers and employees can 
receive substantial tax savings in their payroll and federal 
income taxes. Also, some states, including Maryland, 
Georgia, and Minnesota, provide state tax credits for employ
ers that implement commuter benefit programs. 

Types of Qualified Commuter Benefits 
According to the Internal Revenue Code Section 132(f ) 
qualified commuter benefits are excludable from income for 
purposes of taxation. Qualified commuter benefits include: 

Transit Passes 

Transit passes include any vouchers, passes, farecards, tokens, 
or related items that employees can use to pay for transporta
tion on mass transit facilities or transportation provided by a 
person in the business of transporting persons for compensa
tion or hire if such transportation has a seating capacity of at 
least six adults (not including the driver). 

Transportation in a Commuter Highway Vehicle 

Better known as a vanpool, the tax code defines a “commuter 
highway vehicle” as a vehicle that has a seating capacity of 
at least six adults, not including the driver; at least 80 per
cent of the vehicle’s mileage results from trips between work 
and employees’ homes; and during these trips, at least one 
half of the vehicle’s capacity must be filled (not including the 
driver). 

Qualified Parking 

The term “qualified parking” is defined as parking near or 
at the employers’ place of business or parking located near or 
at a place where employees commute to work by mass tran
sit, commuter highway vehicles, or carpools (for example, 
parking at a transit station, park-and-ride lot, or vanpool 
staging area). 

Qualified commuter benefits include cash reimbursement by 
an employer to an employee for any of the three benefits 
described above. However, cash reimbursement is allowed for 
transit/vanpool benefits only in certain circumstances—when 
the transaction fees associated with purchasing vouchers are 
greater than one percent of the vouchers’ face value 
(described further below). 

Tax-Free Limits and Adjustments 
Under current tax law, transit and vanpool expenses up to 
$105 per month ($1,260 per year) and qualified parking 
expenses up to $200 per month ($2,400 per year) are tax-
free. For future years, annual inflation adjustments may be 
made on all three benefits. 
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Three Ways to Provide Tax-Free 
Qualified Commuter Benefits 
Qualified commuter benefits may be offered by employers in 
three ways: 

1) Company covers full cost of the benefit—Up to $105 
per month for transit and vanpool expenses and $200 per 
month for qualified parking expenses is offered tax-free to 
employees and does not incur payroll taxes for the 
employer or employee. 

2) Company offers a “pre-tax” benefit—Employees may 
have up to $105 per month taken out of their current 
monthly pay towards the cost of commuting on transit or 
in vanpools, and up to $200 per month taken out for qual
ified parking expenses, before taxes are applied. Employees 
save federal income and payroll taxes. Many employers pre
fer this option because the employee pays the cost, and the 
employer saves money because FICA, Federal Insurance 
Contributions Act payments to Social Security and 
Medicare, and unemployment taxes do not apply. 

3) Employer and employee share costs—Under this 
option, the employer and employee each pay a share. The 

employer, for example, might offer $40 per month in tran-
sit/vanpool benefits and allow the employee to reserve up 
to $65 per month as a pre-tax benefit. The employer could 
also offer subsidized parking, paying $40 per month for a 
$105 space, and allowing the employee to pay for the 
other $65 through a pre-tax salary deduction. 

Tax Savings for
Employers and
Employees 
By offering tax-free qualified fringe benefits, both employers 
and employees can save taxes. 

The tax savings depends on the way the benefits are provided 
to employees—employer-paid, paid by employees through a 
pre-tax salary deduction, or a combination of both. This sec
tion describes how employers and employees save under each 
of these options. Sample calculations of tax savings follow in 
the Sample Tax Savings section. 

Option Employer Tax Benefit Employee Tax Benefit 

Employer-Paid: Employers provide Compared to providing a salary increase, Employee receives up to $105/month 
their employees with up to the employer saves on payroll taxes. No tax-free to commute via transit or vanpools 
$105/month to commute via transit payroll taxes are paid on the value of the (and/or $200/month tax-free for qualified 
or vanpools (typically in the form  benefit. parking). The employee does not pay any 
of passes or vouchers) and/or up to taxes on the value of the benefit. 
$200/month in qualified parking. 

Employee Pre-Tax Deduction: Employer saves on payroll taxes (7.65% Employee saves on income tax and payroll 
Employers allow employees to reserve savings if the employee’s salary is below taxes. The amount of the benefit is no 
up to $105/month in pretax income the FICA wage base). No payroll taxes are longer treated as taxable salary. 
to pay for transit or vanpools and/or paid on the income that is reserved by 
up to $200/month to pay for parking. the employee. 

Employee, Employer Share Costs: Employer saves on payroll taxes (7.65% Employee does not have to pay any taxes on 
Employers pay transit, vanpool, or savings if the employee’s salary is below the portion of the benefit provided by the 
qualified parking costs up to a certain the FICA wage base) on the portion of employer. Additionally, the employee saves 
limit and the employee pays for the the subsidy paid by the employee through on income tax and payroll taxes by taking a 
remainder of the costs through a a pre-tax deduction, and on the value of pre-tax deduction to pay for the remainder 
pre-tax deduction. Total employer the benefit provided to the employee of his/her commuting costs. 
and employee paid costs cannot compared to providing a salary increase. 
exceed the monthly limits of $105/ 
month for transit and vanpool and 
$200 for qualified parking. 

The employer can also deduct the cost of the benefit as a business expense for purposes of calculating corporate income taxes, in the same manner that salary 
payments to employees can be deducted. 
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Tax Benefits of Employer-Paid Benefits 

If the employer pays for the benefit, the value of the 
benefit is: 

XX Tax-free to the employee, and 

XX Free of employer payroll (FICA) taxes 

As a result, employer-paid transportation benefits are cheaper 
to provide than an increase in taxable salary. 

For example, as shown in Figure 2, by providing a $105 per 
month ($1,260 per year) transit/vanpool benefit rather than 
an increase in salary to an employee with an annual salary 
less than the FICA wage base, the employer saves $96.39 per 
year in payroll taxes ($1,260 times 7.65 percent FICA). 
Meanwhile, the employee saves about $487 in taxes com
pared to receiving taxable income (based on a 25 percent fed
eral income tax, 6 percent state income tax, and 7.65 percent 
FICA). With taxable salary, the employee does not see more 
than 38 percent of the salary increase. In contrast, the 
employee receives the full $1,260 per year ($105 per month) 
in transit/vanpool benefits paid by the employer. 

Both the commuter benefit and the salary increase may be 
deducted by the employer as a business expense for purposes 
of calculating corporate income taxes. 

Note that some transit-voucher providers charge an adminis
trative fee for ordering the vouchers, which would slightly 
increase the cost to the employer. On the other hand, some 
transit agencies offer discounts for purchasing transit passes 
in bulk, which would lower the cost. Some states and locali
ties also offer employer tax credits, further lowering the cost 
to the employer. The employee takes home the full $1,260 
benefit, tax-free. To net an increase in after-tax income of 
$1,260 would require a salary increase of over $2,050.1 

Under Federal tax law, an employee who pays to park at a 
qualified parking area (such as a transit station) and then 
takes mass transit or a commuter highway vehicle to work 
can receive a combination of transit/vanpool and qualified 
parking benefits, up to a combined benefit of $305 per 
month ($105 for the transit/vanpool benefit and $200 per 
month for parking) or a maximum of $3,660 per year. 

Tax Benefits of Employee Pre-Tax Deductions 

If the employer does not pay for the fringe benefit, but 
deducts the pass and/or parking cost from an employee’s pre
tax income: 

$500 

$400 

$300 

$200 

$100 

$0 

Employer Savings Employee Savings 

State Income Taxes 

Federal Income Taxes 

Payroll Taxes 

Figure 2: Tax Savings from offering $1,260 commuter 
benefit rather than salary (to an employee with an annu
al salary less than the FICA wage base) 

X the employer sees a reduction in payroll taxes, and 

XX the employee does not pay federal income, payroll, and 
possibly state income taxes on the deducted amount 

Employers do not pay any payroll (FICA) taxes on the 
amount of income that is reserved by the employee from tax
able income. FICA consists of Social Security and Medicare 
taxes paid on wages. For tax year 2004, employers and 
employees pay equal amounts: 6.2 percent of wages up to 
$87,900 per year per employee for Social Security and 1.45 
percent of all wages for Medicare (no salary limit). As a 
result, for every dollar that an employee reserves for a pre-tax 
transportation fringe benefit, the employer saves about $7.65 
(for employees making less than $87,900 per year).2 An 
employee who reserves $105 per month for transit or van-
pools will save over $96 per year for the employer in reduced 
FICA taxes. If an employee reserves the full $200 per month 
for qualified parking, employer tax savings would be $183.60 
per year. 

Employees also receive substantial tax savings. An employee 
in the 25 percent federal tax bracket who reduces his or her 
pre-tax income by $105 per month to pay for transit or van-
pooling expenses could save $315 per year in federal income 

1 Some transit systems add value when fares are purchased in larger increments, resulting in a larger employee benefit. 
2 Because Social Security taxes do not apply on income above $87,900 per year (in 2004), employer and employee tax savings from commuter benefit programs 

would be less for an employer with many higher paid employees than one with more lower paid employees. 
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taxes and an additional $96.39 in payroll taxes. Employees 
could also save on state income taxes that piggyback on the fed
eral tax definitions of compensations. For example, in a state 
with a 6 percent income tax, employees could save another 
$75.60 in taxes. In total, an employee could be saving over 
$487 each year. This brings the real transit cost to the employee 
down from $105 per month to $64.41 per month, a savings of 
more than 35 percent. 

Employer/Employee Cost Sharing 

Both employers and employees benefit when an employer 
shares the cost of commuting with employees by paying a 
portion of commute expenses as an additional benefit and 
allowing employees to deduct the rest of their expenses (up 
to the monthly limit) from their pre-tax income. For exam
ple, if an employer decides to provide up to $30 per month 
($360 per year) for transit and allows the employee to take 
the additional $75 ($900 per year) from pre-tax income, the 
employer would save $68.85 in payroll taxes on the $900 in 
pre-tax income. The employer also would save $27.54 in 
payroll taxes compared to offering the $30 as salary, for a 
combined savings of $91.80 per year per participating 
employee. Regardless of whether the employer provides 
$1,260 to the employee as a qualified commuter benefit or as 
additional salary, the employer saves on corporate income 
taxes as both are tax deductible. 

Employee tax savings are also substantial under this 
approach. By taking $360 per year as a tax-free commuter 
benefit, rather than as a salary increase, the employee takes 
home an additional $139.14 (assuming a 25 percent Federal 
income tax rate, a 6 percent state income tax rate, and a 7.65 
percent rate for FICA). Also, by paying for the remainder of 
transit expenses ($900 per year) with pre-tax income, an 
employee can save up to $347.85 in taxes (once again assum

ing a 25 percent Federal income tax rate, a 6 percent state 
income tax rate, and a 7.65 percent rate for FICA taxes), for 
a combined savings of $486.99 per year. 

As a salary substitute, an additional benefit, or a combination 
of the two, transportation benefits provide more value for less 
money than cash. For more examples, see the following section. 

Sample Tax Savings 
This section contains sample calculations for tax savings asso
ciated with different types of commuter benefit programs. 
For all examples, it is assumed that the employee is single 
with no dependants, pays at a federal income tax rate of 25 
percent, and makes less than the taxable wage base. 
Corporate income taxes are assumed to be 34 percent. 

Example 1: Employee Pays with Pre-Tax Income3 

Craig is an employee at Acme Corporation, making $3,600 
per month. Acme Corporation offers its employees com
muter benefits, including allowing employees to pay for tran
sit and vanpool passes using pre-tax income, up to the 
monthly limit of $105. Craig elects to do this and uses pre
tax income to purchase his monthly transit pass, which costs 
$90 per month. By electing to use pre-tax income to pay for 
his transit pass, $90 is taken out of Craig’s monthly, pre-tax 
income, thereby saving him the FICA and federal income 
taxes that would normally be applied to that $90 had he pur
chased his tickets using the money from his paycheck. 

Both Craig and Acme pay less in taxes with the pre-tax deduc
tion option. The transit pass costs Craig one-third less ($90 
minus $29.39, or $60.61) than if he had paid for it through 
taxable income, with a net tax savings to the employer. 

Employer (per Employee) Employee 

Pre-Tax Regular Pre-Tax Regular 
Income Salary Income Salary 

Direct Cost $0 $0 Direct Cost $90 $90 

FICA Cost — $6.89 FICA Cost — $6.89 

Corporate Income Tax — — Income Tax — $22.50 

Savings per Month $6.89 — Savings per Month $29.39 — 

Savings per Year $82.62 — Savings per Year $352.62 — 

3 This example was modified from an example given in a publication entitled “Tax Laws and Commute Related Expenses,” which was developed by Charlene 
Fleming, MPAcc, President, K.E. & Associates, Seattle, Washington, in November 1999 for King County Metro. 
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Example 2: Employer Pays 

Acme Corporation has decided to provide employees with a 
tax-free transit/vanpool voucher of up to $90 per month 
($1,080 per year) to help pay commute expenses. Craig elects 
to accept an employer-paid monthly transit pass worth $90 
per month. Over the course of a year, he will receive $1,080 
worth of transit passes. For both Craig and Acme 
Corporation, this arrangement is better than giving him a 
$1,080 raise since Craig actually receives more money and 

Acme pays less. If Acme Corporation had raised Craig’s 
annual salary by $1,080, he would only receive $727.38 in 
post-tax income. Because transit benefits are tax-free, he 
receives the full $1,080 benefit. The transit pass is free to 
Craig, providing him with a no-cost commute. In total, 
Craig saves about $352.62 in taxes when his employer pro
vides him with a tax-free transit benefit rather than the same 
benefit in salary. 

Employer (per Employee) Employee 

Pre-Tax Regular Pre-Tax Regular 
Income Salary Income Salary 

Direct Cost $90.00 $90.00 Direct Cost $90.00 $90.00 

FICA Cost — $6.89 FICA Cost — $6.89 

Corporate Income Tax ($30.60) ($30.60) Income Tax — — 

Net Cost $59.40 $66.29 Net Benefit $90.00 $60.62 

Savings per Month $6.89 — Savings per Month $29.39 — 

Savings per Year $82.62 — Savings per Year $352.62 — 

Note: Craig’s take home pay through a salary increase would be even lower if he was subject to state and/or local income taxes, since this calculation does not 
include state or local income taxes. 
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Example 3: Shared Costs 

Acme Corporation has decided to provide a tax-free fringe that he will take the $65 tax-free fringe benefit and then use 
benefit of $65 per month. Employees whose commute pre-tax income to pay for the remaining $25 of his transit 
expenses exceed this will be allowed to pay the remainder of pass expenses. 
their expenses using pre-tax income. For Craig, this means 

Impact on Employer (per Employee) Impact on Employee for Employer’s 
for Employer’s Contributions Contributions 

Transit Salary Transit Salary 
Benefit Increase Benefit Increase 

Direct Cost $65.00 $65.00 Direct Cost $65.00 $65.00 

FICA Cost — $4.97 FICA Cost — $4.97 

Corporate Income Tax ($22.10) ($22.10) Income Tax — $16.25 

Net Cost $42.90 $47.87 Net Benefit $65.00 $43.78 

Savings per Month $4.97 — Savings per Month $21.22 — 

Savings per Year $59.67 — Savings per Year $254.67 — 

Impact on Employer (per Employee) Impact on Employee for Employee’s 
for Employee’s Contributions Contributions 

Transit Benefit Transit Benefit 

Direct Cost $0 Direct Cost $25.00 

FICA Cost $1.91 FICA Cost $1.91 

Corporate Income Tax — Income Tax $6.25 

Savings per Month $1.91 Savings per Month $8.16 

Savings per Year $22.92 Savings per Year $97.95 

Total Impact Total Impact 

Total Monthly Cost $40.99 Total Monthly Cost $16.84 

Total Annual Cost $1.91 Total Annual Cost $1.91 

Acme’s total cost per month for the benefit is $40.99, which result, the company pays $491.85 per year. As shown above, 
consists of $42.90 net cost for the $65 benefit and $1.91 Craig only pays $16.84 per month for the transit benefit 
FICA savings from the employee's pre-tax income. As a with a $90 value. 
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State Tax Credits 
State Tax Credits for Employer-Provided 
Transit/Vanpool Benefits 

A number of states have implemented tax incentive programs 
to encourage employers to provide transit/vanpool benefits to 
their employees. These programs increase the cost savings for 
businesses: 

Maryland—The Maryland Commuter Tax Credit provides a 
50 percent tax credit, up to $30 per employee per month, for 
provision of transit passes, vanpool benefits, and reimburse
ment for carpooling expenses. Employers can elect to which 
tax they wish to apply the credit, such as the state income 
tax, the financial institution franchise tax, or the insurance 
premium tax. The tax credit essentially subsidizes the imple
mentation of commuter benefits, although it is broader 
because the tax credits can also be used to offset monthly, 
employee carpooling costs. Under Federal law, any carpool 
expense reimbursements are taxable, as they are not consid
ered qualified transportation fringes under Section 132 (f ) of 
the Internal Revenue Code. The Maryland Commuter 
Benefits Act of 2000 allows a credit against specified state 
taxes for employers who provide employees a parking cash 
out or an emergency ride home program. It also allows speci
fied tax-exempt organizations to apply tax credits allowed for 
employer-provided commuter benefits as a credit against the 
payment of employee withholding taxes and required to be 
paid to the Comptroller. Finally, the Act also established 
reporting requirements to help assess the success of the pro
gram. 

Georgia—Employers providing employees with designated 
commuter benefits, including transit passes, transportation in 
a commuter highway vehicle, and qualified parking, are eligi
ble to receive an annual $25 tax credit for each employee 
receiving a commuter benefit. The credit cannot exceed the 
expense to the employer in providing the benefit and the 
alternative method of transportation must be used at least 10 
days per month. 

Minnesota—In Minnesota, tax credits can be received by 
employers who provide employees with transit passes (for use 
in Minnesota only) for transportation via either a public or 
privately owned mass transit facility or by a person in the 
business of transporting people for compensation or hire. 
Vehicles hired to transport employees must seat at least six 
people (not including the driver). The credit is equal to 30 
percent of the difference between what the employer pays for 

the passes and what employees are charged for the passes. The 
credit is nonrefundable and can only be used in the current 
tax year. The types of organizations eligible for the tax credit 
include C corporations, S corporations, sole proprietors, 
insurance companies, fiduciaries, and nonprofit organizations. 

Delaware—Employers with approved Travelink plans/pro-
grams can receive either a 10 percent tax credit based on the 
direct cost of developing, implementing, and maintaining a 
program, a credit based on the ratio of commuter trip reduc
tions versus commuter trips generated, or a credit of $250 
per commute trip reduced (whichever results in the smaller 
amount). 

Connecticut—Employers in Connecticut with 100 or more 
employees are eligible for a tax credit for any taxable year 
after January 1, 1997 equal to 50 percent of the employer's 
direct costs for implementing a traffic reduction program, up 
to a limit of $250 per participating employee. Eligible pro
grams must have been implemented after January 1, 1995. 
The total amount of credits available each year to corpora
tions under this program is $1.5 million. 

Oregon—Under the Oregon Business Energy Tax Credit 
Program, employers can receive a tax credit equal to 35 per
cent of project costs for projects involving commute reduc
tion, investments in cleaner-fuel vehicles; participation in 
various conservation and renewable energy projects and recy
cled materials markets; and involvement in the research and 
development of new, energy-efficient technologies. Eligible 
commute reduction programs must decrease work-related 
travel and eligible costs include those from telework pro
grams, providing transit passes, commuter pool vehicle 
arrangements, financial incentive programs, bicycle projects, 
and transportation management association membership 
dues. The credit is taken over five years, with 10 percent 
taken the first and second year and 5 percent taken in each 
subsequent year. 

New Jersey—The Smart Moves for Business Tax Credit 
Program provides a tax credit to eligible corporations equal 
to either 10 percent of the costs attributed to implementing 
an authorized commuter transportation benefits plan/report 
or up to $124 per participating employee. For partnerships 
or limited liability corporations, the program provides a tax 
credit of either 157 percent of the costs attributed to imple
menting an authorized commuter transportation benefits 
plan/report or up to $1,947 per participating employee. For 
each type of employer, the tax credit is taken for the smaller 
amount of the two calculations and the employer decides to 
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which tax the credit applies. 

Sample Calculation of Tax Savings with 
a State Tax Credit4 

The following calculations illustrate the savings of an 
employer in Maryland who provides its employees with up to 
$60 per month for transit passes. State tax credits may reduce 
the amount of federal tax savings, due to smaller federal 
deductions for state taxes. 

Monthly Cost of Transit Pass 
(per participating employee) $60.00 

Maryland State Tax Credit 
(50 percent of transit pass cost) ($30.00) 

Total Business Expense $30.00 

Federal Corporate Income Tax Savings 
(at 34 percent of $30 Business Expense) ($10.20) 

Monthly Cost of Transit Pass to Employer $19.80 

Employers should discuss state tax credit implications with a 
qualified tax advisor. 

State Tax Credits for Employer Commute Programs 

Several states have implemented other types of tax incentives 
to encourage employers to adopt programs to encourage 
employees to commute to work without using a single occu
pancy vehicle. Many of these programs were passed prior to 
the passage of TEA-21 and address a broad range of trans
portation alternatives. 

Employer Questions
and Answers5 

Are all employees eligible for qualified commuter 
benefits? 

Yes. Any employee or group of employees can be offered a 
qualified commuter benefit. The employer has the discretion 
to choose which employees are offered the benefit and the 
amount of the benefit can vary from employee to employee. 
There are only two restrictions on who can receive the quali
fied commuter benefits. First, it must be given only to 
employees who will use it for their daily commute to and 
from work, and not for personal travel. Second, individuals 
who are employed as partners in a company, who are self-

employed, or who are more than two percent shareholders of 
a subchapter S corporation are not eligible. 

If I implement a transit/vanpool benefit program, am 
I required to offer the full value of the benefits to my 
employee (e.g., $105 for transit/vanpool programs 
and $200 for qualified parking)? 

No. An employer may provide benefits of any amount, or 
provide no assistance, in the purchase of vouchers. 

If a monthly transit pass costs $125 per month, am I 
limited to providing a $105 benefit per month? 

No. An employer may provide transit/vanpool benefits of 
any amount. The tax-free benefit for transit/vanpool benefits, 
however, is currently limited to $105 per month. As a result, 
the employee and employer must pay taxes on the value of 
the benefit that exceeds the $105 statutory limit. For exam
ple, if the employer provides the employee with a monthly 
pass valued at $125 per month, $105 is a tax-free fringe ben
efit, and the excess—$20—must be included in the employ-
ee’s wages for income and employment tax purposes. 
Similarly, if the employer offers a pre-tax salary deduction 
option, the employee may be allowed to purchase a pass with 
a value of more than $105 per month. Then, $105 per 
month will be deducted from the employee’s wages for 
income and employment tax purposes. The remaining cost 
will be included in taxable salary but be used by the employ
er to purchase the pass. 

How are benefits treated if an employee terminates 
employment and the transit pass covers multiple 
months? 

In general, the value of transit passes provided in advance to 
an employee for a month in which the individual is not an 
employee must be included in the employee’s wages for 
income tax purposes. Transit passes distributed in advance to 
an employee are excludable from wages for income and 
employment tax withholding purposes if the employer dis
tributes transit passes to the employee in advance for not 
more than 3 months. At the time the passes are distributed, 
there cannot be an established date that the employee’s 
employment will terminate (for example, if the employee has 
given notice of retirement) occurring before the beginning of 
the last month of the period for which the transit passes are 
provided. Assume the employer distributes transit passes 
quarterly, and the employee elects to have $315 deducted 
from salary to cover transit vouchers for April, May, and 
June. If employment terminates on May 31, and there was 

4 This example is based on an example and information found in a brochure by the Maryland Department of Transportation and Maryland Department of the 
Environment called “Maryland’sNew Commuter Tax Credit.” 

5 Questions and answers were based on information found at the following Web sites: www.bwc.gov, www.fta.dot.gov/library/policy/tvbp.html, and 
tmi.cob.fsu.edu/act/f_tool.htm 
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not an established date of termination at the time the transit 
passes were distributed, then the value of the transit passes 
provided for June ($105) is excludable from the employee's 
wages for employment tax purposes. 

However, the value of the transit passes distributed for June 
($105) is not excludable from wages for income tax purposes. 
If the employee’s termination date was established at the time 
the transit passes were provided, then the $105 is included in 
the employees wages for both income and employment tax 
purposes. 

Under what circumstances can an employer offer 
benefits in the form of cash payments rather than 
using transit vouchers or passes? 

The tax code states that transportation reimbursements must 
be made through transit vouchers or passes, rather than cash 
payments, unless the employer can show that the voucher 
provider charges a fee in excess of one percent of the average 
annual value of the voucher. Internal administrative costs 
that cannot be considered in determining voucher availability 
include expenses incurred by the employer to distribute the 
vouchers (i.e., if the employer chooses to mail vouchers to 
employees, the postal fee cannot be considered); any addi
tional security measures that must be taken to safeguard the 
vouchers; expenses incurred to advertise the provision of 
transit vouchers; etc. 

Example: Acme Corporation would like to provide a transit 
benefit up to $105 per month to all employees who com
mute to work via subway. The local transportation manage
ment association (TMA) charges a 0.5 percent fee for provid
ing passes to employers. Because Acme does not have a cen
tral location where passes can be picked up, it will have to 
distribute the passes by sending them to employees via regu
lar mail on a monthly basis. This will cost the company 
approximately $1,000 per year in postal fees in addition to 
the cost of having a Human Resources employee prepare the 
envelopes, bring them to the post office, etc. To save money, 
Acme would prefer to provide cash reimbursements to 
employees rather than distribute the passes each month. Due 
to the requirements of the federal regulations, Acme is not 
allowed to do this. The only cost that Acme can take into 
consideration when deciding how to distribute the passes is 
how much the TMA charges for the vouchers. In this case, 
the TMA charges less than one percent and therefore, Acme 
must purchase the vouchers instead of providing a cash pay
ment. The personnel costs and costs of distributing the pass
es via mail cannot be considered because they are internal 
administrative costs. 

What are the typical internal administrative (and 
other) costs faced by employers who implement 
commuter benefit programs? 

The most common internal administrative costs faced by 
employers who implement commuter benefit programs 
include the cost of managing the program on a day-to-day 
basis, marketing the program to employees, distributing tran
sit passes or vouchers, etc. Other internal costs depend on 
the type of program that the employer chooses to establish. 
For example, if an employer sets up a vanpool program, then 
typical costs could include the amount of money spent on 
purchasing or leasing a commuter highway vehicle, finding 
and/or training someone to drive the vehicle, and any addi
tional insurance expenses. 

Does a qualified commuter benefits plan have to be 
in writing? 

No. The Internal Revenue Code does not require that a com
muter benefits plan be in writing or that any form of written 
plan be submitted to the IRS. However, a company may 
wish to have certain written rules in order to answer employ
ee questions and describe how the commuter benefit pro
gram operates. For example, an employer could write a plan 
that describes: 

X Which employees are eligible to receive commuter benefits 

X What benefits will be provided by the company 

X How the company vanpool and emergency ride home pro
grams operate, and 

X The procedure for enrolling in and discontinuing partici
pation in the benefits program 

The company should not submit this plan to the IRS, but 
should make it available to all employees. 

What are the payroll tax requirements for qualified 
commuter benefits? 

Qualified commuter benefits that do not exceed the statutory 
monthly limit are not considered wages for purposes of 
FICA, the Federal Unemployment Tax Act (FUTA), and fed
eral income tax withholding. Any amount by which an 
employee elects to reduce compensation under the limit is 
not subject to the FICA, the FUTA, and federal income tax 
withholding. Qualified commuter benefits exceeding the 
applicable statutory monthly limit are wages for purposes of 
the FICA, the FUTA, and federal income tax withholding 
and are reported on the employee’s Form W-2, Wage and Tax 
Statement. Also, cash reimbursements to employees (for 
example, cash reimbursement for qualified parking) in excess 
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of the applicable statutory monthly limit are treated as paid 
for employment tax purposes when actually or constructively 
paid. Employers must report and deposit the amounts with
held in addition to reporting and depositing other employ
ment taxes. To receive payroll tax savings, employees do not 
have any additional paperwork requirements beyond those 
normally performed when filing taxes. 

Information and 
Contacts 
The Internal Revenue Code that governs employer provided 
commuter benefits is found at 26 USC Section 132(f ), and 
is available on the Web at <uscode.house.gov/usc.htm> or 
<tmi.cob.fsu.edu/act/f_benefit.htm>. 

For more information relating to qualified transportation 
fringes in Section 132(f ), visit the Internal Revenue Service 
(IRS) Web site at <www.irs.gov>. 

This site contains useful information for employers regarding 
the tax treatment of fringe benefits. Some publications avail
able from the IRS that may be useful include: 

X Publication 15a, Employer’s Supplemental Tax Guide— 
Section 6. Employee Fringe Benefits <www.irs.gov/pub/irs-
pdf/p15b.pdf>. 

X Publication 15b, Employer’s Tax Guide to Fringe Benefits— 
Transportation (Commuting) Benefits 
<www.irs.gov/pub/irs-pdf/p15b.pdf>. 

X Final Regulation Concerning Qualified Transportation 
Fringe Benefits (Issued January 11, 2001) 
<frwebgate.access.gpo.gov/cgi-bin/getdoc.cgi?dbname= 
2001_register&docid=01-294-filed>. 

For more information relating to qualified commuter bene
fits in Section 132(f ), send a written request to: 

Freedom of Information Reading Room 
PO Box 795 
Ben Franklin Station 
Washington DC, 20044b 

Or contact Patricia Holtzworth at the IRS at 202-622-6040. 
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Appendix A:
Internal Revenue 
Code Section 132(F) 

(f ) Qualified transportation fringe 

(1) In general 

For purposes of this section, the term “qualified transporta
tion fringe” means any of the following provided by an 
employer to an employee: 

(A) Transportation in a commuter highway vehicle if such 
transportation is in connection with travel between the 
employee’s residence and place of employment. 

(B) Any transit pass.

(C) Qualified parking. 

(2) Limitation on exclusion 

The amount of the fringe benefits which are provided by an 
employer to any employee and which may be excluded from 
gross income under subsection 

(a)(5) shall not exceed— 

(A) $105 per month in the case of the aggregate of the bene
fits described in subparagraphs (A) and 

(B) of paragraph (1), and

(B) $200 per month in the case of qualified parking. 

(3) Cash reimbursements 

For purposes of this subsection, the term “qualified trans
portation fringe” includes a cash reimbursement by an 
employer to an employee for a benefit described in paragraph 
(1). The preceding sentence shall apply to a cash reimburse
ment for any transit pass only if a voucher or similar item 
which may be exchanged only for a transit pass is not readily 
available for direct distribution by the employer to the 
employee. 

(4) No constructive receipt 

No amount shall be included in the gross income of an 
employee solely because the employee may choose between 
any qualified transportation fringe and compensation which 
would otherwise be includible in gross income of such 
employee. 

(5) Definitions 

For purposes of this subsection— 

(A) Transit pass. The term “transit pass” means any pass, 
token, farecard, voucher, or similar item entitling a person to 
transportation (or transportation at a reduced price) if such 
transportation is— 

(i) on mass transit facilities (whether or not publicly owned), 
or 

(ii) provided by any person in the business of transporting 
persons for compensation or hire if such transportation is 
provided in a vehicle meeting the requirements of sub
paragraph (B)(i). 

(B) Commuter highway vehicle. The term “commuter high
way vehicle” means any highway vehicle— 

(i) the seating capacity of which is at least 6 adults (not
including the driver), and 

(ii) at least 80 percent of the mileage use of which can rea
sonably be expected to be— 

(I) for purposes of transporting employees in connection 
with travel between their residences and their place of 
employment, and 

(II) on trips during which the number of employees trans
ported for such purposes is at least 1/2 of the adult seat
ing capacity of such vehicle (not including the driver). 

(C) Qualified parking. The term “qualified parking” means 
parking provided to an employee on or near the business 
premises of the employer or on or near a location from 
which the employee commutes to work by transporta
tion described in subparagraph (A), in a commuter high
way vehicle, or by carpool. Such term shall not include 
any parking on or near property used by the employee 
for residential purposes. 

(D) Transportation provided by employer. Transportation 
referred to in paragraph (1)(A) shall be considered to be 
provided by an employer if such transportation is fur
nished in a commuter highway vehicle operated by or 
for the employer. 

(E) Employee. For purposes of this subsection, the term 
“employee” does not include an individual who is an 
employee within the meaning of section 401(c)(1). 

(6) Inflation adjustment 

(A) In general 

In the case of any taxable year beginning in a calendar year 
after 1999, the dollar amounts contained in subparagraphs 
(A) and (B) of paragraph
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(2) shall be increased by an amount equal to— 

(i) such dollar amount, multiplied by 

(ii) the cost-of-living adjustment determined under section 
1(f )(3) for the calendar year in which the taxable year 
begins, by substituting “calendar year 1998” for “calendar 
year 1992”. 

(B) Rounding 

If any increase determined under subparagraph 

(A) is not a multiple of $5, such increase shall be rounded to 
the next lowest multiple of $5. 

(7) Coordination with other provisions 

For purposes of this section, the terms “working condition 
fringe” and “de minimus fringe” shall not include any quali
fied transportation fringe (determined without regard to 
paragraph (2)). 

Source: IRS Tax Code (www.irs.gov). 

Appendix B: Employer Tax Savings Worksheet 
The following calculations can be used to estimate an employer’s tax savings from implementing a commuter benefit program. 

Option 1: Tax-Free Transportation Fringe Benefit 

This section calculates the tax savings for employers who offer commuter benefits as an employer-paid, transportation fringe 
benefit, compared to providing the same benefit as additional salary. 

1. Yearly Cost of Benefit Per Employee 

(i.e., the maximum amount the employer provides up to statutory limit) 

2. FICA rate (for participants below FICA wage base) 0.0765 

3. FICA Tax Savings per Participating Employee (Line 1 x Line 2) 

4. Number of Participating Employees 

5. Total FICA Tax Savings (Line 3 x Line 4) 

Option 2: Pre-Tax Benefit 

This section is for employers who allow employees to use pre-tax income to pay for qualified commute expenses. 

1. Average amount of pre-tax income deducted from each participating employee (up to statutory limit) ___________ 

2. FICA rate (for participants below FICA wage base) 

3. Average FICA Tax Savings per Participating Employee (Line 1 x Line 2) ___________ 

4. Number of Participating Employees ___________ 

5. Total FICA Tax Savings (Line 3 x Line 4) ___________ 

Option 3: Cost Sharing 

Employers who share commute costs with participating employees can calculate their tax savings using the two options above. 
First, calculate the payroll tax savings from offering employees the tax-free benefit rather than a salary increase. Second, calcu
late payroll tax savings from allowing employees to use pre-tax income to pay for the benefit. 
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Appendix C:
Brief History 
Since the early 1990s, federal legislation and actions have 
enabled and expanded the range of commuter benefits that 
employers can offer their employees. This section briefly 
describes the evolution of the qualified transportation fringe 
benefit program. 

Pre-1992: Parking is Only Qualified Transportation 
Fringe Benefit. 

Prior to 1993, parking was the only transportation fringe 
benefit specifically excluded under the federal tax code. 
Transit passes were considered de minimus fringe benefits. A 
de minimus benefit is a service or item of such small value or 
provided so infrequently as to make accounting for it 
impractical or impossible. As a result, transit benefits were 
allowed to be offered tax-free to employees as long as they 
were of small value. The initial de minimus value was defined 
at $15 per month, which was later adjusted to $21 per 
month. Vanpool benefits were considered neither transporta
tion fringe benefits nor de minimus benefits. 

1992: Energy Policy Act of 1992 Expands Qualified 
Transportation Fringe. 

In 1992, Congress passed the Energy Policy Act of 1992 
(Pub. L. No. 102-486). This Act was important in that it 
expanded the term qualified transportation fringe to include 
transit passes and transportation in commuter highway vehi
cles (i.e., vanpools) in addition to qualified parking. As a 
result, it allowed the employer, for the first time, to offer 
vanpool benefits tax-free. It also allowed transit passes to be 
provided to employees tax-free at a higher value than allowed 
for a de minimus fringe. The Act imposed a tax-free limit of 
$60 per month on transit/vanpool benefits and $155 per 
month for qualified parking. It provided an inflation adjust
ment to these limits based on changes in the consumer price 
index (CPI), with increases to rise in increments of $5. In 
order to receive tax-free status, all benefits were required to 
be offered in addition to, and not in lieu of, salary. The Act 
applied to benefits provided after December 31, 1992. 

1995: Tax-Free Limit on Transit/Vanpool Benefits 
Rises to $65 per Month. 

In accordance with the inflation adjustment provisions of the 
Energy Policy Act of 1992, the monthly tax-free limit for 
commuter highway vehicle and transit passes was raised from 
$60 to $65 for tax years beginning in 1996. 

1997: Taxpayer Relief Act of 1997. The Taxpayer Relief Act 
of 1997 (Pub. L. No. 105-34) amended the Federal tax code 
to allow qualified parking to be provided to employees in 
lieu of salary beginning December 31, 1997. As noted above, 
the tax code previously stated that transportation fringe ben
efits could not be taken in lieu of salary. As a result, prior to 
1998, the tax code created a major barrier for employers that 
wanted to offer their employees cash in lieu of parking (park
ing cash out): if they offered a choice of cash or parking, all 
employer-provided parking would become taxable. By allow
ing parking benefits to be taken in lieu of salary, the Taxpayer 
Relief Act of 1997 allowed employers to offer their employees 
the option of accepting taxable cash income in lieu of a park
ing space at work, while maintaining the tax-free status of the 
parking benefit. The employer would only have to pay taxes 
on the cash payment, not the parking benefit. 

1998: Transportation Equity Act for the 21st Century 
(TEA-21). The Transportation Equity 

Act for the 21st Century (Public Law 105-178), which was 
enacted on June 9, 1998, amended the Internal Revenue 
Code to allow any qualified transportation fringe to be pro
vided in lieu of salary. Just as the Taxpayer Relief Act of 1997 
allowed qualified parking benefits to be taken in lieu of 
income, TEA-21 expanded this to also allow transit pass and 
commuter highway vehicle benefits to be taken in lieu of 
other monetary compensation. The Act also raised the tax-free 
limit on transit pass and commuter highway vehicle benefits 
from $65 to $100 per month, starting in 2002. (For 2005, the 
tax-free limit increased to $105 per month for transit/vanpool 
benefits and $200 per month for qualified parking.) 

1999: Commuter Choice Initiative launched. 

In 1999, the federal government started the Commuter 
Choice Initiative. As part of this, FTA released the 
Commuter Choice Toolkit and the U.S. Environmental 
Protection Agency, in collaboration with the U.S. 
Department of Transportation, initiated the Commuter 
Choice Leadership Program to honor employers providing 
commuting benefits to their employees. 

2001: Final Regulation: Qualified Transportation 
Fringe Benefits. 

On January 11, 2001, the Internal Revenue Service issued 
final regulations concerning qualified transportation fringe 
benefits and their excludability from employees’ gross 
income. The regulations provide rules to ensure that trans
portation benefits provided to employees are excludable from 
gross income. These regulations provide clarification regard
ing under what circumstances transportation fringes may be 
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provided pursuant to a compensation reduction agreement, 
the ability to carry over excess amounts to subsequent peri
ods, reporting requirements, and use of cash payments rather 
than transit vouchers or passes. 

2002: Best Workplaces for CommutersSM unveiled. 

In 2002, the U.S. Environmental Protection Agency and the 
U.S. Department of Transportation unveiled the Best 
Workplaces for CommutersSM list, a list to honor and to rec
ognize employers who offer their employees outstanding com
muting benefits. Participating companies earn the designation 
“Best Workplaces for CommutersSM”—a mark of excellence 
for environmentally and employee-friendly organizations. The 
program builds on the efforts of many top employers to help 
get employees to work safely, on time, and free of commute-
 

related stress. It provides the tools, guidance, and promotion 
necessary to help U.S. employers of any size incorporate 
commuter benefits into their standard benefits plan, reap 
financial benefits, and gain national recognition. The list 
replaces andbuilds upon the work begun by the Commuter 
Choice Leadership Initiative to recognize employers who offer 
their employees outstanding commuting benefits. 
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Provider of benefit. You are the provider of a fringe
benefit if it is provided for services performed for you. YouReminders
may be the provider of the benefit even if it was actually
furnished by another person. You are the provider of a

Photographs of missing children. The Internal Reve- fringe benefit your client or customer provides to your
nue Service is a proud partner with the National Center for employee for services the employee performs for you.
Missing and Exploited Children. Photographs of missing
children selected by the Center may appear in this publica- Recipient of benefit. The person who performs services
tion on pages that would otherwise be blank. You can help for you is the recipient of a fringe benefit provided for those
bring these children home by looking at the photographs services. That person may be the recipient even if the
and calling 1-800-THE-LOST (1-800-843-5678) if you rec- benefit is provided to someone who did not perform serv-
ognize a child. ices for you. For example, your employee may be the

recipient of a fringe benefit you provide to a member of the
employee’s family.

Introduction
Are Fringe Benefits Taxable?

This publication supplements Publication 15 (Circular E),
Employer’s Tax Guide, and Publication 15-A, Employer’s Any fringe benefit you provide is taxable and must be
Supplemental Tax Guide. It contains information for em- included in the recipient’s pay unless the law specifically
ployers on the employment tax treatment of fringe benefits. excludes it. Section 2 discusses the exclusions that apply

to certain fringe benefits. Any benefit not excluded under
Comments and suggestions. We welcome your com- the rules discussed in section 2 is taxable.
ments about this publication and your suggestions for
future editions. Including taxable benefits in pay. You must include in a

recipient’s pay the amount by which the value of a fringeYou can write to us at the following address:
benefit is more than the sum of the following amounts.

• Any amount the law excludes from pay.Internal Revenue Service
Business Forms and Publications Branch • Any amount the recipient paid for the benefit.
SE:W:CAR:MP:T:B

The rules used to determine the value of a fringe benefit1111 Constitution Ave. NW, IR-6526
are discussed in section 3.Washington, DC 20224

If the recipient of a taxable fringe benefit is your em-
We respond to many letters by telephone. Therefore, it ployee, the benefit is subject to employment taxes and

would be helpful if you would include your daytime phone must be reported on Form W-2, Wage and Tax Statement.
number, including the area code, in your correspondence. However, you can use special rules to withhold, deposit,

and report the employment taxes. These rules are dis-You can email us at *taxforms@irs.gov. (The asterisk
cussed in section 4.must be included in the address.) Please put “Publications

If the recipient of a taxable fringe benefit is not yourComment” on the subject line. Although we cannot re-
employee, the benefit is not subject to employment taxes.spond individually to each email, we do appreciate your
However, you may have to report the benefit on one of thefeedback and will consider your comments as we revise
following information returns.our tax products.

If the recipient
receives the benefit as: Use:

1. Fringe Benefit Overview An independent contractor Form 1099-MISC

A partner Schedule K-1 (Form 1065)A fringe benefit is a form of pay for the performance of
services. For example, you provide an employee with a

For more information, see the instructions for the formsfringe benefit when you allow the employee to use a
listed above.business vehicle to commute to and from work.

Performance of services. A person who performs serv- Cafeteria Plans
ices for you does not have to be your employee. A person
may perform services for you as an independent contrac- A cafeteria plan, including a flexible spending arrange-
tor, partner, or director. Also, for fringe benefit purposes, ment, is a written plan that allows your employees to
treat a person who agrees not to perform services (such as choose between receiving cash or taxable benefits instead
under a covenant not to compete) as performing services. of certain qualified benefits for which the law provides an

Page 2 Publication 15-B (2010)
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exclusion from wages. If an employee chooses to receive a • A full-time life insurance agent who is a current stat-
qualified benefit under the plan, the fact that the employee utory employee.
could have received cash or a taxable benefit instead will • A leased employee who has provided services to
not make the qualified benefit taxable.

you on a substantially full-time basis for at least a
Generally, a cafeteria plan does not include any plan year if the services are performed under your pri-

that offers a benefit that defers pay. However, a cafeteria mary direction or control.
plan can include a qualified 401(k) plan as a benefit. Also,
certain life insurance plans maintained by educational in- Exception for S corporation shareholders. Do not
stitutions can be offered as a benefit even though they treat a 2% shareholder of an S corporation as an employee
defer pay. of the corporation for this purpose. A 2% shareholder for

this purpose is someone who directly or indirectly owns (at
Qualified benefits. A cafeteria plan can include the fol- any time during the year) more than 2% of the corpora-
lowing benefits discussed in section 2. tion’s stock or stock with more than 2% of the voting power.

Treat a 2% shareholder as you would a partner in a• Accident and health benefits (but not Archer medical
partnership for fringe benefit purposes, but do not treat thesavings accounts (Archer MSAs) or long-term care
benefit as a reduction in distributions to the 2% share-insurance).
holder.

• Adoption assistance.

Plans that favor highly compensated employees. If• Dependent care assistance.
your plan favors highly compensated employees as to

• Group-term life insurance coverage (including costs eligibility to participate, contributions, or benefits, you must
that cannot be excluded from wages). include in their wages the value of taxable benefits they

could have selected. A plan you maintain under a collec-• Health savings accounts (HSAs). Distributions  from
tive bargaining agreement does not favor highly compen-an HSA may be used to pay eligible long-term care
sated employees.insurance premiums or qualified long-term care serv-

A highly compensated employee for this purpose is anyices.
of the following employees.

Benefits not allowed. A cafeteria plan cannot include 1. An officer.
the following benefits discussed in section 2.

2. A shareholder who owns more than 5% of the voting
• Archer MSAs. (See Accident and Health Benefits.) power or value of all classes of the employer’s stock.

• Athletic facilities. 3. An employee who is highly compensated based on
the facts and circumstances.• De minimis (minimal) benefits.

4. A spouse or dependent of a person described in (1),• Educational assistance.
(2), or (3).

• Employee discounts.

• Lodging on your business premises. Plans that favor key employees. If your plan favors key
employees, you must include in their wages the value of• Meals.
taxable benefits they could have selected. A plan favors

• Moving expense reimbursements. key employees if more than 25% of the total of the nontax-
able benefits you provide for all employees under the plan• No-additional-cost services.
go to key employees. However, a plan you maintain under

• Transportation (commuting) benefits. a collective bargaining agreement does not favor key em-
ployees.• Tuition reduction.

A key employee during 2010 is generally an employee
• Working condition benefits. who is either of the following.

1. An officer having annual pay of more than $160,000.It also cannot include scholarships or fellowships (dis-
cussed in Publication 970, Tax Benefits for Education). 2. An employee who for 2010 was either of the follow-

ing.
Employee. For these plans, treat the following individuals
as employees. a. A 5% owner of your business.

• A current common-law employee (see section 2 in b. A 1% owner of your business whose annual pay
Publication 15 (Circular E) for more information). was more than $150,000.

Publication 15-B (2010) Page 3
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More information. For more information about cafeteria • Educational assistance.
plans, see section 125 of the Internal Revenue Code and • Employee discounts.
its regulations.

• Employee stock options.

• Group-term life insurance coverage.
2. Fringe Benefit Exclusion

• Health savings accounts (HSAs).

Rules • Lodging on your business premises.

• Meals.This section discusses the exclusion rules that apply to
fringe benefits. These rules exclude all or part of the value • Moving expense reimbursements.
of certain benefits from the recipient’s pay.

• No-additional-cost services.The excluded benefits are not subject to federal income
tax withholding. Also, in most cases, they are not subject to • Retirement planning services.
social security, Medicare, or federal unemployment

• Transportation (commuting) benefits.(FUTA) tax and are not reported on Form W-2.
This section discusses the exclusion rules for the follow- • Tuition reduction.

ing fringe benefits.
• Volunteer firefighter and emergency medical re-

• Accident and health benefits. sponder benefits.
• Achievement awards. • Working condition benefits.
• Adoption assistance.

See Table 2-1 on page 5 for an overview of the employ-
• Athletic facilities. ment tax treatment of these benefits.
• De minimis (minimal) benefits.

• Dependent care assistance.

Page 4 Publication 15-B (2010)
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Table 2-1. Special Rules for Various Types of Fringe Benefits
(For more information, see the full discussion in this section.)

Treatment Under Employment Taxes

Type of Fringe Benefit Income Tax Withholding Social Security and Medicare Federal Unemployment (FUTA)

Exempt1,2, except for long-term Exempt, except for certain Exempt
care benefits provided through a payments to S corporationAccident and health benefits flexible spending or similar employees who are 2%
arrangement. shareholders.

Achievement awards Exempt1 up to $1,600 for qualified plan awards ($400 for nonqualified awards).

Adoption assistance Exempt1,3 Taxable Taxable

Exempt if substantially all use during the calendar year is by employees, their spouses, and their dependentAthletic facilities children and the facility is operated by the employer on premises owned or leased by the employer.

De minimis (minimal) benefits Exempt Exempt Exempt

Dependent care assistance Exempt3 up to certain limits, $5,000 ($2,500 for married employee filing separate return).

Educational assistance Exempt up to $5,250 of benefits each year. (See Educational Assistance, later.)

Employee discounts Exempt3 up to certain limits. (See Employee Discounts, later.)

Employee stock options See Employee Stock Options, later.

Exempt Exempt1,4 up to cost of $50,000 of Exempt
Group-term life insurance coverage coverage. (Special rules apply to

former employees.)

Health savings accounts (HSAs) Exempt for qualified individuals up to the HSA contribution limits. (See Health Savings Accounts, later.)

Lodging on your business premises Exempt1 if furnished for your convenience as a condition of employment.

Exempt if furnished on your business premises for your convenience.
Meals

Exempt if de minimis.

Moving expense reimbursements Exempt1 if expenses would be deductible if the employee had paid them.

No-additional-cost services Exempt3 Exempt3 Exempt3

Retirement planning Exempt5 Exempt5 Exempt5
services

Exempt1 up to certain limits if for rides in a commuter highway vehicle and/or transit passes ($230), qualified
parking ($230), or qualified bicycle commuting reimbursement6 ($20). (See Transportation (Commuting)

Transportation (commuting) Benefits, later.)
benefits

Exempt if de minimis.

Tuition reduction Exempt3 if for undergraduate education (or graduate education if the employee performs teaching or research
activities).

Volunteer firefighter and emergency Exempt Exempt Exempt
medical responder benefits

Working condition benefits Exempt Exempt Exempt

1 Exemption does not apply to S corporation employees who are 2% shareholders.
2 Exemption does not apply to certain highly compensated employees under a self-insured plan that favors those employees.
3 Exemption does not apply to certain highly compensated employees under a program that favors those employees.
4 Exemption does not apply to certain key employees under a plan that favors those employees.
5 Exemption does not apply to services for tax preparation, accounting, legal, or brokerage services.
6 If the employee receives a qualified bicycle commuting reimbursement in a qualified bicycle commuting month, the employee cannot receive commuter highway
vehicle, transit pass, or qualified parking benefits in that same month.
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exclusion from gross income if the other requirements forAccident and Health Benefits
exclusion are met. See section 105(j) for details.

This exclusion applies to contributions you make to an Exception for S corporation shareholders. Do not
accident or health plan for an employee, including the treat a 2% shareholder of an S corporation as an employee
following.

of the corporation for this purpose. A 2% shareholder is
• Contributions to the cost of accident or health insur- someone who directly or indirectly owns (at any time dur-

ance including qualified long-term care insurance. ing the year) more than 2% of the corporation’s stock or
stock with more than 2% of the voting power. Treat a 2%• Contributions to a separate trust or fund that directly
shareholder as you would a partner in a partnership foror through insurance provides accident or health
fringe benefit purposes, but do not treat the benefit as abenefits.
reduction in distributions to the 2% shareholder.

• Contributions to Archer MSAs or health savings ac-
counts (discussed in Publication 969, Health Sav- Exclusion from wages. You can generally exclude the
ings Accounts and Other Tax-Favored Health value of accident or health benefits you provide to an
Plans). employee from the employee’s wages.

Exception for certain long-term care benefits. YouThis exclusion also applies to payments you directly or
cannot exclude contributions to the cost of long-term careindirectly make to an employee under an accident or health
insurance from an employee’s wages subject to federalplan for employees that are either of the following.
income tax withholding if the coverage is provided through• Payments or reimbursements of medical expenses.
a flexible spending or similar arrangement. This is a benefit

• Payments for specific injuries or illnesses (such as program that reimburses specified expenses up to a maxi-
the loss of the use of an arm or leg). The payments mum amount that is reasonably available to the employee
must be figured without regard to any period of ab- and is less than five times the total cost of the insurance.
sence from work. However, you can exclude these contributions from the

employee’s wages subject to social security, Medicare,
and federal unemployment (FUTA) taxes.Accident or health plan. This is an arrangement that

provides benefits for your employees, their spouses, and S corporation shareholders. Because you cannot
their dependents in the event of personal injury or sick- treat a 2% shareholder of an S corporation as an employee
ness. The plan may be insured or noninsured and does not for this exclusion, you must include the value of accident or
need to be in writing. health benefits you provide to the employee in the em-

ployee’s wages subject to federal income tax withholding.
Employee. For this exclusion, treat the following individu- However, you can exclude the value of these benefits
als as employees. (other than payments for specific injuries or illnesses) from

the employee’s wages subject to social security, Medicare,• A current common-law employee.
and FUTA taxes.

• A full-time life insurance agent who is a current stat-
Exception for highly compensated employees. Ifutory employee.

your plan is a self-insured medical reimbursement plan
• A retired employee. that favors highly compensated employees, you must in-

clude all or part of the amounts you pay to these employ-• A former employee you maintain coverage for based
ees in their wages subject to federal income taxon the employment relationship.
withholding. However, you can exclude these amounts• A widow or widower of an individual who died while
(other than payments for specific injuries or illnesses) from

an employee.
the employee’s wages subject to social security, Medicare,

• A widow or widower of a retired employee. and FUTA taxes.
A self-insured plan is a plan that reimburses your em-• For the exclusion of contributions to an accident or

ployees for medical expenses not covered by an accidenthealth plan, a leased employee who has provided
or health insurance policy.services to you on a substantially full-time basis for

A highly compensated employee for this exception isat least a year if the services are performed under
any of the following individuals.your primary direction or control.

• One of the five highest paid officers.
Special rule for certain government plans. For cer-

• An employee who owns (directly or indirectly) moretain government accident and health plans, payments to a
than 10% in value of the employer’s stock.deceased plan participant’s beneficiary may qualify for the

Page 6 Publication 15-B (2010)



Page 7 of 32 of Publication 15-B 11:51 -  7-DEC-2009

The type and rule above prints on all proofs including departmental reproduction proofs. MUST be removed before printing.

• An employee who is among the highest paid 25% of awards that are not “qualified plan awards”). See chapter 2
all employees (other than those who can be ex- of Publication 535 for more information about the limit on
cluded from the plan). deductions for employee achievement awards.

To determine for 2010 whether an achievementFor more information on this exception, see section
award is a “qualified plan award” under the de-105(h) of the Internal Revenue Code and its regulations.
duction rules described in Publication 535, treatCAUTION

!
COBRA premiums. The exclusion for accident and any employee who received more than $110,000 in pay for

health benefits applies to amounts you pay to maintain 2009 as a highly compensated employee.
medical coverage for a current or former employee under

If the cost of awards given to an employee is more than
the Combined Omnibus Budget Reconciliation Act of 1986

your allowable deduction, include in the employee’s wages
(COBRA). The exclusion applies regardless of the length

the larger of the following amounts.of employment, whether you directly pay the premiums or
reimburse the former employee for premiums paid, and • The part of the cost that is more than your allowable
whether the employee’s separation is permanent or tem- deduction (up to the value of the awards).
porary.

• The amount by which the value of the awards ex-
ceeds your allowable deduction.Achievement Awards

Exclude the remaining value of the awards from the em-
This exclusion applies to the value of any tangible personal ployee’s wages.
property you give to an employee as an award for either
length of service or safety achievement. The exclusion
does not apply to awards of cash, cash equivalents, gift Adoption Assistance
certificates, or other intangible property such as vacations,

An adoption assistance program is a separate written planmeals, lodging, tickets to theater or sporting events,
of an employer that meets all of the following requirements.stocks, bonds, and other securities. The award must meet

the requirements for employee achievement awards dis-
1. It benefits employees who qualify under rules set upcussed in chapter 2 of Publication 535, Business Ex-

by you, which do not favor highly compensated em-penses.
ployees or their dependents. To determine whether

Employee. For this exclusion, treat the following individu- your plan meets this test, do not consider employees
als as employees. excluded from your plan who are covered by a col-

lective bargaining agreement, if there is evidence• A current employee.
that adoption assistance was a subject of good-faith

• A former common-law employee you maintain cover- bargaining.
age for in consideration of or based on an agree-

2. It does not pay more than 5% of its payments duringment relating to prior service as an employee.
the year for shareholders or owners (or their spouses

• A leased employee who has provided services to or dependents). A shareholder or owner is someone
you on a substantially full-time basis for at least a

who owns (on any day of the year) more than 5% of
year if the services are performed under your pri-

the stock or of the capital or profits interest of yourmary direction or control.
business.

Exception for S corporation shareholders. Do not 3. You give reasonable notice of the plan to eligible
treat a 2% shareholder of an S corporation as an employee employees.
of the corporation for this purpose. A 2% shareholder is

4. Employees provide reasonable substantiation thatsomeone who directly or indirectly owns (at any time dur-
payments or reimbursements are for qualifying ex-ing the year) more than 2% of the corporation’s stock or
penses.stock with more than 2% of the voting power. Treat a 2%

shareholder as you would a partner in a partnership for For this exclusion, a highly compensated employee for
fringe benefit purposes, but do not treat the benefit as a 2010 is an employee who meets either of the following
reduction in distributions to the 2% shareholder. tests.

Exclusion from wages. You can generally exclude the 1. The employee was a 5% owner at any time during
value of achievement awards you give to an employee the year or the preceding year.
from the employee’s wages if their cost is not more than

2. The employee received more than $110,000 in paythe amount you can deduct as a business expense for the
year. The excludable annual amount is $1,600 ($400 for for the preceding year.
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You can choose to ignore test (2) if the employee was not year if the services are performed under your pri-
also in the top 20% of employees when ranked by pay for mary direction or control.
the preceding year. • A partner who performs services for a partnership.

You must exclude all payments or reimbursements you
make under an adoption assistance program for an em-
ployee’s qualified adoption expenses from the employee’s

De Minimis (Minimal) Benefitswages subject to federal income tax withholding. However,
you cannot exclude these payments from wages subject to

You can exclude the value of a de minimis benefit yousocial security, Medicare, and federal unemployment
provide to an employee from the employee’s wages. A de(FUTA) taxes. For more information, see the Instructions
minimis benefit is any property or service you provide to anfor Form 8839, Qualified Adoption Expenses.
employee that has so little value (taking into account howYou must report all qualifying adoption expenses you
frequently you provide similar benefits to your employees)paid or reimbursed under your adoption assistance pro-
that accounting for it would be unreasonable or administra-gram for each employee for the year in box 12 of the
tively impracticable. Cash and cash equivalent fringe ben-employee’s Form W-2. Use code “T” to identify this
efits (for example, use of gift card, charge card, or creditamount.
card), no matter how little, are never excludable as a de
minimis benefit, except for occasional meal money orException for S corporation shareholders. For this ex-

clusion, do not treat a 2% shareholder of an S corporation transportation fare.
as an employee of the corporation. A 2% shareholder is Examples of de minimis benefits include the following.
someone who directly or indirectly owns (at any time dur-

• Occasional personal use of a company copying ma-ing the year) more than 2% of the corporation’s stock or
chine if you sufficiently control its use so that at leaststock with more than 2% of the voting power. Treat a 2%
85% of its use is for business purposes.shareholder as you would a partner in a partnership for

fringe benefit purposes, including using the benefit as a • Holiday gifts, other than cash, with a low fair market
reduction in distributions to the 2% shareholder. value.

• Group-term life insurance payable on the death of anAthletic Facilities
employee’s spouse or dependent if the face amount
is not more than $2,000.You can exclude the value of an employee’s use of an

on-premises gym or other athletic facility you operate from • Meals. See Meals, later.
an employee’s wages if substantially all use of the facility

• Occasional parties or picnics for employees andduring the calendar year is by your employees, their
their guests.spouses, and their dependent children. For this purpose,

an employee’s dependent child is a child or stepchild who • Occasional tickets for theater or sporting events.
is the employee’s dependent or who, if both parents are

• Transportation fare. See Transportation (Commut-deceased, has not attained the age of 25.
ing) Benefits, later.

On-premises facility. The athletic facility must be located
on premises you own or lease. It does not have to be

Employee. For this exclusion, treat any recipient of a delocated on your business premises. However, the exclu-
minimis benefit as an employee.sion does not apply to an athletic facility for residential use,

such as athletic facilities that are part of a resort.
Dependent Care Assistance

Employee. For this exclusion, treat the following individu-
This exclusion applies to household and dependent careals as employees.
services you directly or indirectly pay for or provide to an• A current employee.
employee under a dependent care assistance program

• A former employee who retired or left on disability. that covers only your employees. The services must be for
a qualifying person’s care and must be provided to allow• A widow or widower of an individual who died while
the employee to work. These requirements are basicallyan employee.
the same as the tests the employee would have to meet to

• A widow or widower of a former employee who re- claim the dependent care credit if the employee paid for
tired or left on disability. the services. For more information, see Qualifying Person

Test and Work-Related Expense Test in Publication 503,• A leased employee who has provided services to
you on a substantially full-time basis for at least a Child and Dependent Care Expenses.
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Employee. For this exclusion, treat the following individu- Educational Assistance
als as employees.

This exclusion applies to educational assistance you pro-• A current employee.
vide to employees under an educational assistance pro-

• A leased employee who has provided services to gram. The exclusion also applies to graduate level
you on a substantially full-time basis for at least a courses.
year if the services are performed under your pri- Educational assistance means amounts you pay or in-
mary direction or control. cur for your employees’ education expenses. These ex-

penses generally include the cost of books, equipment,• Yourself (if you are a sole proprietor).
fees, supplies, and tuition. However, these expenses do

• A partner who performs services for a partnership. not include the cost of a course or other education involv-
ing sports, games, or hobbies, unless the education:

Exclusion from wages. You can exclude the value of • Has a reasonable relationship to your business, or
benefits you provide to an employee under a dependent

• Is required as part of a degree program.care assistance program from the employee’s wages if you
reasonably believe that the employee can exclude the

Education expenses do not include the cost of tools orbenefits from gross income.
supplies (other than textbooks) your employee is allowedAn employee can generally exclude from gross income
to keep at the end of the course. Nor do they include theup to $5,000 of benefits received under a dependent care
cost of lodging, meals, or transportation.assistance program each year. This limit is reduced to

$2,500 for married employees filing separate returns.
Educational assistance program. An educational assis-However, the exclusion cannot be more than the
tance program is a separate written plan that providessmaller of the earned income of either:
educational assistance only to your employees. The pro-• The employee, or gram qualifies only if all of the following tests are met.

• The employee’s spouse. • The program benefits employees who qualify under
rules set up by you that do not favor highly compen-Special rules apply to determine the earned income of a
sated employees. To determine whether your pro-spouse who is either a student or not able to care for
gram meets this test, do not consider employeeshimself or herself. For more information on the earned
excluded from your program who are covered by aincome limit, see Publication 503.
collective bargaining agreement if there is evidence

Exception for highly compensated employees. You that educational assistance was a subject of
cannot exclude dependent care assistance from the good-faith bargaining.
wages of a highly compensated employee unless the ben-

• The program does not provide more than 5% of itsefits provided under the program do not favor highly com-
benefits during the year for shareholders or owners.pensated employees and the program meets the
A shareholder or owner is someone who owns (onrequirements described in section 129(d) of the Internal
any day of the year) more than 5% of the stock or ofRevenue Code.
the capital or profits interest of your business.For this exclusion, a highly compensated employee for

2010 is an employee who meets either of the following • The program does not allow employees to choose to
tests. receive cash or other benefits that must be included

in gross income instead of educational assistance.1. The employee was a 5% owner at any time during
the year or the preceding year. • You give reasonable notice of the program to eligible

employees.2. The employee received more than $110,000 in pay
for the preceding year. Your program can cover former employees if their employ-

ment is the reason for the coverage.You can choose to ignore test (2) if the employee was not
also in the top 20% of employees when ranked by pay for For this exclusion, a highly compensated employee for
the preceding year. 2010 is an employee who meets either of the following

tests.

Form W-2. Report the value of all dependent care assis-
1. The employee was a 5% owner at any time during

tance you provide to an employee under a dependent care
the year or the preceding year.

assistance program in box 10 of the employee’s Form W-2.
Include any amounts you cannot exclude from the em- 2. The employee received more than $110,000 in pay
ployee’s wages in boxes 1, 3, and 5. for the preceding year.

Publication 15-B (2010) Page 9



Page 10 of 32 of Publication 15-B 11:51 -  7-DEC-2009

The type and rule above prints on all proofs including departmental reproduction proofs. MUST be removed before printing.

You can choose to ignore test (2) if the employee was not year if the services are performed under your pri-
mary direction or control.also in the top 20% of employees when ranked by pay for

the preceding year. • A partner who performs services for a partnership.

Employee. For this exclusion, treat the following individu-
Exclusion from wages. You can generally exclude theals as employees.
value of an employee discount you provide an employee• A current employee. from the employee’s wages, up to the following limits.

• A former employee who retired, left on disability, or • For a discount on services, 20% of the price you
was laid off. charge nonemployee customers for the service.

• A leased employee who has provided services to • For a discount on merchandise or other property,
you on a substantially full-time basis for at least a your gross profit percentage times the price you
year if the services are performed under your pri- charge nonemployee customers for the property.
mary direction or control.

Determine your gross profit percentage in the line of• Yourself (if you are a sole proprietor).
business based on all property you offer to customers

• A partner who performs services for a partnership. (including employee customers) and your experience dur-
ing the tax year immediately before the tax year in which
the discount is available. To figure your gross profit per-Exclusion from wages. You can exclude up to $5,250 of
centage, subtract the total cost of the property from theeducational assistance you provide to an employee under
total sales price of the property and divide the result by thean educational assistance program from the employee’s
total sales price of the property.wages each year.

Exception for highly compensated employees. YouAssistance over $5,250. If you do not have an educa-
cannot exclude from the wages of a highly compensatedtional assistance plan, or you provide an employee with
employee any part of the value of a discount that is notassistance exceeding $5,250, you can exclude the value
available on the same terms to one of the following groups.of these benefits from wages if they are working condition

benefits. Property or a service provided is a working condi- • All of your employees.
tion benefit to the extent that if the employee paid for it, the

• A group of employees defined under a reasonableamount paid would have been deductible as a business or
classification you set up that does not favor highlydepreciation expense. See Working Condition Benefits,
compensated employees.later.

For this exclusion, a highly compensated employee for
Employee Discounts 2010 is an employee who meets either of the following

tests.
This exclusion applies to a price reduction you give an
employee on property or services you offer to customers in 1. The employee was a 5% owner at any time during
the ordinary course of the line of business in which the the year or the preceding year.
employee performs substantial services. However, it does

2. The employee received more than $110,000 in paynot apply to discounts on real property or discounts on
for the preceding year.

personal property of a kind commonly held for investment
(such as stocks or bonds). You can choose to ignore test (2) if the employee was not

also in the top 20% of employees when ranked by pay for
Employee. For this exclusion, treat the following individu- the preceding year.
als as employees.

Employee Stock Options• A current employee.

• A former employee who retired or left on disability. There are three kinds of stock options—incentive stock
options, employee stock purchase plan options, and non-• A widow or widower of an individual who died while
statutory (nonqualified) stock options.an employee.

Wages for social security, Medicare, and federal unem-• A widow or widower of an employee who retired or
ployment taxes (FUTA) do not include remuneration result-

left on disability.
ing from the exercise, after October 22, 2004, of an

• A leased employee who has provided services to incentive stock option or under an employee stock
you on a substantially full-time basis for at least a purchase plan option, or from any disposition of stock
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acquired by exercising such an option. The IRS will not • It provides an amount of insurance to each em-
apply these taxes to an exercise before October 23, 2004, ployee based on a formula that prevents individual
of an incentive stock option or an employee stock selection. This formula must use factors such as the
purchase plan option or to a disposition of stock acquired employee’s age, years of service, pay, or position.
by such exercise. • You provide it under a policy you directly or indirectly

Additionally, federal income tax withholding is not re-
carry. Even if you do not pay any of the policy’s cost,

quired on the income resulting from a disqualifying disposi-
you are considered to carry it if you arrange for

tion of stock acquired by the exercise after October 22,
payment of its cost by your employees and charge at2004, of an incentive stock option or under an employee
least one employee less than, and at least one otherstock purchase plan option, or on income equal to the
employee more than, the cost of his or her insur-discount portion of stock acquired by the exercise, after
ance. Determine the cost of the insurance, for thisOctober 22, 2004, of an employee stock purchase plan
purpose, as explained under Coverage over theoption resulting from any disposition of the stock. The IRS
limit, later.will not apply federal income tax withholding upon the

disposition of stock acquired by the exercise, before Octo-
Group-term life insurance does not include the followingber 23, 2004, of an incentive stock option or an employee

insurance.stock purchase plan option. However, the employer must
report as income in box 1 of Form W-2, (a) the discount • Insurance that does not provide general death bene-
portion of stock acquired by the exercise of an employee fits, such as travel insurance or a policy providing
stock purchase plan option upon disposition of the stock, only accidental death benefits.
and (b) the spread (between the exercise price and the fair

• Life insurance on the life of your employee’s spousemarket value of the stock at the time of exercise) upon a
or dependent. However, you may be able to excludedisqualifying disposition of stock acquired by the exercise
the cost of this insurance from the employee’sof an incentive stock option or an employee stock
wages as a de minimis benefit. See De Minimispurchase plan option.
(Minimal) Benefits, earlier.An employer must report the excess of the fair market

value of stock received upon exercise of a nonstatutory • Insurance provided under a policy that provides a
stock option over the amount paid for the stock option on permanent benefit (an economic value that extends
Form W-2 in boxes 1, 3 (up to the social security wage beyond 1 policy year, such as paid-up or cash sur-
base), 5, and in box 12 using the code “V.” See Regula- render value), unless certain requirements are met.
tions section 1.83-7. See Regulations section 1.79-1 for details.

An employee who transfers his or her interest in non-
statutory stock options to the employee’s former spouse

Employee. For this exclusion, treat the following individu-incident to a divorce is not required to include an amount in
als as employees.gross income upon the transfer. The former spouse, rather

than the employee, is required to include an amount in
1. A current common-law employee.

gross income when the former spouse exercises the stock
2. A full-time life insurance agent who is a current statu-options. See Revenue Ruling 2002-22 and Revenue Rul-

ing 2004-60 for details. You can find Revenue Ruling tory employee.
2002-22 on page 849 of Internal Revenue Bulletin 2002-19

3. An individual who was formerly your employee under
at www.irs.gov/pub/irs-irbs/irb02-19.pdf. See Revenue

(1) or (2), above.
Ruling 2004-60, 2004-24 I.R.B. 1051, available at 
www.irs.gov/irb/2004-24_IRB/ar13.html. 4. A leased employee who has provided services to you

on a substantially full-time basis for at least a year ifFor more information about employee stock options,
the services are performed under your primary direc-see sections 421, 422, and 423 of the Internal Revenue
tion and control.Code and their related regulations.

Exception for S corporation shareholders. Do notGroup-Term Life Insurance Coverage
treat a 2% shareholder of an S corporation as an employee
of the corporation for this purpose. A 2% shareholder isThis exclusion applies to life insurance coverage that
someone who directly or indirectly owns (at any time dur-meets all the following conditions.
ing the year) more than 2% of the corporation’s stock or• It provides a general death benefit that is not in- stock with more than 2% of the voting power. Treat a 2%

cluded in income. shareholder as you would a partner in a partnership for
fringe benefit purposes, but do not treat the benefit as a• You provide it to a group of employees. See The

10-employee rule, later. reduction in distributions to the 2% shareholder.
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The 10-employee rule. Generally, life insurance is not Exclusion from wages. You can generally exclude the
group-term life insurance unless you provide it to at least cost of up to $50,000 of group-term life insurance from the
10 full-time employees at some time during the year. wages of an insured employee. You can exclude the same

amount from the employee’s wages when figuring socialFor this rule, count employees who choose not to re-
security and Medicare taxes. In addition, you do not haveceive the insurance unless, to receive it, they must contrib-
to withhold federal income tax or pay FUTA tax on anyute to the cost of benefits other than the group-term life
group-term life insurance you provide to an employee.insurance. For example, count an employee who could

receive insurance by paying part of the cost, even if that
Coverage over the limit. You must include in your

employee chooses not to receive it. However, do not count
employee’s wages subject to social security and Medicare

an employee who must pay part or all of the cost of
taxes the cost of group-term life insurance that is more

permanent benefits to get insurance, unless that employee
than the cost of $50,000 of coverage, reduced by the

chooses to receive it.
amount the employee paid toward the insurance. Report it
as wages in boxes 1, 3, and 5 of the employee’s Form W-2.Exceptions. Even if you do not meet the 10-employee
Also, show it in box 12 with code “C.”rule, two exceptions allow you to treat insurance as

group-term life insurance. Figure the monthly cost of the insurance to include in the
Under the first exception, you do not have to meet the employee’s wages by multiplying the number of thousands

10-employee rule if all the following conditions are met. of dollars of insurance coverage over $50,000 (figured to
the nearest $100) by the cost shown in the following table.

1. If evidence that the employee is insurable is re- For all coverage provided within the calendar year, use the
quired, it is limited to a medical questionnaire (com- employee’s age on the last day of the employee’s tax year.
pleted by the employee) that does not require a You must prorate the cost from the table if less than a full
physical. month of coverage is involved.

2. You provide the insurance to all your full-time em- Table 2-2. Cost Per $1,000 of Protection For 1 Month
ployees or, if the insurer requires the evidence men-

Age Costtioned in (1), to all full-time employees who provide
Under 25 . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $ .05evidence the insurer accepts.
25 through 29 . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .06
30 through 34 . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .083. You figure the coverage based on either a uniform
35 through 39 . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .09percentage of pay or the insurer’s coverage brackets
40 through 44 . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .10

that meet certain requirements. See Regulations 45 through 49 . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .15
section 1.79-1 for details. 50 through 54 . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .23

55 through 59 . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .43
Under the second exception, you do not have to meet 60 through 64 . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .66

the 10-employee rule if all the following conditions are met. 65 through 69 . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 1.27
70 and older . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 2.06• You provide the insurance under a common plan
You figure the total cost to include in the employee’scovering your employees and the employees of at
wages by multiplying the monthly cost by the number of fullleast one other employer who is not related to you.
months’ coverage at that cost.• The insurance is restricted to, but mandatory for, all

your employees who belong to, or are represented
Example. Tom’s employer provides him with

by, an organization (such as a union) that carries on
group-term life insurance coverage of $200,000. Tom is 45

substantial activities besides obtaining insurance.
years old, is not a key employee, and pays $100 per year
toward the cost of the insurance. Tom’s employer must• Evidence of whether an employee is insurable does
include $170 in his wages. The $200,000 of insurancenot affect an employee’s eligibility for insurance or
coverage is reduced by $50,000. The yearly cost ofthe amount of insurance that employee gets.
$150,000 of coverage is $270 ($.15 x 150 x 12), and is
reduced by the $100 Tom pays for the insurance. TheTo apply either exception, do not consider employees
employer includes $170 in boxes 1, 3, and 5 of Tom’s Formwho were denied insurance for any of the following rea-
W-2. The employer also enters $170 in box 12 withsons.
code “C.”• They were 65 or older.

Coverage for dependents. Group-term life insurance• They customarily work 20 hours or less a week or 5
coverage paid by the employer for the spouse or depen-

months or less in a calendar year.
dents of an employee may be excludable from income as a

• They have not been employed for the waiting period de minimis fringe benefit if the face amount is not more
given in the policy. (This waiting period cannot be than $2,000. The part of this coverage that the employee
more than 6 months.) paid on an after-tax basis is also excludable from income.
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For this purpose, the cost is figured using the monthly cost • It benefits employees who qualify under a set of
rules you set up that do not favor key employees.table above.

Former employees. For group-term life insurance over
Your plan meets this participation test if it is part of a

$50,000 provided to former employees (including retirees), cafeteria plan (discussed in section 1) and it meets the
the former employees must pay the employee’s share of participation test for those plans.
social security and Medicare taxes with their federal in-

When applying this test, do not consider employees
come tax returns. You are not required to collect those

who:
taxes. Use the table above to determine the amount of

• Have not completed 3 years of service,social security and Medicare taxes owed by the former
employee for coverage provided after separation from • Are part-time or seasonal,
service. Report those uncollected amounts separately in

• Are nonresident aliens who receive no U.S. sourcebox 12 on Form W-2 using codes “M” and “N.” See the
earned income from you, orInstructions for Forms W-2 and W-3.

• Are not included in the plan but are in a unit ofException for key employees. Generally, if your
employees covered by a collective bargaining agree-group-term life insurance plan favors key employees as to
ment, if the benefits provided under the plan wereparticipation or benefits, you must include the entire cost of
the subject of good-faith bargaining between youthe insurance in your key employees’ wages. (This excep-
and employee representatives.tion generally does not apply to church plans.) When

figuring social security and Medicare taxes, you must also
Your plan does not favor key employees as to benefits ifinclude the entire cost in the employees’ wages. Include

all benefits available to participating key employees arethe cost in boxes 1, 3, and 5 of Form W-2. However, you do
also available to all other participating employees. Yournot have to withhold federal income tax or pay FUTA tax on
plan does not favor key employees just because the

the cost of any group-term life insurance you provide to an
amount of insurance you provide to your employees is

employee.
uniformly related to their pay.

For this purpose, the cost of the insurance is the greater
S corporation shareholders. Because you cannotof the following amounts.

treat a 2% shareholder of an S corporation as an employee
• The premiums you pay for the employee’s insur- for this exclusion, you must include the cost of all

ance. See Regulations section 1.79-4T(Q&A 6) for group-term life insurance coverage you provide the 2%
more information. shareholder in his or her wages. When figuring social

security and Medicare taxes, you must also include the• The cost you figure using the Table 2-2.
cost of this coverage in the 2% shareholder’s wages.
Include the cost in boxes 1, 3, and 5 of Form W-2. How-For this exclusion, a key employee during 2010 is an
ever, you do not have to withhold federal income tax or payemployee or former employee who is one of the following
federal unemployment tax on the cost of any group-termindividuals. See section 416(i) of the Internal Revenue
life insurance coverage you provide to the 2% shareholder.Code for more information.

1. An officer having annual pay of more than $160,000. Health Savings Accounts
2. An individual who for 2010 was either of the follow-

A Health Savings Account (HSA) is an account owned by aing.
qualified individual who is generally your employee or
former employee. Any contributions that you make to ana. A 5% owner of your business.
HSA become the employee’s property and cannot be with-

b. A 1% owner of your business whose annual pay drawn by you. Contributions to the account are used to pay
was more than $150,000. current or future medical expenses of the account owner,

his or her spouse, and any qualified dependent. The medi-
A former employee who was a key employee upon cal expenses must not be reimbursable by insurance or

retirement or separation from service is also a key em- other sources and their payment from HSA funds (distribu-
ployee. tion) will not give rise to a medical expense deduction on

Your plan does not favor key employees as to partici- the individual’s federal income tax return. For more infor-
pation if at least one of the following is true. mation about HSAs, visit the Department of Treasury’s

website at www.treas.gov/offices/public-affairs/hsa.• It benefits at least 70% of your employees.

• At least 85% of the participating employees are not Eligibility. A qualified individual must be covered by a
key employees. High Deductible Health Plan (HDHP) and not be covered

Publication 15-B (2010) Page 13

http://www.treas.gov/offices/public-affairs/hsa/


Page 14 of 32 of Publication 15-B 11:51 -  7-DEC-2009

The type and rule above prints on all proofs including departmental reproduction proofs. MUST be removed before printing.

by other health insurance except for permitted insurance nonhighly compensated employee than for a highly com-
listed under section 223(c)(3) or insurance for accidents, pensated employee. A highly compensated employee for
disability, dental care, vision care, or long-term care. For 2010 is an employee who meets either of the following
calendar year 2010, a qualifying HDHP must have a de- tests.
ductible of at least $1,200 for self-only coverage or $2,400

1. The employee was a 5% owner at any time duringfor family coverage and must limit annual out-of-pocket
the year or the preceding year.expenses of the beneficiary to $5,950 for self-only cover-

age and $11,900 for family coverage. 2. The employee received more than $110,000 in pay
There are no income limits that restrict an individual’s for the preceding year.

eligibility to contribute to an HSA nor is there a requirement
You can choose to ignore test (2) if the employee was notthat the account owner have earned income to make a
also in the top 20% of employees when ranked by pay forcontribution.
the preceding year.

Exceptions. An individual is not a qualified individual if he
Partnerships and S corporations. Partners and 2%or she can be claimed as a dependent on another person’s
shareholders of an S corporation are not eligible for salarytax return. Also, an employee’s participation in a health
reduction (pre-tax) contributions to an HSA. Employer con-flexible spending arrangement (FSA) or health reimburse-
tributions to the HSA of a bona fide partner or 2% share-ment arrangement (HRA) generally disqualifies the individ-
holder are treated as distributions or guaranteed paymentsual (and employer) from making contributions to his or her
as determined by the facts and circumstances.HSA. However, an individual may qualify to participate in

an HSA if he or she is participating in only a lim-
Cafeteria plans. You may contribute to an employee’sited-purpose FSA or HRA or a post-deductible FSA. For
HSA using a cafeteria plan and your contributions are notmore information, see Other employee health plans in
subject to the statutory comparability rules. However, cafe-Publication 969.
teria plan nondiscrimination rules still apply. For example,
contributions under a cafeteria plan to employee HSAsEmployer contributions. Up to specified dollar limits,
cannot be greater for higher-paid employees than they arecash contributions to the HSA of a qualified individual
for lower-paid employees. Contributions that favor(determined monthly) are exempt from federal income tax
lower-paid employees are not prohibited.withholding, social security tax, Medicare tax, and FUTA

tax. For 2010, you can contribute up to $3,050 for self-only
Reporting requirements. You must report your contribu-coverage or $6,150 for family coverage to a qualified
tions to an employee’s HSA on Form W-2 in box 12 usingindividual’s HSA.
code “W.” The trustee or custodian of the HSA, generally aThe contribution amounts listed above are increased by
bank or insurance company, reports distributions from the$1,000 for a qualified individual who is age 55 or older at
HSA using Form 1099-SA, Distributions from an HSA,any time during the year. For two qualified individuals who
Archer MSA, or Medicare Advantage MSA.are married to each other and who each are age 55 or

older at any time during the year, each spouse’s contribu-
tion limit is increased by $1,000 provided each spouse has Lodging on Your Business Premises
a separate HSA. No contributions can be made to an

You can exclude the value of lodging you furnish to anindividual’s HSA after he or she becomes enrolled in Medi-
employee from the employee’s wages if it meets the follow-care Part A or Part B.
ing tests.

Nondiscrimination rules.  Your contribution amount to
• It is furnished on your business premises.an employee’s HSA must be comparable for all employees

who have comparable coverage during the same period. • It is furnished for your convenience.
Otherwise, there will be an excise tax equal to 35% of the

• The employee must accept it as a condition of em-amount you contributed to all employees’ HSAs.
ployment.For guidance on employer comparable contributions to

HSAs under section 4980G in instances where an em- Different tests may apply to lodging furnished by educa-
ployee has not established an HSA by December 31 and in tional institutions. See section 119(d) of the Internal Reve-
instances where an employer accelerates contributions for nue Code for details.
the calendar year for employees who have incurred quali-

The exclusion does not apply if you allow your employeefied medical expenses, see Treasury Decision 9393,
to choose to receive additional pay instead of lodging.2008-20 I.R.B. 975, available at

www.irs.gov/irb/2008-20_IRB/ar08.html. On your business premises. For this exclusion, your
business premises is generally your employee’s place ofException. The Tax Relief and Health Care Act of 2006
work. (For special rules that apply to lodging furnished in aallows employers to make larger HSA contributions for a
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camp located in a foreign country, see section 119(c) of the • Occasional meals or meal money provided to enable
Internal Revenue Code and its regulations.) an employee to work overtime. (However, the exclu-

sion does not apply to meal money figured on the
For your convenience. Whether or not you furnish lodg- basis of hours worked.)
ing for your convenience as an employer depends on all

• Occasional parties or picnics for employees andthe facts and circumstances. You furnish the lodging to
their guests.your employee for your convenience if you do this for a

substantial business reason other than to provide the em-
This exclusion also applies to meals you provide at anployee with additional pay. This is true even if a law or an

employer-operated eating facility for employees if the an-employment contract provides that the lodging is furnished
nual revenue from the facility equals or exceeds the directas pay. However, a written statement that the lodging is
costs of the facility. For this purpose, your revenue fromfurnished for your convenience is not sufficient.
providing a meal is considered equal to the facility’s direct
operating costs to provide that meal if its value can beCondition of employment. Lodging meets this test if you
excluded from an employee’s wages as explained underrequire your employees to accept the lodging because
Meals on Your Business Premises, later.they need to live on your business premises to be able to

properly perform their duties. Examples include employ- If food or beverages you furnish to employees
ees who must be available at all times and employees who qualify as a de minimis benefit, you can deduct
could not perform their required duties without being fur- their full cost. The 50% limit on deductions for the

TIP

nished the lodging. cost of meals does not apply. The deduction limit on meals
It does not matter whether you must furnish the lodging is discussed in chapter 2 of Publication 535.

as pay under the terms of an employment contract or a law
fixing the terms of employment. Employee. For this exclusion, treat any recipient of a de

minimis meal as an employee.
Example. A hospital gives Joan, an employee of the

Employer-operated eating facility for employees. Anhospital, the choice of living at the hospital free of charge or
employer-operated eating facility for employees is an eat-living elsewhere and receiving a cash allowance in addition
ing facility that meets all the following conditions.to her regular salary. If Joan chooses to live at the hospital,

the hospital cannot exclude the value of the lodging from • You own or lease the facility.
her wages because she is not required to live at the

• You operate the facility. (You are considered to op-hospital to properly perform the duties of her employment.
erate the eating facility if you have a contract with

S corporation shareholders. For this exclusion, do not another to operate it.)
treat a 2% shareholder of an S corporation as an employee

• The facility is on or near your business premises.of the corporation. A 2% shareholder is someone who
directly or indirectly owns (at any time during the year) • You provide meals (food, drinks, and related serv-
more than 2% of the corporation’s stock or stock with more ices) at the facility during, or immediately before or
than 2% of the voting power. Treat a 2% shareholder as after, the employee’s workday.
you would a partner in a partnership for fringe benefit
purposes, but do not treat the benefit as a reduction in

Exclusion from wages. You can generally exclude thedistributions to the 2% shareholder.
value of de minimis meals you provide to an employee
from the employee’s wages.

Meals
Exception for highly compensated employees. You

cannot exclude from the wages of a highly compensatedThis section discusses the exclusion rules that apply to de
employee the value of a meal provided at an em-minimis meals and meals on your business premises.
ployer-operated eating facility that is not available on the
same terms to one of the following groups.

De Minimis Meals
• All of your employees.

You can exclude any meal or meal money you provide to • A group of employees defined under a reasonable
an employee if it has so little value (taking into account how

classification you set up that does not favor highly
frequently you provide meals to your employees) that ac-

compensated employees.
counting for it would be unreasonable or administratively
impracticable. The exclusion applies, for example, to the

For this exclusion, a highly compensated employee for
following items.

2010 is an employee who meets either of the following
• Coffee, doughnuts, or soft drinks. tests.
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1. The employee was a 5% owner at any time during and lunch periods, you can exclude from her wages the
the year or the preceding year. value of her breakfast and lunch.

If you also allow Carol to have meals on your business2. The employee received more than $110,000 in pay
premises without charge on her days off, you cannot ex-for the preceding year.
clude the value of those meals from her wages.

You can choose to ignore test (2) if the employee was not
Employees available for emergency calls. Meals youalso in the top 20% of employees when ranked by pay for

furnish during working hours so an employee will be avail-the preceding year.
able for emergency calls during the meal period are fur-
nished for your convenience. You must be able to show

Meals on Your Business Premises these emergency calls have occurred or can reasonably
be expected to occur.

You can exclude the value of meals you furnish to an
employee from the employee’s wages if they meet the Example. A hospital maintains a cafeteria on its prem-
following tests. ises where all of its 230 employees may get meals at no

charge during their working hours. The hospital must have• They are furnished on your business premises.
120 of its employees available for emergencies. Each of

• They are furnished for your convenience. these 120 employees is, at times, called upon to perform
services during the meal period. Although the hospital

This exclusion does not apply if you allow your employee does not require these employees to remain on the prem-
to choose to receive additional pay instead of meals. ises, they rarely leave the hospital during their meal period.

Since the hospital furnishes meals on its premises to itsOn your business premises. Generally, for this exclu-
employees so that more than half of them are available forsion, the employee’s place of work is your business prem-
emergency calls during meal periods, the hospital canises.
exclude the value of these meals from the wages of all of

For your convenience. Whether you furnish meals for its employees.
your convenience as an employer depends on all the facts

Short meal periods. Meals you furnish during workingand circumstances. You furnish the meals to your em-
hours are furnished for your convenience if the nature ofployee for your convenience if you do this for a substantial
your business restricts an employee to a short meal periodbusiness reason other than to provide the employee with
(such as 30 or 45 minutes) and the employee cannot beadditional pay. This is true even if a law or an employment
expected to eat elsewhere in such a short time. For exam-contract provides that the meals are furnished as pay.
ple, meals can qualify for this treatment if your peakHowever, a written statement that the meals are furnished
work-load occurs during the normal lunch hour. However,for your convenience is not sufficient.
they do not qualify if the reason for the short meal period is

Meals excluded for all employees if excluded for to allow the employee to leave earlier in the day.
more than half. If more than half of your employees who
are furnished meals on your business premises are fur- Example. Frank is a bank teller who works from 9 a.m.
nished the meals for your convenience, you can treat all to 5 p.m. The bank furnishes his lunch without charge in a
meals you furnish to employees on your business prem- cafeteria the bank maintains on its premises. The bank
ises as furnished for your convenience. furnishes these meals to Frank to limit his lunch period to

30 minutes, since the bank’s peak workload occurs duringFood service employees. Meals you furnish to a res-
the normal lunch period. If Frank got his lunch elsewhere, ittaurant or other food service employee during, or immedi-
would take him much longer than 30 minutes and the bankately before or after, the employee’s working hours are
strictly enforces the time limit. The bank can exclude thefurnished for your convenience. For example, if a waitress
value of these meals from Frank’s wages.works through the breakfast and lunch periods, you can

exclude from her wages the value of the breakfast and Proper meals not otherwise available. Meals you fur-
lunch you furnish in your restaurant for each day she nish during working hours are furnished for your conve-
works. nience if the employee could not otherwise eat proper

meals within a reasonable period of time. For example,
Example. You operate a restaurant business. You fur-

meals can qualify for this treatment if there are insufficient
nish your employee, Carol, who is a waitress working 7

eating facilities near the place of employment.
a.m. to 4 p.m., two meals during each workday. You

Meals after work hours. Meals you furnish to an em-encourage but do not require Carol to have her breakfast
ployee immediately after working hours are furnished foron the business premises before starting work. She must
your convenience if you would have furnished them duringalso have her lunch on the premises. Since Carol is a food
working hours for a substantial nonpay business reasonservice employee and works during the normal breakfast
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but, because of the work duties, they were not eaten during location is at least 50 miles farther from the employee’s old
working hours. home than the old job location was. The time test is met if

the employee works at least 39 weeks during the first 12
Meals you furnish to promote goodwill, boost mo-

months after arriving in the general area of the new job
rale, or attract prospective employees. Meals you fur-

location.
nish to promote goodwill, boost morale, or attract

For more information on deductible moving expenses,prospective employees are not considered furnished for
see Publication 521, Moving Expenses.your convenience. However, you may be able to exclude

their value as discussed under De Minimis Meals, earlier. Employee. For this exclusion, treat the following individu-
als as employees.Meals furnished on nonworkdays or with lodging.

You generally cannot exclude from an employee’s wages • A current employee.
the value of meals you furnish on a day when the employee

• A leased employee who has provided services tois not working. However, you can exclude these meals if
you on a substantially full-time basis for at least athey are furnished with lodging that is excluded from the
year if the services are performed under your pri-employee’s wages as discussed under Lodging on Your
mary direction or control.Business Premises, earlier.

Meals with a charge. The fact that you charge for the Exception for S corporation shareholders. Do not
meals and that your employees may accept or decline the treat a 2% shareholder of an S corporation as an employee
meals is not taken into account in determining whether or of the corporation for this purpose. A 2% shareholder is
not meals are furnished for your convenience. someone who directly or indirectly owns (at any time dur-

ing the year) more than 2% of the corporation’s stock orS corporation shareholder-employee. For this exclu-
stock with more than 2% of the voting power. Treat a 2%sion, do not treat a 2% shareholder of an S corporation as
shareholder as you would a partner in a partnership foran employee of the corporation. A 2% shareholder is
fringe benefit purposes, but do not treat the benefit as asomeone who directly or indirectly owns (at any time dur-
reduction in distributions to the 2% shareholder.ing the year) more than 2% of the corporation’s stock or

stock with more than 2% of the voting power. Treat a 2%
Exclusion from wages. Generally, you can exclude qual-shareholder as you would a partner in a partnership for
ifying moving expense reimbursement you provide to anfringe benefit purposes, but do not treat the benefit as a
employee from the employee’s wages. If you paid thereduction in distributions to the 2% shareholder.
reimbursement directly to the employee, report the amount
in box 12 of Form W-2 with the code “P.” Do not report

Moving Expense Reimbursements payments to a third party for the employee’s moving ex-
penses or the value of moving services you provided in

This exclusion applies to any amount you directly or indi-
kind.

rectly give to an employee, (including services furnished in
kind) as payment for, or reimbursement of, moving ex-

No-Additional-Cost Servicespenses. You must make the reimbursement under rules
similar to those described in chapter 11 of Publication 535

This exclusion applies to a service you provide to anfor reimbursement of expenses for travel, meals, and en-
employee if it does not cause you to incur any substantialtertainment under accountable plans.
additional costs. The service must be offered to customersThe exclusion applies only to reimbursement of moving
in the ordinary course of the line of business in which theexpenses that the employee could deduct if he or she had
employee performs substantial services.paid or incurred them without reimbursement. However, it

Generally, no-additional-cost services are excess ca-does not apply if the employee actually deducted the
pacity services, such as airline, bus, or train tickets; hotelexpenses in a previous year.
rooms; or telephone services provided free or at a reduced

Deductible moving expenses. Deductible moving ex- price to employees working in those lines of business.
penses include only the reasonable expenses of:

Substantial additional costs. To determine whether you• Moving household goods and personal effects from
incur substantial additional costs to provide a service to an

the former home to the new home, and
employee, count any lost revenue as a cost. Do not reduce
the costs you incur by any amount the employee pays for• Traveling (including lodging) from the former home
the service. You are considered to incur substantial addi-to the new home.
tional costs if you or your employees spend a substantial

Deductible moving expenses do not include any ex- amount of time in providing the service, even if the time
penses for meals and must meet both the distance test and spent would otherwise be idle or if the services are pro-
the time test. The distance test is met if the new job vided outside normal business hours.
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Reciprocal agreements. A no-additional-cost service • All of your employees.
provided to your employee by an unrelated employer may • A group of employees defined under a reasonable
qualify as a no-additional-cost service if all the following

classification you set up that does not favor highlytests are met:
compensated employees.

• The service is the same type of service generally
provided to customers in both the line of business in For this exclusion, a highly compensated employee for
which the employee works and the line of business 2010 is an employee who meets either of the following
in which the service is provided. tests.

• You and the employer providing the service have a
1. The employee was a 5% owner at any time during

written reciprocal agreement under which a group of
the year or the preceding year.employees of each employer, all of whom perform

substantial services in the same line of business, 2. The employee received more than $110,000 in pay
may receive no-additional-cost services from the for the preceding year.
other employer.

You can choose to ignore test (2) if the employee was not
• Neither you nor the other employer incurs any sub- also in the top 20% of employees when ranked by pay for

stantial additional cost either in providing the service the preceding year.
or because of the written agreement.

Retirement Planning Services
Employee. For this exclusion, treat the following individu-

You may exclude from an employee’s wages the value ofals as employees.
any retirement planning advice or information you provide

1. A current employee. to your employee or his or her spouse if you maintain a
qualified retirement plan as defined in section 219(g)(5) of2. A former employee who retired or left on disability.
the Internal Revenue Code. In addition to employer plan

3. A widow or widower of an individual who died while
advice and information, the services provided may include

an employee.
general advice and information on retirement. However,

4. A widow or widower of a former employee who re- the exclusion does not apply to services for tax prepara-
tired or left on disability. tion, accounting, legal, or brokerage services.

5. A leased employee who has provided services to you
on a substantially full-time basis for at least a year if Transportation (Commuting) Benefits
the services are performed under your primary direc-

This section discusses exclusion rules that apply to bene-tion or control.
fits you provide to your employees for their personal trans-

6. A partner who performs services for a partnership.
portation, such as commuting to and from work. These

Treat services you provide to the spouse or dependent rules apply to the following transportation benefits.
child of an employee as provided to the employee. For this • De minimis transportation benefits.
fringe benefit, dependent child means any son, stepson,
daughter, or stepdaughter who is a dependent of the em- • Qualified transportation benefits.
ployee, or both of whose parents have died and who has

Special rules that apply to demonstrator cars and qualified
not reached age 25. Treat a child of divorced parents as a

nonpersonal-use vehicles are discussed under Workingdependent of both parents.
Condition Benefits, later.Treat any use of air transportation by the parent of an

employee as use by the employee. This rule does not
De Minimis Transportation Benefitsapply to use by the parent of a person considered an

employee because of item (3) or (4) above.
You can exclude the value of any de minimis transportation

Exclusion from wages. You can generally exclude the benefit you provide to an employee from the employee’s
value of a no-additional-cost service you provide to an wages. A de minimis transportation benefit is any transpor-
employee from the employee’s wages. tation benefit you provide to an employee if it has so little

value (taking into account how frequently you provideException for highly compensated employees. You
transportation to your employees) that accounting for itcannot exclude from the wages of a highly compensated
would be unreasonable or administratively impracticable.employee the value of a no-additional-cost service that is
For example, it applies to occasional transportation farenot available on the same terms to one of the following

groups. you give an employee because the employee is working
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overtime if the benefit is reasonable and is not based on Mass transit may be publicly or privately operated and
hours worked. includes bus, rail, or ferry. For guidance on the use of

smart cards and debit cards to provide qualified transporta-
tion fringes, see Revenue Ruling 2006-57, 2006-47 I.R.B.Employee. For this exclusion, treat any recipient of a de
911, available at www.irs.gov/irb/2006-47_IRB/ar05.htmlminimis transportation benefit as an employee.
and Notice 2008-74, 2008-38 I.R.B. 718, available at 
www.irs.gov/irb/2008-38_IRB/ar09.html.

Qualified Transportation Benefits
Qualified parking. Qualified parking is parking you pro-

This exclusion applies to the following benefits. vide to your employees on or near your business premises.
It includes parking on or near the location from which your• A ride in a commuter highway vehicle between the
employees commute to work using mass transit, com-employee’s home and work place.
muter highway vehicles, or carpools. It does not include• A transit pass. parking at or near your employee’s home.

• Qualified parking.

Qualified bicycle commuting reimbursement. For any• Qualified bicycle commuting reimbursement.
calendar year, the exclusion for qualified bicycle commut-

The exclusion applies whether you provide only one or a ing reimbursement includes any employer reimbursement
combination of these benefits to your employees. during the 15-month period beginning with the first day of

the calendar year for reasonable expenses incurred by theQualified transportation benefits can be provided directly
employee during the calendar year.by you or through a bona fide reimbursement arrange-

Reasonable expenses include:ment. However, cash reimbursements for transit passes
qualify only if a voucher or a similar item that the employee • The purchase of a bicycle and
can exchange only for a transit pass is not readily available

• Bicycle improvements, repair, and storage.for direct distribution by you to your employee. A voucher is
readily available for direct distribution only if an employee These are considered reasonable expenses as long as the
can obtain it from a voucher provider that does not impose bicycle is regularly used for travel between the employee’s
fare media charges or other restrictions that effectively residence and place of employment.
prevent the employer from obtaining vouchers. See Regu-
lations section 1.132-9(b)(Q&A 16-19) for more informa- Employee. For this exclusion, treat the following individu-
tion. als as employees.

Generally, you can exclude qualified transportation
• A current employee.fringe benefits from an employee’s wages even if you

provide them in place of pay. However, qualified bicycle • A leased employee who has provided services to
commuting reimbursements cannot be excluded if the re- you on a substantially full-time basis for at least a
imbursements are provided in place of pay. For information year if the services are performed under your pri-
about providing qualified transportation fringe benefits mary direction or control.
under a compensation reduction agreement, see Regula-
tions section 1.132-9(b)(Q&A 11-15). A self-employed individual is not an employee for quali-

fied transportation benefit purposes.
Commuter highway vehicle. A commuter highway vehi-

Exception for S corporation shareholders. Do notcle is any highway vehicle that seats at least 6 adults (not
treat a 2% shareholder of an S corporation as an employeeincluding the driver). In addition, you must reasonably
of the corporation for this purpose. A 2% shareholder isexpect that at least 80% of the vehicle mileage will be for
someone who directly or indirectly owns (at any time dur-transporting employees between their homes and work
ing the year) more than 2% of the corporation’s stock orplace with employees occupying at least one-half the vehi-
stock with more than 2% of the voting power. Treat a 2%cle’s seats (not including the driver’s).
shareholder as you would a partner in a partnership for
fringe benefit purposes, but do not treat the benefit as aTransit pass. A transit pass is any pass, token, farecard,
reduction in distributions to the 2% shareholder.voucher, or similar item entitling a person to ride, free of

charge or at a reduced rate, on one of the following.
Relation to other fringe benefits. You cannot exclude a• On mass transit.
qualified transportation benefit you provide to an employee

• In a vehicle that seats at least 6 adults (not including under the de minimis or working condition benefit rules.
the driver) if a person in the business of transporting However, if you provide a local transportation benefit other
persons for pay or hire operates it. than by transit pass or commuter highway vehicle, or to a
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person other than an employee, you may be able to ex- 3. A widow or widower of an individual who died while
an employee.clude all or part of the benefit under other fringe benefit

rules (de minimis, working condition, etc.). 4. A widow or widower of a former employee who re-
tired or left on disability.

Exclusion from wages. You can generally exclude the
5. A dependent child or spouse of any individual listedvalue of transportation benefits that you provide to an

in (1) through (4) above.employee during 2010 from the employee’s wages up to
the following limits. A tuition reduction for graduate education qualifies for

this exclusion only if it is for the education of a graduate• $230 per month for combined commuter highway
student who performs teaching or research activities forvehicle transportation and transit passes.
the educational organization.

• $230 per month for qualified parking. For more information on this exclusion, see Publication
970, Tax Benefits for Education.• For a calendar year, $20 multiplied by the number of

qualified bicycle commuting months during that year
Volunteer Firefighter and Emergencyfor qualified bicycle commuting reimbursement of ex-

penses incurred during the year. Medical Responder Benefits

An exclusion from gross income is available to volunteerQualified bicycle commuting month. For any em-
firefighters and emergency medical responders who areployee, a qualified bicycle commuting month is any month
members of a qualified volunteer emergency responsethe employee:
organization.

1. Regularly uses the bicycle for a substantial portion of After 2007, gross income does not include:
the travel between the employee’s residence and

• Rebates or reductions of property or income taxesplace of employment and
provided by a state or local government for providing

2. Does not receive: services as a member of a qualified emergency re-
sponse organization (defined below). Any such re-

a. Transportation in a commuter highway vehicle, bate or reduction reduces the amount of the income
tax deduction for such taxes.b. Any transit pass, or

• Qualified payments made by a state or local govern-c. Qualified parking benefits.
ment for providing services as a member of a quali-
fied emergency response organization. The

Benefits more than the limit. If the value of a benefit exclusion is limited to $30 multiplied by the number
for any month is more than its limit, include in the em- of months the member performs such services. A
ployee’s wages the amount over the limit minus any charitable deduction for expenses paid by the mem-
amount the employee paid for the benefit. You cannot ber in connection with performing such services
exclude the excess from the employee’s wages as a de must be reduced by any payment excluded from
minimis transportation benefit. income.

A qualified volunteer emergency response organizationMore information. For more information on qualified
is any volunteer organization organized and operated totransportation benefits, including van pools, and how to
provide firefighting or emergency medical services for per-determine the value of parking, see Regulations section
sons in a state or local jurisdiction and required by written1.132-9.
agreement with that state or local jurisdiction to furnish
such services.Tuition Reduction
Exclusion from wages. You can exclude any qualified

An educational organization can exclude the value of a state or local tax benefit and any qualified payment from
qualified tuition reduction it provides to an employee from the employee’s wages. The excluded wages are not sub-
the employee’s wages. ject to federal withholding, social security tax, Medicare

A tuition reduction for undergraduate education gener- tax, and unemployment tax.
ally qualifies for this exclusion if it is for the education of
one of the following individuals. Working Condition Benefits

1. A current employee.
This exclusion applies to property and services you pro-

2. A former employee who retired or left on disability. vide to an employee so that the employee can perform his
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or her job. It applies to the extent the employee could car as an itemized deduction on his or her personal income
deduct the cost of the property or services as a business tax return. This option is available only if you use the lease
expense or depreciation expense if he or she had paid for value rule (discussed in section 3) to value the benefit.
it. The employee must meet any substantiation require-
ments that apply to the deduction. Examples of working Demonstrator cars. Generally, all of the use of a demon-
condition benefits include an employee’s use of a company strator car by your full-time auto salesperson qualifies as a
car for business and job-related education provided to an working condition benefit if the use is primarily to facilitate
employee. the services the salesperson provides for you and there

This exclusion also applies to a cash payment you are substantial restrictions on personal use. For more
provide for an employee’s expenses for a specific or prear- information and the definition of “full-time auto salesper-
ranged business activity for which a deduction is otherwise son,” see Regulations section 1.132-5(o). For optional,
allowable to the employee. You must require the employee simplified methods used to determine if full, partial, or no
to verify that the payment is actually used for those ex- exclusion of income to the employee for personal use of a
penses and to return any unused part of the payment. demonstrator car applies, see Revenue Procedure

2001-56. You can find Revenue Procedure 2001-56 onFor information on deductible employee business ex-
penses, see Unreimbursed Employee Expenses in Publi- page 590 of Internal Revenue Bulletin 2001-51 at 
cation 529, Miscellaneous Deductions. www.irs.gov/pub/irs-irbs/irb01-51.pdf.

The exclusion does not apply to the following items.
Qualified nonpersonal-use vehicles. All of an em-• A service or property provided under a flexible ployee’s use of a qualified nonpersonal-use vehicle is a

spending account in which you agree to provide the working condition benefit. A qualified nonpersonal-use ve-
employee, over a time period, a certain level of un- hicle is any vehicle the employee is not likely to use more
specified noncash benefits with a predetermined than minimally for personal purposes because of its de-
cash value.

sign. Qualified nonpersonal-use vehicles generally include
all of the following vehicles.• A physical examination program you provide, even if

mandatory. • Clearly marked, through painted insignia or words,
police and fire vehicles.• Any item to the extent the employee could deduct its

cost as an expense for a trade or business other • Unmarked vehicles used by law enforcement officers
than your trade or business.

if the use is officially authorized.

• An ambulance or hearse used for its specific pur-
Employee. For this exclusion, treat the following individu-

pose.
als as employees.

• Any vehicle designed to carry cargo with a loaded• A current employee.
gross vehicle weight over 14,000 pounds.

• A partner who performs services for a partnership. • Delivery trucks with seating for the driver only, or the
• A director of your company. driver plus a folding jump seat.

• An independent contractor who performs services • A passenger bus with a capacity of at least 20 pas-
for you. sengers used for its specific purpose.

• School buses.
Vehicle allocation rules. If you provide a car for an em- • Tractors and other special-purpose farm vehicles.
ployee’s use, the amount you can exclude as a working
condition benefit is the amount that would be allowable as

Pickup trucks. A pickup truck with a loaded gross vehi-
a deductible business expense if the employee paid for its

cle weight of 14,000 pounds or less is a qualified nonper-
use. If the employee uses the car for both business and

sonal-use vehicle if it has been specially modified so it is
personal use, the value of the working condition benefit is

not likely to be used more than minimally for personal
the part determined to be for business use of the vehicle.

purposes. For example, a pickup truck qualifies if it isSee Business use of your car under Personal versus
clearly marked with permanently affixed decals, specialBusiness Expenses in chapter 1 of Publication 535. Also,
painting, or other advertising associated with your trade,see the special rules for certain demonstrator cars and
business, or function and meets either of the followingqualified nonpersonal-use vehicles discussed below.
requirements.

However, instead of excluding the value of the working
condition benefit, you can include the entire annual lease 1. It is equipped with at least one of the following items.
value of the car in the employee’s wages. The employee

a. A hydraulic lift gate.can then claim any deductible business expense for the
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b. Permanent tanks or drums. Outplacement services. An employee’s use of outplace-
ment services qualifies as a working condition benefit if

c. Permanent side boards or panels that materially
you provide the services to the employee on the basis of

raise the level of the sides of the truck bed.
need, you get a substantial business benefit from the

d. Other heavy equipment (such as an electric gen- services distinct from the benefit you would get from the
erator, welder, boom, or crane used to tow auto- payment of additional wages, and the employee is seeking
mobiles and other vehicles). employment in the same trade or business of the em-

ployer. Substantial business benefits include promoting a
2. It is used primarily to transport a particular type of positive business image, maintaining employee morale,

load (other than over the public highways) in a con- and avoiding wrongful termination suits.
struction, manufacturing, processing, farming, min- Outplacement services do not qualify as a working con-
ing, drilling, timbering, or other similar operation for dition benefit if the employee can choose to receive cash
which it was specially designed or significantly modi- or taxable benefits in place of the services. If you maintain
fied. a severance plan and permit employees to get outplace-

ment services with reduced severance pay, include in the
Vans. A van with a loaded gross vehicle weight of employee’s wages the difference between the unreduced

14,000 pounds or less is a qualified nonpersonal-use vehi- severance and the reduced severance payments.
cle if it has been specially modified so it is not likely to be
used more than minimally for personal purposes. For ex- Exclusion from wages. You can generally exclude the
ample, a van qualifies if it is clearly marked with perma- value of a working condition benefit you provide to an
nently affixed decals, special painting, or other advertising employee from the employee’s wages.
associated with your trade, business, or function and has a

Exception for independent contractors. You cannotseat for the driver only (or the driver and one other person)
exclude the value of parking (unless de minimis), transitand either of the following items.
passes (if their monthly value exceeds $230 per month), or

• Permanent shelving that fills most of the cargo area. the use of consumer goods you provide in a product testing
program from the compensation you pay to an indepen-• An open cargo area and the van always carries
dent contractor who performs services for you.merchandise, material, or equipment used in your

trade, business, or function. Exception for company directors. You cannot ex-
clude the value of the use of consumer goods you provide
in a product testing program from the compensation youEducation. Certain job-related education you provide to
pay to a director.an employee may qualify for exclusion as a working condi-

tion benefit. To qualify, the education must meet the same
requirements that would apply for determining whether the
employee could deduct the expenses had the employee 3. Fringe Benefit Valuation
paid the expenses. The education must meet at least one

Rulesof the following tests.

• The education is required by the employer or by law This section discusses the rules you must use to determine
for the employee to keep his or her present salary, the value of a fringe benefit you provide to an employee.
status, or job. The required education must serve a You must determine the value of any benefit you cannot
bona fide business purpose of the employer. exclude under the rules in section 2 or for which the

amount you can exclude is limited. See Including taxable• The education maintains or improves skills needed
benefits in pay, on page 2.in the job.

In most cases, you must use the general valuation rule
However, even if the education meets one or both of the to value a fringe benefit. However, you may be able to use

above tests, it is not qualifying education if it: a special valuation rule to determine the value of certain
benefits.• Is needed to meet the minimum educational require-

This section does not discuss the special valuation rulements of the employee’s present trade or business,
used to value meals provided at an employer-operatedor
eating facility for employees. For that rule, see Regulations

• Is part of a program of study that will qualify the section 1.61-21(j). This section also does not discuss the
employee for a new trade or business. special valuation rules used to value the use of aircraft. For

those rules, see Regulations sections 1.61-21(g) and (h),
Revenue Ruling 2009-6, 2009-12 I.R.B. 694, available at
www.irs.gov/irb/2009-12_IRB/ar07.html, and Revenue
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Ruling 2009-28, 2009-39 I.R.B. 391, available at employee for personal use is more than an amount deter-
www.irs.gov/irb/2009-39_IRB/ar06.html. mined by the IRS as the maximum automobile value for the

year. For example, you cannot use the cents-per-mile rule
for an automobile that you first made available to an em-General Valuation Rule
ployee in 2009 if its value at that time exceeded $15,000
for a passenger automobile or $15,200 for a truck or van.You must use the general valuation rule to determine the
The maximum automobile value for 2010 will be publishedvalue of most fringe benefits. Under this rule, the value of a
in a revenue procedure in the Internal Revenue Bulletinfringe benefit is its fair market value.
early in 2010. If you and the employee own or lease the
automobile together, see Regulations sectionFair market value. The fair market value (FMV) of a fringe
1.61-21(e)(1)(iii)(B).benefit is the amount an employee would have to pay a

third party in an arm’s-length transaction to buy or lease
the benefit. Determine this amount on the basis of all the Vehicle. For the cents-per-mile rule, a vehicle is any mo-
facts and circumstances. torized wheeled vehicle, including an automobile, manu-

Neither the amount the employee considers to be the factured primarily for use on public streets, roads, and
value of the fringe benefit nor the cost you incur to provide highways.
the benefit determines its FMV.

Regular use in your trade or business. A vehicle is
Employer-provided vehicles. In general, the FMV of an regularly used in your trade or business if at least one of
employer-provided vehicle is the amount the employee the following conditions is met.
would have to pay a third party to lease the same or similar • At least 50% of the vehicle’s total annual mileage isvehicle on the same or comparable terms in the geo-

for your trade or business.graphic area where the employee uses the vehicle. A
comparable lease term would be the amount of time the • You sponsor a commuting pool that generally uses
vehicle is available for the employee’s use, such as a the vehicle each workday to drive at least three em-
1-year period. ployees to and from work.

Do not determine the FMV by multiplying a • The vehicle is regularly used in your trade or busi-
cents-per-mile rate times the number of miles driven un-

ness on the basis of all of the facts and circum-
less the employee can prove the vehicle could have been

stances. Infrequent business use of the vehicle,
leased on a cents-per-mile basis.

such as for occasional trips to the airport or between
your multiple business premises, is not regular use

Cents-Per-Mile Rule of the vehicle in your trade or business.

Under this rule, you determine the value of a vehicle you
Mileage test. A vehicle meets the mileage test for a calen-provide to an employee for personal use by multiplying the
dar year if both of the following requirements are met.standard mileage rate by the total miles the employee

drives the vehicle for personal purposes. Personal use is • The vehicle is actually driven at least 10,000 miles
any use of the vehicle other than use in your trade or during the year. If you own or lease the vehicle only
business. This amount must be included in the employee’s part of the year, reduce the 10,000 mile requirement
wages or reimbursed by the employee. For 2010, the

proportionately.
standard mileage rate is 50 cents per mile.

• The vehicle is used during the year primarily byYou can use the cents-per-mile rule if either of the
employees. Consider the vehicle used primarily byfollowing requirements is met.
employees if they use it consistently for commuting.• You reasonably expect the vehicle to be regularly Do not treat the use of the vehicle by another individ-

used in your trade or business throughout the calen- ual whose use would be taxed to the employee as
dar year (or for a shorter period during which you use by the employee.
own or lease it).

For example, if only one employee uses a vehicle during• The vehicle meets the mileage test.
the calendar year and that employee drives the vehicle at
least 10,000 miles in that year, the vehicle meets the
mileage test even if all miles driven by the employee are
personal.Maximum automobile value. You cannot use

the cents-per-mile rule for an automobile (any
Consistency requirements. I f  you use thefour-wheeled vehicle, such as a car, pickup truck,CAUTION

!
cents-per-mile rule, the following requirements apply.or van) if its value when you first make it available to any
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• You must begin using the cents-per-mile rule on the • You provide the vehicle to an employee for use in
your trade or business and, for bona fide noncom-first day you make the vehicle available to any em-
pensatory business reasons, you require the em-ployee for personal use. However, if you use the
ployee to commute in the vehicle. You will be treatedcommuting rule (discussed later) when you first
as if you had met this requirement if the vehicle ismake the vehicle available to any employee for per-
generally used each workday to carry at least threesonal use, you can change to the cents-per-mile rule
employees to and from work in an employeron the first day for which you do not use the 
 sponsored commuting pool.commuting rule.

• You establish a written policy under which you do• You must use the cents-per-mile rule for all later
not allow the employee to use the vehicle for per-years in which you make the vehicle available to any
sonal purposes other than for commuting or deemployee and the vehicle qualifies, except that you
minimis personal use (such as a stop for a personalcan use the commuting rule for any year during
errand on the way between a business delivery andwhich use of the vehicle qualifies under the commut-
the employee’s home). Personal use of a vehicle ising rules. However, if the vehicle does not qualify for
all use that is not for your trade or business.the cents-per-mile rule during a later year, you can

use for that year and thereafter any other rule for • The employee does not use the vehicle for personal
purposes other than commuting and de minimis per-which the vehicle then qualifies.
sonal use.• You must continue to use the cents-per-mile rule if

• If this vehicle is an automobile (any four-wheeledyou provide a replacement vehicle to the employee
vehicle, such as a car, pickup truck, or van), the(and the vehicle qualifies for the use of this rule) and
employee who uses it for commuting is not a controlyour primary reason for the replacement is to reduce
employee. See Control employee below.federal taxes.

Vehicle. For this rule, a vehicle is any motorized wheeledI tems included in cents-per-mile rate. The
vehicle, including an automobile manufactured primarilycents-per-mile rate includes the value of maintenance and
for use on public streets, roads, and highways.insurance for the vehicle. Do not reduce the rate by the

value of any service included in the rate that you did not Control employee. A control employee of a nongovern-
provide. You can take into account the services actually ment employer for 2010 is generally any of the following
provided for the vehicle by using the General Valuation employees.
Rule, earlier.

• A board or shareholder-appointed, confirmed, or
For miles driven in the United States, its territories and

elected officer whose pay is $95,000 or more.
possessions, Canada, and Mexico, the cents-per-mile rate

• A director.includes the value of fuel you provide. If you do not provide
fuel, you can reduce the rate by no more than 5.5 cents. • An employee whose pay is $195,000 or more.

For special rules that apply to fuel you provide for miles
• An employee who owns a 1% or more equity, capi-driven outside the United States, Canada, and Mexico, see

tal, or profits interest in your business.Regulations section 1.61-21(e)(3)(ii)(B).
The value of any other service you provide for a vehicle

A control employee for a government employer for 2010is not included in the cents-per-mile rate. Use the general
is either of the following.

valuation rule to value these services.
• A government employee whose compensation is

equal to or exceeds Federal Government ExecutiveCommuting Rule
Level V. (See the Office of Personnel Management
website at www.opm.gov/oca/payrates/index.asp forUnder this rule, you determine the value of a vehicle you
2010 compensation information.)provide to an employee for commuting use by multiplying

each one-way commute (that is, from home to work or from • An elected official.
work to home) by $1.50. If more than one employee com-
mutes in the vehicle, this value applies to each employee. Highly compensated employee alternative. Instead
This amount must be included in the employee’s wages or of using the preceding definition, you can choose to define
reimbursed by the employee. a control employee as any highly compensated employee.

You can use the commuting rule if all the following A highly compensated employee for 2010 is an employee
requirements are met. who meets either of the following tests.
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1. The employee was a 5% owner at any time during primary reason for the replacement is to reduce fed-
the year or the preceding year. eral taxes.

2. The employee received more than $110,000 in pay
for the preceding year.

Annual Lease Value
You can choose to ignore test (2) if the employee was not

Generally, you figure the annual lease value of an automo-also in the top 20% of employees when ranked by pay for
bile as follows.the preceding year.

1. Determine the fair market value (FMV) of the auto-Lease Value Rule mobile on the first date it is available to any em-
ployee for personal use.Under this rule, you determine the value of an automobile

you provide to an employee by using its annual lease 2. Using Table 3-1. Annual Lease Value Table, read
value. For an automobile provided only part of the year, down column (1) until you come to the dollar range
use either its prorated annual lease value or its daily lease within which the FMV of the automobile falls. Then
value. read across to column (2) to find the annual lease

If the automobile is used by the employee in your busi- value.
ness, you generally reduce the lease value by the amount
that is excluded from the employee’s wages as a working Table 3-1. Annual Lease Value Table
condition benefit. The working condition benefit is the
amount that would be an allowable business expense (1) Automobile FMV (2) Annual Lease
deduction for the employee if the employee paid for the $ 0 to 999 . . . . . . . . . . . . . . . . . . . . . . . . . $  600
use of the vehicle. However, you can choose to include the 1,000 to 1,999 . . . . . . . . . . . . . . . . . . . . . 850
entire lease value in the employee’s wages. See Vehicle 2,000 to 2,999 . . . . . . . . . . . . . . . . . . . . . 1,100

3,000 to 3,999 . . . . . . . . . . . . . . . . . . . . . 1,350allocation rules on page 21.
4,000 to 4,999 . . . . . . . . . . . . . . . . . . . . . 1,600
5,000 to 5,999 . . . . . . . . . . . . . . . . . . . . . 1,850Automobile. For this rule, an automobile is any
6,000 to 6,999 . . . . . . . . . . . . . . . . . . . . . 2,100four-wheeled vehicle (such as a car, pickup truck, or van)
7,000 to 7,999 . . . . . . . . . . . . . . . . . . . . . 2,350manufactured primarily for use on public streets, roads,
8,000 to 8,999 . . . . . . . . . . . . . . . . . . . . . 2,600

and highways. 9,000 to 9,999 . . . . . . . . . . . . . . . . . . . . . 2,850
10,000 to 10,999 . . . . . . . . . . . . . . . . . . . . 3,100Consistency requirements. If you use the lease value
11,000 to 11,999 . . . . . . . . . . . . . . . . . . . . 3,350

rule, the following requirements apply. 12,000 to 12,999 . . . . . . . . . . . . . . . . . . . . 3,600
13,000 to 13,999 . . . . . . . . . . . . . . . . . . . . 3,850

1. You must begin using this rule on the first day you 14,000 to 14,999 . . . . . . . . . . . . . . . . . . . . 4,100
make the automobile available to any employee for 15,000 to 15,999 . . . . . . . . . . . . . . . . . . . . 4,350

16,000 to 16,999 . . . . . . . . . . . . . . . . . . . . 4,600personal use. However, the following exceptions ap-
17,000 to 17,999 . . . . . . . . . . . . . . . . . . . . 4,850ply.
18,000 to 18,999 . . . . . . . . . . . . . . . . . . . . 5,100
19,000 to 19,999 . . . . . . . . . . . . . . . . . . . . 5,350a. If you use the commuting rule (discussed earlier)
20,000 to 20,999 . . . . . . . . . . . . . . . . . . . . 5,600

when you first make the automobile available to 21,000 to 21,999 . . . . . . . . . . . . . . . . . . . . 5,850
any employee for personal use, you can change 22,000 to 22,999 . . . . . . . . . . . . . . . . . . . . 6,100

23,000 to 23,999 . . . . . . . . . . . . . . . . . . . . 6,350to the lease value rule on the first day for which
24,000 to 24,999 . . . . . . . . . . . . . . . . . . . . 6,600you do not use the commuting rule.
25,000 to 25,999 . . . . . . . . . . . . . . . . . . . . 6,850
26,000 to 27,999 . . . . . . . . . . . . . . . . . . . . 7,250b. If you use the cents-per-mile rule (discussed ear-
28,000 to 29,999 . . . . . . . . . . . . . . . . . . . . 7,750lier) when you first make the automobile available
30,000 to 31,999 . . . . . . . . . . . . . . . . . . . . 8,250to any employee for personal use, you can
32,000 to 33,999 . . . . . . . . . . . . . . . . . . . . 8,750

change to the lease value rule on the first day on 34,000 to 35,999 . . . . . . . . . . . . . . . . . . . . 9,250
which the automobile no longer qualifies for the 36,000 to 37,999 . . . . . . . . . . . . . . . . . . . . 9,750

38,000 to 39,999 . . . . . . . . . . . . . . . . . . . . 10,250cents-per-mile rule.
40,000 to 41,999 . . . . . . . . . . . . . . . . . . . . 10,750
42,000 to 43,999 . . . . . . . . . . . . . . . . . . . . 11,2502. You must use this rule for all later years in which you
44,000 to 45,999 . . . . . . . . . . . . . . . . . . . . 11,750

make the automobile available to any employee, ex- 46,000 to 47,999 . . . . . . . . . . . . . . . . . . . . 12,250
cept that you can use the commuting rule for any 48,000 to 49,999 . . . . . . . . . . . . . . . . . . . . 12,750

50,000 to 51,999 . . . . . . . . . . . . . . . . . . . . 13,250year during which use of the automobile qualifies.
52,000 to 53,999 . . . . . . . . . . . . . . . . . . . . 13,750

3. You must continue to use this rule if you provide a 54,000 to 55,999 . . . . . . . . . . . . . . . . . . . . 14,250
replacement automobile to the employee and your
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(1) Automobile FMV (2) Annual Lease Items not included. The annual lease value does not
56,000 to 57,999 . . . . . . . . . . . . . . . . . . . . 14,750 include the value of fuel you provide to an employee for
58,000 to 59,999 . . . . . . . . . . . . . . . . . . . . 15,250

personal use, regardless of whether you provide it, reim-
burse its cost, or have it charged to you. You must includeFor automobiles with a FMV of more than $59,999, the
the value of the fuel separately in the employee’s wages.annual lease value equals (.25 × the FMV of the automo-
You can value fuel you provided at FMV or at 5.5 cents perbile) + $500.
mile for all miles driven by the employee. However, you
cannot value at 5.5 cents per mile fuel you provide for milesFMV. The FMV of an automobile is the amount a person
driven outside the United States (including its possessionswould pay to buy it from a third party in an arm’s-length
and territories), Canada, and Mexico.transaction in the area in which the automobile is bought or

leased. That amount includes all purchase expenses, such If you reimburse an employee for the cost of fuel, or
as sales tax and title fees. have it charged to you, you generally value the fuel at the

amount you reimburse, or the amount charged to you if itIf you have 20 or more automobiles, see Regulations
was bought at arm’s length.section 1.61-21(d)(5)(v). If you and the employee own or

lease the automobile together, see Regulations section If you have 20 or more automobiles, see Regulations
1.61-21(d)(2)(ii). section 1.61-21(d)(3)(ii)(D).

You do not have to include the value of a telephone or If you provide any service other than maintenance and
any specialized equipment added to, or carried in, the insurance for an automobile, you must add the FMV of that
automobile if the equipment is necessary for your busi- service to the annual lease value of the automobile to
ness. However, include the value of specialized equipment figure the value of the benefit.
if the employee to whom the automobile is available uses

4-year lease term. The annual lease values in the tablethe specialized equipment in a trade or business other than
are based on a 4-year lease term. These values will gener-yours.
ally stay the same for the period that begins with the firstNeither the amount the employee considers to be the
date you use this rule for the automobile and ends onvalue of the benefit nor your cost for either buying or
December 31 of the fourth full calendar year following thatleasing the automobile determines its FMV. However, see
date.Safe-harbor value, next.

Figure the annual lease value for each later 4-yearSafe-harbor value. You may be able to use a
period by determining the FMV of the automobile on Janu-

safe-harbor value as the FMV.
ary 1 of the first year of the later 4-year period and select-

For an automobile you bought at arm’s length, the ing the amount in column (2) of the table that corresponds
safe-harbor value is your cost, including sales tax, title, and to the appropriate dollar range in column (1).
other purchase expenses. You cannot have been the man-

Using the special accounting rule. If you use theufacturer of the automobile.
special accounting rule for fringe benefits discussed inFor an automobile you lease, you can use any of the
section 4, you can figure the annual lease value for eachfollowing as the safe-harbor value.
later 4-year period at the beginning of the special account-

• The manufacturer’s invoice price (including options) ing period that starts immediately before the January 1
plus 4%. date described in the previous paragraph.

For example, assume that you use the special account-• The manufacturer’s suggested retail price minus 8%
ing rule and that, beginning on November 1, 2009, the(including sales tax, title, and other expenses of
special accounting period is November 1 to October 31.purchase).
You elected to use the lease value rule as of January 1,

• The retail value of the automobile reported by a 2010. You can refigure the annual lease value on Novem-
nationally recognized pricing source if that retail ber 1, 2013, rather than on January 1, 2014.
value is reasonable for the automobile.

Transferring an automobile from one employee to an-
other. Unless the primary purpose of the transfer is toItems included in annual lease value table. Each an-
reduce federal taxes, you can refigure the annual leasenual lease value in the table includes the value of mainte-
value based on the FMV of the automobile on January 1 ofnance and insurance for the automobile. Do not reduce the
the calendar year of transfer.annual lease value by the value of any of these services

that you did not provide. For example, do not reduce the However, if you use the special accounting rule for
annual lease value by the value of a maintenance service fringe benefits discussed in section 4, you can refigure the
contract or insurance you did not provide. (You can take annual lease value (based on the FMV of the automobile)
into account the services actually provided for the automo- at the beginning of the special accounting period in which
bile by using the general valuation rule discussed earlier.) the transfer occurs.
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• The employee would ordinarily walk or use publicProrated Annual Lease Value
transportation for commuting.

If you provide an automobile to an employee for a continu-
• You have a written policy under which you do notous period of 30 or more days but less than an entire

provide the transportation for personal purposescalendar year, you can prorate the annual lease value.
other than commuting because of unsafe conditions.Figure the prorated annual lease value by multiplying the

annual lease value by a fraction, using the number of days • The employee does not use the transportation for
of availability as the numerator and 365 as the denomina- personal purposes other than commuting because of
tor. unsafe conditions.

If you provide an automobile continuously for at least 30
These requirements must be met on a trip-by-trip basis.days, but the period covers 2 calendar years (or 2 special

accounting periods if you are using the special accounting
Commuting transportation. This is transportation to orrule for fringe benefits discussed in section 4), you can use
from work using any motorized wheeled vehicle (includingthe prorated annual lease value or the daily lease value.
an automobile) manufactured for use on public streets,If you have 20 or more automobiles, see Regulations
roads, and highways. You or the employee must buy thesection 1.61-21(d)(6).
transportation from a party that is not related to you. If theIf an automobile is unavailable to the employee because
employee buys it, you must reimburse the employee for itsof his or her personal reasons (for example, if the em-
cost (for example, cab fare) under a bona fide reimburse-ployee is on vacation), you cannot take into account the

periods of unavailability when you use a prorated annual ment arrangement.
lease value.

Qualified employee. A qualified employee for 2010 is
You cannot use a prorated annual lease value if

one who:
the reduction of federal tax is the main reason the
automobile is unavailable. • Performs services during the year;CAUTION

!
• Is paid on an hourly basis;

• Is not claimed under section 213(a)(1) of the FairDaily Lease Value
Labor Standards Act of 1938 (as amended) to be

If you provide an automobile to an employee for a continu- exempt from the minimum wage and maximum hour
ous period of less than 30 days, use the daily lease value provisions;
to figure its value. Figure the daily lease value by multiply-

• Is within a classification for which you actually pay,ing the annual lease value by a fraction, using four times
or have specified in writing that you will pay, over-the number of days of availability as the numerator and
time pay of at least one and one-half times the regu-365 as the denominator.
lar rate provided in section 207 of the 1938 Act; andHowever, you can apply a prorated annual lease value

for a period of continuous availability of less than 30 days • Received pay of not more than $110,000 during
by treating the automobile as if it had been available for 30 2009.
days. Use a prorated annual lease value if it would result in

However, an employee is not considered a qualified em-a lower valuation than applying the daily lease value to the
ployee if you do not comply with the recordkeeping require-shorter period of availability.
ments concerning the employee’s wages, hours, and other
conditions and practices of employment under sectionUnsafe Conditions Commuting Rule
211(c) of the 1938 Act and the related regulations.

Under this rule, the value of commuting transportation you
Unsafe conditions. Unsafe conditions exist if, under theprovide to a qualified employee solely because of unsafe
facts and circumstances, a reasonable person would con-conditions is $1.50 for a one-way commute (that is, from
sider it unsafe for the employee to walk or use publichome to work or from work to home). This amount must be
transportation at the time of day the employee must com-included in the employee’s wages or reimbursed by the
mute. One factor indicating whether it is unsafe is theemployee.
history of crime in the geographic area surrounding theYou can use the unsafe conditions commuting rule for
employee’s workplace or home at the time of day thequalified employees if all of the following requirements are
employee commutes.met.
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on time, make a reasonable estimate of the value of the
fringe benefits provided on the date or dates you chose to4. Rules for Withholding,
treat the benefits as paid. Determine the estimated deposit

Depositing, and Reporting by figuring the amount you would have had to deposit if you
had paid cash wages equal to the estimated value of the

Use the following guidelines for withholding, depositing, fringe benefits and withheld taxes from those cash wages.
and reporting taxable noncash fringe benefits. For addi- Even if you do not know which employee will receive the
tional information on how to withhold on fringe benefits, fringe benefit on the date the deposit is due, you should
see Publication 15 (Circular E), section 5. follow this procedure.

If you underestimate the value of the fringe benefits andValuation of fringe benefits. Generally, you must deter-
deposit less than the amount you would have had tomine the value of noncash fringe benefits no later than
deposit if the applicable taxes had been withheld, you mayJanuary 31 of the next year. Before January 31, you may
be subject to a penalty.reasonably estimate the value of the fringe benefits for

If you overestimate the value of the fringe benefit andpurposes of withholding and depositing on time.
overdeposit, you can either claim a refund or have the

Choice of period for withholding, depositing, and re- overpayment applied to your next Form 941. See the
porting. For employment tax and withholding purposes, Instructions for Form 941.
you can treat fringe benefits (including personal use of If you paid the required amount of taxes but withheld a
employer-provided highway motor vehicles) as paid on a lesser amount from the employee, you can recover from
pay period, quarter, semiannual, annual, or other basis. the employee the social security, Medicare, or income
But the benefits must be treated as paid no less frequently taxes you deposited on the employee’s behalf and in-
than annually. You do not have to choose the same period cluded on the employee’s Form W-2. However, you must
for all employees. You can withhold more frequently for recover the income taxes before April 1 of the following
some employees than for others. year.

You can change the period as often as you like as long
as you treat all of the benefits provided in a calendar year Paying your employee’s share of social security and
as paid no later than December 31 of the calendar year. Medicare taxes. If you choose to pay your employee’s

You can also treat the value of a single fringe benefit as social security and Medicare taxes on taxable fringe bene-
paid on one or more dates in the same calendar year, even fits without deducting them from his or her pay, you must
if the employee receives the entire benefit at one time. For include the amount of the payments in the employee’s
example, if your employee receives a fringe benefit valued income. Also, if your employee leaves your employment
at $1,000 in one pay period during 2010, you can treat it as and you have unpaid and uncollected taxes for noncash
made in four payments of $250, each in a different pay benefits, you are still liable for those taxes. You must add
period of 2010. You do not have to notify the IRS of the use the uncollected employee share of social security and
of the periods discussed above.

Medicare tax to the employee’s wages. Follow the proce-
dure discussed under Employee’s Portion of Taxes PaidTransfer of property. The above choice for reporting
By Employer in section 7 of Publication 15-A. Do not useand withholding does not apply to a fringe benefit that is a
withheld federal income tax to pay the social security andtransfer of tangible or intangible personal property of a kind

normally held for investment or a transfer of real property. Medicare tax.
For this kind of fringe benefit, you must use the actual date

Special accounting rule. You can treat the value of tax-the property was transferred to the employee.
able noncash benefits as paid on a pay period, quarterly,

Withholding and depositing taxes. You can add the semi-annually, annually, or on another basis, provided that
value of fringe benefits to regular wages for a payroll the benefits are treated as paid no less frequently than
period and figure income tax withholding on the total. Or annually. You can treat the value of taxable noncash fringe
you can withhold federal income tax on the value of fringe benefits provided during the last two months of the calen-
benefits at the flat 25% rate that applies to supplemental dar year, or any shorter period within the last two months,
wages. See section 7 in Publication 15 (Circular E) for the as paid in the next year. Thus, the value of taxable non-
flat rate (35%) when supplemental wage payments to an cash benefits actually provided in the last two months of
individual exceed $1,000,000 during the year. 2009 could be treated as provided in 2010 together with

You must withhold the applicable income, social secur- the value of benefits provided in the first 10 months of
ity, and Medicare taxes on the date or dates you chose to

2010. This does not mean that all benefits treated as paid
treat the benefits as paid. Deposit the amounts withheld as

during the last two months of a calendar year can be
discussed in section 11 of Publication 15 (Circular E).

deferred until the next year. Only the value of benefits
actually provided during the last two months of the calen-Amount of deposit. To estimate the amount of income

tax withholding and employment taxes and to deposit them dar year can be treated as paid in the next calendar year.
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Limitation. The special accounting rule cannot be affected employee. For example, the notice may be mailed
used, however, for a fringe benefit that is a transfer of to the employee, included with a paycheck, or posted
tangible or intangible personal property of a kind normally where the employee could reasonably be expected to see
held for investment or a transfer of real property. it. You can also change your election not to withhold at any

time by notifying the employee in the same manner.Conformity rules. Use of the special accounting rule is
optional. You can use the rule for some fringe benefits but

Amount to report on Forms 941 (or Form 944) and W-2.not others. The period of use need not be the same for
The actual value of fringe benefits provided during a calen-each fringe benefit. However, if you use the rule for a
dar year (or other period as explained under Special ac-particular fringe benefit, you must use it for all employees
counting rule, earlier) must be determined by January 31 ofwho receive that benefit.
the following year. You must report the actual value onIf you use the special accounting rule, your employee
Forms 941 (or Form 944) and W-2. If you choose, you canalso must use it for the same period you use it. But your
use a separate Form W-2 for fringe benefits and any otheremployee cannot use the special accounting rule unless
benefit information.you do.

Include the value of the fringe benefit in box 1 of FormYou do not have to notify the IRS if you use the special
W-2. Also include it in boxes 3 and 5, if applicable. Youaccounting rule. You may also, for appropriate reasons,
may show the total value of the fringe benefits provided inchange the period for which you use the rule without
the calendar year or other period in box 14 of Form W-2.notifying the IRS. But you must report the income and
However, if you provided your employee with the use of adeposit the withheld taxes as required for the changed
highway motor vehicle and included 100% of its annualperiod.
lease value in the employee’s income, you must also

Special rules for highway motor vehicles. If an em- report it separately in box 14 or provide it in a separate
ployee uses the employer’s vehicle for personal purposes, statement to the employee so that the employee can com-
the value of that use must be determined by the employer pute the value of any business use of the vehicle.
and included in the employee’s wages. The value of the If you use the special accounting rule, you must notify
personal use must be based on fair market value or deter- the affected employees of the period in which you used it.
mined by using one of the following three special valuation You must give this notice at or near the date you give the
rules previously discussed in section 3. Form W-2, but not earlier than with the employee’s last

paycheck of the calendar year.• The lease value rule. See page 25.

• The cents-per-mile rule. See page 23.

• The commuting rule (for commuting use only). See How To Get Tax Help
page 24.

You can get help with unresolved tax issues, order free
Election not to withhold income tax. You can choose publications and forms, ask tax questions, and get informa-

not to withhold income tax on the value of an employee’s tion from the IRS in several ways. By selecting the method
personal use of a highway motor vehicle you provided. You that is best for you, you will have quick and easy access to
do not have to make this choice for all employees. You can tax help.
withhold income tax from the wages of some employees
but not others. You must, however, withhold the applicable Contacting your Taxpayer Advocate. The Taxpayer
social security and Medicare taxes on such benefits. Advocate Service (TAS) is an independent organization

You can choose not to withhold income tax on an within the IRS whose employees assist taxpayers who are
employee’s personal use of a highway motor vehicle by: experiencing economic harm, who are seeking help in

resolving tax problems that have not been resolved• Notifying the employee as described below that you
through normal channels, or who believe that an IRSchoose not to withhold and
system or procedure is not working as it should. Here are• Including the value of the benefits in boxes 1, 3, 5, seven things every taxpayer should know about TAS:

and 14 on a timely furnished Form W-2. For use of a
• TAS is your voice at the IRS.separate statement in lieu of using box 14, see the

Instructions for Forms W-2 and W-3. • Our service is free, confidential, and tailored to meet
your needs.

The notice must be in writing and must be provided to
• You may be eligible for TAS help if you have tried tothe employee by January 31 of the election year or within

resolve your tax problem through normal IRS chan-30 days after a vehicle is first provided to the employee,
nels and have gotten nowhere, or you believe anwhichever is later. This notice must be provided in a man-

ner reasonably expected to come to the attention of the IRS procedure just isn’t working as it should.
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• TAS helps taxpayers whose problems are causing • Check the status of your 2009 refund. Go to 
www.irs.gov and click on Where’s My Refund. Waitfinancial difficulty or significant cost, including the
at least 72 hours after the IRS acknowledges receiptcost of professional representation. This includes
of your e-filed return, or 3 to 4 weeks after mailing abusinesses as well as individuals.
paper return. If you filed Form 8379 with your return,• TAS employees know the IRS and how to navigate
wait 14 weeks (11 weeks if you filed electronically).

it. We will listen to your problem, help you under-
Have your 2009 tax return available so you can

stand what needs to be done to resolve it, and stay
provide your social security number, your filing sta-

with you every step of the way until your problem is tus, and the exact whole dollar amount of your re-
resolved. fund.

• TAS has at least one local taxpayer advocate in • Download forms, instructions, and publications.
every state, the District of Columbia, and Puerto

• Order IRS products online.Rico. You can call your local advocate, whose num-
ber is in your phone book, in Pub. 1546, Taxpayer • Research your tax questions online.
Advocate Service—Your Voice at the IRS, and on

• Search publications online by topic or keyword.our website at www.irs.gov/advocate. You can also
call our toll-free line at 1-877-777-4778 or TTY/TDD • Use the online Internal Revenue Code, Regulations,
1-800-829-4059. or other official guidance.

• You can learn about your rights and responsibilities • View Internal Revenue Bulletins (IRBs) published in
as a taxpayer by visiting our online tax toolkit at the last few years.
www.taxtoolkit.irs.gov.

• Figure your withholding allowances using the with-
holding calculator online at www.irs.gov/individuals.Low Income Taxpayer Clinics (LITCs). The Low In-

come Taxpayer Clinic program serves individuals who • Determine if Form 6251 must be filed by using our
have a problem with the IRS and whose income is below a Alternative Minimum Tax (AMT) Assistant.
certain level. LITCs are independent from the IRS. Most

• Sign up to receive local and national tax news byLITCs can provide representation before the IRS or in
email.court on audits, tax collection disputes, and other issues

for free or a small fee. If an individual’s native language is • Get information on starting and operating a small
not English, some clinics can provide multilingual informa- business.
tion about taxpayer rights and responsibilities. For more
information, see Publication 4134, Low Income Taxpayer
Clinic List. This publication is available at www.irs.gov, by Phone. Many services are available by phone. 
calling 1-800-TAX-FORM (1-800-829-3676), or at your lo-
cal IRS office.

Free tax services. To find out what services are avail-
able, get Publication 910, IRS Guide to Free Tax Services. • Ordering forms, instructions, and publications. CallIt contains lists of free tax information sources, including

1-800-TAX FORM (1-800-829-3676) to order cur-publications, services, and free tax education and assis-
rent-year forms, instructions, and publications, andtance programs. It also has an index of over 100 TeleTax
prior-year forms and instructions. You should receivetopics (recorded tax information) you can listen to on your
your order within 10 days.telephone.

Accessible versions of IRS published products are • Asking tax questions. Call the IRS with your tax
available on request in a variety of alternative formats for questions at 1-800-829-1040.
people with disabilities. • Solving problems. You can get face-to-face help

Internet. You can access the IRS website at solving tax problems every business day in IRS Tax-
www.irs.gov 24 hours a day, 7 days a week to: payer Assistance Centers. An employee can explain

IRS letters, request adjustments to your account, or
help you set up a payment plan. Call your local
Taxpayer Assistance Center for an appointment. To

• E-file your return. Find out about commercial tax find the number, go to www.irs.gov/localcontacts or
preparation and e-file services available free to eligi- look in the phone book under United States Govern-
ble taxpayers. ment, Internal Revenue Service.
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• TTY/TDD equipment. If you have access to TTY/ are more comfortable talking with someone in per-
TDD equipment, call 1-800-829-4059 to ask tax son, visit your local Taxpayer Assistance Center
questions or to order forms and publications. where you can spread out your records and talk with

an IRS representative face-to-face. No appointment• TeleTax topics. Call 1-800-829-4477 to listen to
is necessary—just walk in. If you prefer, you can call

pre-recorded messages covering various tax topics.
your local Center and leave a message requesting

• Refund information. To check the status of your an appointment to resolve a tax account issue. A
2009 refund, call 1-800-829-1954 during business representative will call you back within 2 business
hours or 1-800-829-4477 (automated refund infor- days to schedule an in-person appointment at your
mation 24 hours a day, 7 days a week). Wait at least convenience. If you have an ongoing, complex tax
72 hours after the IRS acknowledges receipt of your account problem or a special need, such as a disa-
e-filed return, or 3 to 4 weeks after mailing a paper bility, an appointment can be requested. All other
return. If you filed Form 8379 with your return, wait issues will be handled without an appointment. To
14 weeks (11 weeks if you filed electronically). Have find the number of your local office, go to 
your 2009 tax return available so you can provide www.irs.gov/localcontacts or look in the phone book
your social security number, your filing status, and under United States Government, Internal Revenue
the exact whole dollar amount of your refund. Re- Service.
funds are sent out weekly on Fridays. If you check
the status of your refund and are not given the date Mail. You can send your order for forms, instruc-
it will be issued, please wait until the next week tions, and publications to the address below. You
before checking back. should receive a response within 10 days after

your request is received.• Other refund information. To check the status of a
prior year refund or amended return refund, call

Internal Revenue Service1-800-829-1954.
1201 N. Mitsubishi Motorway
Bloomington, IL 61705-6613Evaluating the quality of our telephone services. To

ensure IRS representatives give accurate, courteous, and
DVD for tax products. You can order Publication

professional answers, we use several methods to evaluate
1796, IRS Tax Products DVD, and obtain:

the quality of our telephone services. One method is for a
second IRS representative to listen in on or record random
telephone calls. Another is to ask some callers to complete
a short survey at the end of the call. • Current-year forms, instructions, and publications.

Walk-in. Many products and services are avail- • Prior-year forms, instructions, and publications.
able on a walk-in basis.

• Tax Map: an electronic research tool and finding aid.

• Tax law frequently asked questions.

• Tax Topics from the IRS telephone response sys-• Products. You can walk in to many post offices,
tem.libraries, and IRS offices to pick up certain forms,

instructions, and publications. Some IRS offices, li- • Internal Revenue Code—Title 26 of the U.S. Code.
braries, grocery stores, copy centers, city and county

• Fill-in, print, and save features for most tax forms.government offices, credit unions, and office supply
stores have a collection of products available to print • Internal Revenue Bulletins.
from a CD or photocopy from reproducible proofs.

• Toll-free and email technical support.Also, some IRS offices and libraries have the Inter-
nal Revenue Code, regulations, Internal Revenue • Two releases during the year.
Bulletins, and Cumulative Bulletins available for re- – The first release will ship the beginning of January
search purposes. 2010.

– The final release will ship the beginning of March• Services. You can walk in to your local Taxpayer
2010.Assistance Center every business day for personal,

face-to-face tax help. An employee can explain IRS
Purchase the DVD from National Technical Informationletters, request adjustments to your tax account, or

Service (NTIS) at www.irs.gov/cdorders for $30 (no han-help you set up a payment plan. If you need to
dling fee) or call 1-877-233-6767 toll free to buy the DVDresolve a tax problem, have questions about how the
for $30 (plus a $6 handling fee).tax law applies to your individual tax return, or you
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IRS commuter benefits 

Federal law allows employers three ways to reduce the cost of commuting via 
public transportation (bus, train, ferry or registered vanpool) or qualified 
parking for employees. Companies can offer employees:  

1. a tax-free employer-paid subsidy  
2. a pre-tax employee-paid payroll deduction, or  
3. a combination of the above (shared employee- employer-paid)  

Tax-exempt and pre-tax limits are set by the IRS. The following are the limits 
for the 2009 tax year: 

� $230 per employee per month for vanpool, bus, ferry, rail (all public 
transportation)  

� $230 per employee per month for qualified parking, or  
� $460 per month per employee for both public transportation and 
qualified parking.  

When the employee pays part or all of the cost of public transportation via a 
pre-tax payroll deduction, the employee can set aside up to $230 a month of 
pre-tax income. The employee saves federal withholding and FICA payroll 
taxes on the amount deducted. The employer saves paying FICA on the 
amount deducted. Employees may also share the cost with employers using 
after tax income. Pre-tax payroll deductions are referenced in the Internal 
Revenue Code, Section 132(F), as amended by TEA-21, Title IX, Section 
910.  

Bicycle Benefits Allowed begining in 2009 -  

The 2008 Energy Act adds “qualified bicycle commuting reimbursement” to 
the list of qualified transportation fringe benefits. 

“Qualified bicycle commuting reimbursement” means any employer 
reimbursement of up to $20 per month for reasonable expenses incurred by 
the employee for the purchase of a bicycle and bicycle improvements, repair, 
and storage if the bicycle is regularly used for travel between the employee's 
residence and place of employment. The $20 amount is not indexed for 
inflation as are the other qualified transportation fringe benefits. 

A “qualified bicycle commuting month” is any month in which an employee: 

� (I) regularly uses a bicycle for a substantial portion of the travel between 
his residence and his place of employment, and  

Page 1 of 3

4/8/2009http://www.kingcounty.gov/transportation/CommuteSolutions/EmployerTaxBenefits/IRSCo...

gkr
Rectangle



� (II) does not receive any other qualified transortation benefit for: 
� vanpool (commuter highway vehicle transportation),  
� transit, and  
� parking.  

Unlike the other qualified transportation fringe benefits, a qualified bicycle 
commuting reimbursement benefit cannott be funded through employee pre-
tax income. 

Please check with your tax advisor. 

Home | Privacy | Accessibility | Terms of use | Search 

Links to external sites do not constitute endorsements by King County. By 
visiting this and other  

King County web pages, you expressly agree to be bound by terms and 
conditions of the site 

 
© 2009 King County 

 
 

 

Transit tax benefit increased to $230 per month! 
The American Recovery and Reinvestment Act signed into law by 
President Obama on February 17, 2009 raised the tax-exempt and 
pre-tax limit for public transportation (bus, rail, ferry, vanpool) -- from 
$120 per month to $230 per month.  The increase is effective 
immediately and extends through 2010. 

Previously, employers were allowed under Section 132(f) of the 
Internal Revenue Service (IRS) Code to let their employees use up to 
$120 per month of their pre-tax income to pay for their transit or 
vanpool commuting expenses and up to $230 per month for commuter 
parking. The legislation amends the IRS Code to set the monthly tax-
free contribution limit for public transpotation to a maximum of $230 
per month. 

Quick links: 
� Washington State B&O or Public Utility Tax Credit for Commute Subsidies   
� Metro’s Pre-tax Commuter Benefit Toolkit has easy steps to a pre-tax 

commuter program, customizable forms, flyers, posters and useful links.  
� IRS regulations on Qualified Transportation Fringe Benefits see the 2001 
Federal Register. (155KB .PDF).  
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• California Codes  
o California Revenue and Taxation Code  

 REVENUE AND TAXATION CODE SECTION 24341-24384.5  

Deducting facility improvements for commuters in CA: 
 
 

24343.5.  (a) In addition to the deduction allowed by Section 24343, 
a deduction shall be allowed to an employer as an ordinary and 
necessary expense paid or incurred during the taxable year in 
carrying on any trade or business for those expenses involved in any 
of the following ridesharing arrangements: 
   (1) Subsidizing employees commuting in vanpools. 
   (2) Subsidizing employees commuting in private commuter buses or 
buspools. 
   (3) Subsidizing monthly transit passes for its employees or for 
use by the employee's dependents, except that no deduction shall be 
allowed for transit passes issued for the use of elementary and 
secondary school students. 
   (4) Subsidizing employees commuting in subscription taxipools. 
   (5) Subsidizing employees commuting in a carpool. 
   (6) In the case of an employer who offers free parking to its 
employees, offering a cash equivalent to employees who do not require 
parking, including a parking cash-out program, as defined by 
subdivision (f) of Section 65088.1 of the Government Code. 
   (7) Providing free or preferential parking to carpools, vanpools, 
or any other vehicle used in a ridesharing arrangement. 
   (8) Making facility improvements to encourage employees, for the 
purpose of commuting from their homes, to participate in ridesharing 
arrangements, to use bicycles, or to walk.  These facility 
improvements may include, but are not limited to, any of the 
following:  the construction of bus shelters; the installation of 
bicycle racks and other bicycle-related facilities, such as showers 
and locker rooms; and parking lot modifications to provide carpools, 
vanpools, or buspools with preferential treatment.  The cost of these 
facility improvements shall be  allowed as a depreciation deduction. 
  Notwithstanding subdivision (c), the depreciation deduction shall 
be allowable over a 36-month period. 
   (9) Providing company commuter van or bus service to its employees 
and to others for commuting from their homes, but not for 
transportation required as part of the employer's business 
activities, except as otherwise provided in this section.  The 
capital costs of providing this service shall not be an eligible 
deduction under this section. 
   (10) Providing to employees transportation services which are 
required as part of the employer's business activities to the extent 
that the transportation would be provided by employees without 
reimbursement in the absence of an employer-sponsored ridesharing 
incentive program.  The capital costs of providing this service shall 
not be an eligible deduction under this section. 
   (b) For purposes of this section: 
   (1) "Employer" means either of the following: 
   (A) A taxpayer for whom services are performed by employees, 
except entities which are not subject to tax under this part. 
   (B) A taxpayer which is a private or public educational 
institution which enrolls students at higher than the secondary 
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level. 
   (2) "Employee" means either of the following: 
   (A) An individual who performs service for an employer for more 
than eight hours per week for remuneration. 
   (B) Any commuting student, as defined in paragraph (3). 
   (3) "Commuting student" means a registered full-time student at a 
college, university, or other postsecondary educational institution, 
who lives apart from the property which is designated as the 
"employment site" for the purpose of this section, and who travels 
between his or her residence and the designated employment site on a 
regular, though not necessarily daily, basis. 
   (4) "Employer-sponsored ridesharing incentive program" means a 
program undertaken by an employer either alone or in cooperation with 
other employers to encourage or provide, or both, fiscal other 
incentives to employees to make the home-to-work commute trip by any 
mode other than the single-occupant motor vehicle. 
   (5) "Company commuter bus or van" means a highway vehicle which 
meets all of the following criteria: 
   (A) Has at least seven or more persons commuting on a daily basis 
to and from work. 
   (B) At least 50 percent of the mileage of which can be reasonably 
expected to be used for the purpose of transporting employees to and 
from work. 
   (C) Is acquired by the taxpayer on or after the date of enactment 
of this legislation. 
   (6) "Vanpool" means seven or more persons commuting on a daily 
basis to and from work by means of a vehicle with a seating 
arrangement designed to carry 7 to 15 adult persons. 
   (7) "Monthly transit pass" means any bulk purchase of transit 
rides that entitles the purchaser to 40 or more rides per month, 
whether at a discount rate or the base fare rate. 
   (8) "Transit" means transportation service for use by the general 
public that utilizes buses, railcars, or ferries with a seating 
capacity of 16 or more persons. 
   (9) "Subscription taxipool" means a type of service in which 
employers or groups of employees contract with a public or private 
taxi operator to provide daily commuter service for a group of 
preassembled subscribers on a prepaid or daily-fare basis, following 
a relatively fixed route and schedule tailored to meet the needs of 
the subscribers. 
   (10) "Ridesharing arrangement" means the transportation of persons 
in a motor vehicle where that transportation is incidental to 
another purpose of the driver.  The term includes ridesharing 
arrangements known as carpools, vanpools, and buspools. 
   (11) "Carpool" means two or more persons commuting on a daily 
basis to and from work by means of a vehicle with a seating 
arrangement designed to carry less  than seven adults, including the 
driver. 
   (12) "Buspool" means 16 or more persons commuting on a daily basis 
to and from work by means of a vehicle with a seating arrangement 
designed to carry more than 15 adult passengers. 
   (13) "Private commuter bus" means a highway vehicle which meets 
all of the following criteria: 
   (A) Has a seating capacity of at least seven adults, including the 
driver. 
   (B) At least 50 percent of the mileage of which can be reasonably 
expected to be used for the purpose of transporting employees to and 
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from work. 
   (C) Is acquired by the taxpayer on or after the date of enactment 
of this section. 
   (D) With respect to which the taxpayer makes an election under 
this paragraph on its return for the taxable year in which the 
vehicle is placed in service. 
 

 



 



 

Commuter Benefit Start Kit (for employers) 
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Developing A Commuter Benefit Policy 
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Checklist: Issues to Address

1.  Purpose, goal, or object statement
a.	 What	are	you	trying	to	achieve?	

i.	 Solve	parking	issues

ii.	 Reduce	traffic	congestion

iii.	 Save	employees	money

iv.	 Be	environmentally	friendly

b.	 Measure	and	track	success

i.	 Set	goals

ii.	 Ascertain	baselines

iii.	 Monitor	progress	and	report

2.  Policy statements
a.	 Establish	your	policy	or	policies

	 	b.		 Example	from	the	County	of	San	Diego:	“It	is	the	

County	policy	to	provide	reimbursement	for	all	or	

part	of	an	employee’s	cost	for	a	monthly	transit	pass	

to	facilitate	the	reduction	of	air	pollution	and	ease	

traffic	and	parking	congestion	in	San	Diego	County.”

3. Eligibility criteria
	 a.	 Employment

	 b.	 Commute	alternatives	defined

i.	 Carpool

ii.	 Vanpool

iii.	 Bike,	walk

iv.	 Telework

v.	 Other

	 c.	 Financial	Regulations—Incentive	Payments	

	 	 i.	 Pre-tax	options

	 	 ii.	 Taxable	income

	 	 iii.	 Transit	reimbursement

	 d.	 Carpool	or	vanpool	parking	

	 e.	 Registering	for	Guaranteed	Ride	Home	program

4. Participation requirements 
	 a.	 Fill	out	commuter	survey

	 b.	 Notification	of	commute	changes

5. Application process/registration 
	 a.	 Registration	

	 b.	 Evaluation	

	 c.	 Enrollment	confirmation	

6. Tracking and monitoring 
	 a.	 Maintaining	program	eligibility	

	 b.	 Tracking	forms:	daily	rideshare	record	

	 c.	 Valid	days	to	claim	incentives/reimbursements	

	 d.	 Daily	rideshare	record	tracking	form	reminders	

	 e.	 Reimbursements	or	claims	to	incentives

7. General regulations 
	 a.	 Participating	privilege		

	 b.	 Restrictions	

	 c.	 Abuse	of	incentives:	Enforcement	

Drafting a Commuter Benefit Policy
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CAL POLY POMONA RIDESHARE PROGRAM 
- POLICIES AND PROCEDURES - 

 

I. Goals  

II. General Regulations  

A. Participating Privilege  

B. Other Restrictions Not Listed  

C. Abuse of Incentives  

D. Notification of Stats Obligation  

E. Yearly Commuter Survey  

III. Financial Regulations  

A. Incentive Payments  

B. Taxable Income  

C. Participants without Cal Poly Pomona Quarterly or Annual Parking Permits  

D. Participants with a Cal Poly Pomona Quarterly or Annual Parking Permits  

IV. Cal Poly Pomona Eligibility  

A. Program Eligibility  

B. Carpool and Vanpool definitions  

V. Application Process/ Registration  

A. Registration  

B. Evaluation  

C. Enrollment Confirmation  

VI. Tracking and Monitoring  

A. Maintaining Program Eligibility  

B. Tracking Forms-Daily Rideshare Record  

C. Valid Days to Claim Incentives/Reimbursements  
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D. Daily Rideshare Record Tracking Form Reminders  

E. Reimbursements/ Bronco Bucks Commuter Rewards Posting  

VII. Commute Options  

A. Commuter Rewards Program  

i. Commuter Rewards Regulations  

B. Carpool Parking Program  

C. Expiration and Renewal Process  

D. Review Process  

E. Carpool Parking Probation  

i. Carpool Parking Regulations  

ii. Enforcement  

F. Transit-Bus Reimbursement Program  

i. Transit Reimbursement Regulations  

G. Rail Reimbursement Program  

i. Rail Reimbursement Regulations  

H. Vanpool Program  

i. Vanpool Regulations  

VIII. Rideshare Supplementary Programs  

A. Guaranteed Return Trip  

i. A GRT emergency is defined as  

ii. Arranging Service  

iii. GRT Regulations 

             B. Referral Incentive 
 
 

 

I. GOALS 
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Cal Poly Pomona offers a Rideshare Program designed to reduce the number of single occupant 
vehicle (SOV) trips to the campus. A major part of this effort is aimed at faculty and staff state 
(employees) and designed to help the campus comply with the South Coast Air Quality 
Management District (AQMD) Rule 2202. The Rule requires employers with 250 or more 
employees to provide commute options during peak commute hours of 6AM to 10AM which 
reduces mobile source emissions and to comply with the Federal Clean Air Act. Commute options 
include carpool, rail, transit, walk, bike and vanpool. A secondary goal of the Rideshare Program 
is to mitigate parking demand and traffic congestion on the main campus. Rideshare Participants 
must comply with carpooling 51% of the total distance driven together and arrive on campus to 
work between 6:00 AM-10:00 AM. (AQMD Rule 2202). Cal Poly Pomona University is required 
once each year to survey all state faculty, staff, and student assistant employees. The Commuter 
Survey asks our employees to report how they came to work, so our AVR (average vehicle 
ridership) can be computed. This AVR is reported each year in compliance with Rule 2202 of the 
South Coast Air Quality Management District. Our survey document is approved by the 
SCAQMD.  

II. GENERAL REGULATIONS 

A. Participation Privilege 
Program participation in Cal Poly Pomona Rideshare program is a voluntary and not a 
right of employment. Cal Poly Pomona Rideshare reserves the right to deny enrollment to 
anyone who does not meet qualification requirements and/or follow the policies and procedures 
set by the university or rideshare forth herein. Participants must comply with the regulations of the 
programs in which they participate and must practice good conduct in order to retain participation 
privileges. Failure to comply may result in program disqualification. Depending on the severity of 
the abuse, the case may also be referred to the appropriate Dean or Vice President. 

B. Other Restrictions Not Listed 
There may be occasional unforeseen circumstances/situations that arise and the Rideshare 
Office will address each circumstance/situation separately. Members will receive Rideshare policy 
changes by email, or an official notification.  
 
C. Abuse of Incentives  
Submitting false claims against the Cal Poly Pomona Rideshare Program is illegal and misuse of 
state funds. Participants who submit false claims are subject to losing their program participation 
and/or incentive privileges, disciplinary action or criminal prosecution. Depending on the severity 
of the abuse, the case may also be referred to the appropriate Dean or Vice President. 

D. Notification of Status Obligation  
Employees are responsible for notifying the Rideshare Office of changes in employment status, 
transportation mode, purchase of parking permit, change of rider, change of name, change of 
address, or any update for which they receive incentives. Only participants who purchase parking 
permits receive the full monthly incentives. See Participants without Parking Permits section III.C. 

E. Yearly Commuter Survey 
As part of its compliance program, the University is required to submit an annual Employee 
Commute Reduction Plan to the AQMD. This plan includes details of the campus' Rideshare 
program and incentives and data collected from an annual employee commute survey.  Cal Poly 
Pomona University is required once each year to survey all state faculty, staff, and student 
assistant employees. The Commuter Survey asks our employees to report how they came to 
work, over a five-day (Monday through Friday) period.  The survey yields an Average Vehicle 
Ridership number (AVR) and serves to illustrate the efficacy of Cal Poly Pomona Rideshare 
program.  This AVR is reported each year in compliance with Rule 2202 of the South Coast Air 
Quality Management District. Our survey document is approved by the SCAQMD.  
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III. FINANCIAL REGULATIONS 

A. Incentive Payments 
Participants can only receive monthly financial incentives from one Rideshare Commute Option. 
The Commute Option is chosen at the time of registration. Commute options are:  walk, bike, 
carpool and vanpool. Please contact the Rideshare Office to change your mode of commute. For 
bus, transit/ train reimbursement see VII C and D. 

$1.00 a day: Two person carpool, vanpool members 

$2.00 a day:  Three or more member carpool, walkers, bicyclists, vanpool drivers 

$10.00 a month: Vanpool members who rideshare 80% or more. 

B. Taxable Income 
All Bronco Bucks financial incentives given to Rideshare participants on their Bronco Access card 
are considered taxable reportable income and will be reported to the State Controller's Office on 
a monthly basis. Tax deductions will be reflected on monthly payroll checks following the date 
incentives are disbursed. 

C. Participants without Cal Poly Pomona Quarterly or Annual Parking Permits 
Participants who do not own parking permits are NOT eligible to receive full monthly financial 
incentives (Bronco Bucks only, no parking reimbursement or carpool  parking sticker). 

D. Participants with a Cal Poly Pomona Quarterly or Annual Parking Permit Participants 
who purchase a valid parking permit are eligible to receive a full reimbursement of monthly 
financial incentives if they carpool, vanpool, walk, or bike 80%-100%. A check will be issued each 
quarter for $36.00 if commute days are 80-100%. Otherwise, the payment is $.55 cents a day for 
each commute day. For faculty who purchase a three quarter permit at $27.00 per quarter will 
receive a maximum of $27.00 per quarter, not $36.00. Full reimbursement requires an 80%-100 
% commute workday schedule. Anything less than 80% receives $.55 per commute workday. A 
check will be mailed to the member’s home address each quarter if you meet the parking 
reimbursement eligibility.  

IV. CAL POLY POMONA ELIGIBILITY 

A.      Program Eligibility 
To be a member of the Cal Poly Pomona Rideshare Program you must meet one of the 
eligibility criteria below as a State employee and receive a State of California Payroll 
Check, not a Cal Poly Pomona issued check. 

 
 

• 12 month career permanent or probationary status full time, or part-time employees.  
 

• Temporary staff appointment with a 90 day contract or more, part-time or more.  
 

• Temporary lecturers with one quarter appointment on one contract.  
 

• Temporary staff emergency appointment of a 90 day contract or more, part-time or more. 
All employees must meet the above eligibility requirements and report to work between 6:00 
AM- 10:00 AM and commute 51% of the total distance driven together (AQMD Rule 2202). 
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The policy pertains to all entities of the Rideshare Program, including the following: carpool, 
vanpool, bicyclists, walkers, and transit (bus and rail). 
 
If an appointment cannot be verified, an employee will be asked to provide employment 
verification by submitting a copy of their appointment letter/contract or a memo from the 
Human Resources department. 

 
If you do not meet the above eligibility criteria, the following options are available for you: 

• Bus passes can be purchased through the ASI Game Room, Bldg. 35  
• Metrolink train passes can be purchased through the Rideshare Office located at the 

Police and Parking Services Bldg. 109, Room 130.  
• All transit service needs can be obtained through the Rideshare Office  

 
 
B.  Carpool and Vanpool definitions: 
 

•         A carpool is defined as a vehicle occupied by 2 to 6 people traveling together between 
their residences and their work sites or destinations for the majority 51% of the total trip 
distance (AQMD Rule 2202). 

 
• A vanpool is a vehicle occupied by 7 to 15 people traveling together between their 

residences and their worksites or destinations for the majority 51% of the total trip 
distance (AQMD Rule 2202). Also see the Cal Poly Pomona Rideshare Vanpool 
requirements.  
CSU Vehicle Use Policy: 
http://www.calstate.edu/HRAdm/Policies/csumv_policy_guideline.pdf 

 

V. APPLICATION PROCESS/REGISTRATION  

A. Registration 
To register, employees must complete a Cal Poly Rideshare Application Form. Applicants must 
provide home address, or commute address, work location, employment status and other general 
information. Incomplete forms may cause delays in program enrollment. The Rideshare Office 
must receive registration forms before incentives can be paid. Program approval and orientation 
must be given to the applicant before incentives are paid. Contact the Rideshare Office at (909) 
869-3233 to set up an appointment in person. 

B. Evaluation  
Eligibility will be determined using the criteria specified in section IV.A. The Rideshare Office will 
evaluate and approve or deny the applicant. If further information is required, or the applicant 
does not qualify for program enrollment, the applicant will be notified using the e-mail address, or 
extension # they provided. 

C. Enrollment Confirmation 
Once the Rideshare application has been approved, a confirmation will be sent through e-mail, 
mail or by phone confirming program enrollment. The confirmation will indicate a program 
participation “start date”, which is the date participants can start claiming incentives. Daily 
Rideshare Records received prior to the designated “start date” will not be accepted. 

 

 
VI. TRACKING AND MONITORING 
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A. Maintaining Program Eligibility 
Participants are to keep a daily account of how they commute to campus on monthly Daily 
Rideshare Record tracking forms. This applies to all commute options, carpool, walking, bicyclist, 
transit/ train/ rail and bus. The Daily Rideshare Record Tracking form must be submitted monthly, 
generally by the 5th business day of the following month. Failure to submit monthly forms may 
result in program disqualification and incentives will not be paid. See the Daily Rideshare 
Record for due dates. 

B. Tracking Forms-Daily Rideshare Record 
Participants must record their daily participation on the Daily Rideshare Record tracking form 
issued by Parking & Transportation Services’ Rideshare Office. This applies to all commute 
options such as carpool, walking, bicyclist, transit/train/rail, except vanpool. (The vanpool driver is 
responsible for any daily tracking forms for passengers on a vanpool. See the vanpool 
requirements).Tracking forms may be submitted to The Rideshare Office in person, through the 
campus mail, or fax. If you choose to fax your record, the Rideshare Office is not responsible if 
your fax is not received by Rideshare. In the future, there will also be an electronic form, in 
addition to a paper form that the member may use to track their records. This form will be 
submitted electronically by the due date. Tracking forms must be received by the due date the 
first week of the following month (the exact date will be posted on the Daily Rideshare Record). 
Failure to submit monthly forms may result in disqualification from the program. Late forms will 
not be accepted, no exceptions. Claims on tracking forms must be true and correct. Participants 
cannot claim rewards/reimbursements on sick days, vacation, holidays, campus closure or any 
non commute days. Program disqualification will result if a participant reports false information 
(see Abuse of Incentives section II.C). 

C. Valid Days to Claim Incentives 
Incentives/reimbursements will only be paid for Monday - Friday scheduled commuting work days 
for employees who arrive on campus to work between 6:00am – 10:00am.  
Incentives/reimbursements will not be paid for sick days, medical appointments, vacation, jury 
duty, leave of absence, travel, conferences, and weekend trips or, on days the campus is officially 
closed (this includes days when personal time must be used during the December holiday break). 
This schedule is required to receive incentives/reimbursements and to qualify for the 
supplementary Rideshare Program incentives (GRT, Drawings when available). 

D. Daily Rideshare Record Tracking Form Reminders 
Rideshare will make every effort to send monthly courtesy electronic mail messages reminding 
participants of tracking form due dates. It is the participant’s responsibility to send in Daily 
Rideshare Records tracking forms by deadline dates (see section VI.E) in the event courtesy 
electronic mail messages are not sent or not received by participant. 

E. Reimbursements/Bronco Bucks Incentives Posting 
Carpool and Vanpool Incentives/Bronco Bucks postings to the Bronco Access card will occur by 
mid-month. See the Daily Rideshare Record for exact dates.  Reimbursements for Parking 
Subsidies and Transit will be reviewed and approved by the Rideshare Office staff. Check 
requests will be submitted to UFS-University Financial Services for processing. Active 
participants parking reimbursement checks will be mailed to their home address on record the 
last week of the month (months are listed below) if they have purchased a valid paid parking 
permit, or, are on payroll deduction, and an active Rideshare participant turning in the Daily 
Rideshare Records. If the participant is not on payroll deduction, they will need to provide a paid 
receipt from the cashier’s office, or copy of the parking permit for the quarter they are receiving 
the reimbursement. Rideshare Incentives are reported to the State Controller's office as taxable 
income. See Taxable Income section III.B. 

Parking Reimbursement periods are: 
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1
st
 Quarter – July, August, and September 

2
nd
 Quarter – October, November, and December 

3
rd
 Quarter – January, February, and March 

4
th
 Quarter – April, May, and June 

 
Reimbursement check disbursements are: 
 
1
st
 Quarter – October 25

th
 

2
nd
 Quarter – January 25

th
 (of next year) 

3
rd
 Quarter – April 25

th
 

4
th
 Quarter – July 25

th
  

 
The Rideshare Office is not responsible for any Parking Reimbursement Checks that are lost in 
the mail because of inaccurate addresses on file. Rideshare will make every attempt to contact a 
member by phone and email to locate an employee whose check has been returned by the 
USPS. If the member does not reply to the Rideshare Office or is not located in 90 days, we will 
cancel the check and the proceeds will go back into the Rideshare Program to pay out incentives 
to the members. If a check if lost after the member receives it, it is their responsibility to contact 
UFS-University Financial Services department for a replacement.  
 
The faculty/staff parking permit is $36.00 per academic quarter which roughly covers three 
consecutive months.  There is an average of 22 working days per month, or an average of 66 
working days per academic quarter.  Therefore, the daily parking rate is computed at $.55 per 
commute workday. For faculty who purchase a three quarter permit at $27.00 per quarter (not 
including summer) will receive a maximum of $27.00 per quarter, not $36.00. Full reimbursement 
requires an 80%-100 % commute workday schedule. Anything less than 80% receives $.55 per 
commute workday. 
 
 
VII. COMMUTE OPTIONS 

A. Rideshare Commuter Rewards Program  
Participants, who walk or bicycle to work, include all incentives and may earn $2 per day. 
Rideshare Incentives are posted monthly as Bronco Bucks on participants Bronco Access Card 
(works similar to a debit card). See Commuter Rewards Posting section VI.F. 

Commuter Rewards Regulations: 

• Riding any type of motorized bicycle, or motorcycle does not qualify as “bicycle”.  
• Riding the bus and walking to campus does do not qualify as a “walk”.  
• Participants can only receive monthly financial incentives from one Commute Option. See 

Incentives Payments section III.A.  
• Daily Rideshare Record Tracking forms are required. See Tracking Forms section VI.B.  
• Commuter rewards are reported to the State Controller's office as taxable income. See 

Taxable Income section III B.  
• Participants who do not follow the program regulations are subject to program 

disqualification. See Abuse of Incentives section II. C.  

 

 
B. Carpool Parking Program  
Reserved carpool Rideshare parking spaces are available for Faculty/Staff carpools from 7:00 am 
to 1:00 pm, Monday through Friday and are for those who purchase a valid parking permit and 
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are active members of the Rideshare Program meeting all eligibility qualifications.  After 1:00 pm, 
any state employee, non-Rideshare member can park in the faculty/staff Rideshare spaces. 

Parking & Transportation Services’ Rideshare will only issue one (1) Rideshare carpool sticker 
per person if the eligibility is met. The sticker is not transferable to any other employee, or 
student. Giving your sticker to another person can result in your disqualification from the 
Rideshare Program. 

C. Expiration and Renewal Process 
Rideshare carpool stickers will be issued on an annual basis. Expiration is 6/30 each year. 
Rideshare sticker renewals and purchase of parking permits are the responsibility of the 
participant. The Rideshare Office will make every effort to send renewal information, or email 
reminders to the participant prior to the expiration date. Participants are required to review their 
records and are responsible to submit any changes and pick up their rideshare sticker from the 
Rideshare Office. If not on payroll deduction, you will need to bring in your decal, or show a 
receipt of permit purchase from the cashier’s office. You must also be an active Rideshare 
member turning in monthly records to be eligible. If the rideshare carpool sticker has expired and 
you park in the Rideshare spaces, you may receive a citation and will be responsible for paying 
the ticket. 

D. Review Process 
Rideshare carpool sticker renewals are not automatic. All records will be reviewed to ensure 
that the participant continues to meet program eligibility requirements and is an active Rideshare 
member.  

E. Carpool Parking Probation 
Carpool participants who have not met program requirements, specifically failure to submit 
Rideshare Daily Record tracking forms, will not be issued a new Rideshare carpool sticker. 
Participants may be placed on “probation” for three (3) months and must reestablish themselves 
in the program by submitting tracking forms during their probationary period. Renewal requests 
will be evaluated once the probationary period is over. 
 
Carpool Parking Regulations:  

• A minimum of two (2) Faculty / Staff employees must carpool to campus together.  
• Employees must live at least 1 mile away from campus, within a close proximity of each 

other or commute to campus along the same route (carpooling at least 51% of the 
commute-AQMD Rule 2202) and arrive between 6-10 AM. Picking up employees at a 
train station does not constitute a carpool.  

• Transit (bus and rail) users, cyclists, and walkers are not entitled to carpool parking.  
• Participants may only park in the reserved carpool Rideshare spaces on the days you 

actually carpool.  
• Participants may not park in carpool Rideshare spaces on days they do not carpool.  
• The supplemental Rideshare carpool sticker are adhesive-backed and are affixed on the 

front of a valid University paid Faculty/Staff parking permit and displayed per University 
policy. The permit should be easily visible to a parking officer and hang from the rearview 
mirror of the parked vehicle.  

• Daily Rideshare Record Tracking forms are required. See Tracking Forms section 
VI.B. 

Enforcement: 

• Parking & Transportation staff will enforce carpool rideshare parking spaces to ensure all 
program regulations are being followed.  
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• Parking tickets will be issued to vehicles parked in reserved carpool spaces without the 
valid Rideshare sticker. Participants will be responsible for parking tickets issued to 
expired carpool permits.  

• Random audits will be conducted to ensure Rideshare participants are parking in the 
carpool spaces.  

• Participants who do not follow the program regulations are subject to program 
disqualification. See Abuse of Incentives II. C.  

• In order to be considered for a one-per-quarter courtesy dismissal, the owner of the decal 
and the owner of the vehicle must be the same.  

• The parking permit and rideshare parking sticker are not transferable to any other person 
than who it was provided. 

C. Transit-Bus Reimbursement Program 
Monthly bus passes are reimbursed to a maximum of $70.00 per month. Reimbursement 
checks are issued on a quarterly basis.  

Transit Reimbursement Regulations: 

• Bus Pass up to $70.00 reimbursement/Daily Rideshare Record tracking form and expired 
bus pass, or daily receipt must be turned in no later than the due date stated on the Daily 
Rideshare Record. Late reimbursement/tracking forms will not be processed. NO 
EXCEPTIONS. See Rideshare Record Tracking Forms VI. B.  

• Participants can only receive monthly financial incentives from one Commute Option. See 
Incentive Payments sections III. A. Participants who do not follow the program 
regulations are subject to program disqualification. See Abuse of Incentives section II.C.  

D. Rail Reimbursement Program 
Participants commuting to campus by rail (Metrolink and Amtrak) may receive a reimbursement. 
Participants may be reimbursed up to a total cost of $90.00 per month.  

Transportation to and from train stations: Foothill Transit and MTA service the Cal Poly campus 
and offer Metrolink rail commuters a low-cost transfer at any Metrolink Station.  

 

Rail Reimbursement Regulations: 

• Rail reimbursement up to $90.00/Daily Rideshare Record tracking form and rail pass 
copy, or receipt must be turned in no later than the date stated on the Daily Rideshare 
Record. Late reimbursement/tracking forms will not be processed. NO EXCEPTIONS. 
See Tracking Forms section VI.B.  

• Participants can only receive monthly financial incentives from one Commute Option. See 
Incentive Payments section III. A.  

• Participants who do not follow the program regulations are subject to program 
disqualification. See Abuse of Incentives section II.C.  

E. Vanpool Program 

• Please refer to the Cal Poly Pomona Rideshare Driver Requirements and Agreement and 
Passenger Agreement to answer questions about the Cal Poly Pomona Vanpool 
Program. If you have further questions, or would like more information, please contact the 
Rideshare Office at 909-869-3233. The office hours are M-F 8:00 AM-5:00 PM.  The 
office is located in the Police and Parking Services Building 109, Room 130.  
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The primary driver oversees the vans specific vanpool group.  

The Rideshare Coordinator or Employee Transportation Coordinator at the Rideshare Office 
provides: 

Primary responsibility is coordinating the Cal Poly Rideshare Program, including managing and 
the oversight of the vanpool program. Approves passenger eligibility, vans, approves qualified 
drivers, administrative support relating to billing, coordinate vanpool meetings when necessary, 
assist is passenger recruitment efforts along with the vanpool members, and acts as mediator 
with vanpool issues as needed. 

Vanpool Regulations: 

• Participants can only receive monthly financial incentives from only one Commute 
Option.  

• Participants who do not follow the program regulations are subject to program 
disqualification. See Abuse of Incentives section II. C.  

• The following Rideshare Tracking forms are required by the drivers only: Vanpool Daily 
Rider List, Daily Mileage List, and the Vehicle Operator Checklist. See Tracking Forms 
section VI.B.  

• See the Cal Poly Pomona Rideshare Driver Requirements and Agreement and 
Passenger Requirements and Agreement. 

 

 
VIII. RIDESHARE SUPPLEMENTARY PROGRAMS 

A. Guaranteed Return Trip (GRT) 
In the event of a personal emergency or illness during scheduled work hours, registered 
participants can receive immediate transportation at no cost. The GRT Program contracts with 
“Yellow Cab” taxi company. The GRT Program is available to all active Rideshare registered 
participants turning in monthly records (Daily Rideshare Records).  

A GRT emergency is defined as: 

• Becoming ill at work.  
• A member of an immediate family becomes ill or is injured while you are at work. 

“Immediate family” is defined as a close relative residing in the immediate household of 
the employee.  

• Unexpected overtime: A supervisor requires a participant to work past their regular 
working hours and a carpool or vanpool partner(s) have left. Participants must be notified 
of overtime on the day the overtime has to be worked.  

• If a carpool driver has to leave unexpectedly during the day, leaving their carpool partner 
participant without a ride home.  

• Other urgent situations should be discussed with Rideshare before a guaranteed ride is 
arranged.  

Arranging Service: 

• Please contact Rideshare as soon as possible. Office hours are 8AM-5PM M-F 
• Participants must complete the GRT Voucher as payment for Yellow Cab driver. 
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• Participants must contact their supervisor before leaving campus and have 
him/her sign the Voucher acknowledging that they are leaving campus due to an 
emergency situation. 
• Rideshare will contact “Yellow Cab” taxi using information provided in the GRT 
information packet.  

GRT Regulations: 

• Participants must forward a completed Follow-up Report to Rideshare within seven days 
of returning to work.  

• Maximum usage: 3 times per fiscal year.  

• Using GRT due to a late or missed train or bus is not allowed.  
• Participants using GRT for situations not defined above will be invoiced the cost of the 

service.  
• Participants who do not follow the program regulations are subject to program 

disqualification. See Abuse of Incentives section II.C.  

 
B. $10 Referral Incentive for Active Rideshare Members 
Rideshare members who refer a faculty/staff employee who in turn becomes a new rideshare 
member will be given $10 in Bronco Bucks for each qualified referral.  A new rideshare member is 
defined as an eligible faculty/staff employee, never previously enrolled in the Cal Poly Pomona 
Rideshare program and has begun reporting activity on daily rideshare records.     
 
 
Eligibility for Referral Program Incentive 
 Referring member 

• The referring member must be actively participating in the Rideshare program by turning 
in daily rideshare records on a consistent basis.   

• The referring member must notify the Rideshare office prior to the time the new member 
is enrolled for confirmation of eligibility.  

• Inactive members are not eligible for this incentive. 
 New Member 

• The new member must be eligible to enroll in the Rideshare program as stated in section 
IV.A.  

• New members must qualify according to the AQMD Rule 2202.  
• The new participant must report rideshare activity the month that they enroll and must 

have reported at least five (5) rideshare days during the month. 
Incentives for Active Rideshare Members   

• The $10 incentive will be applied to the referring member’s Bronco Access card within 
three months of each referral and is taxable income.   

Disqualification for a New Referral 
Active rideshare members will be disqualified from the receiving the $10 incentive for the 
following reasons: 

• If the new rideshare participant does not turn in a daily record for the month in which they 
enrolled.  

• If the new participant’s daily rideshare record is turned in after the due date.  
• If the new participant was previously enrolled in Cal Poly Pomona Rideshare.  
• Falsification of the new rideshare participant’s daily rideshare record.  
• A new participant may not refer another new rideshare participant if they are both 

enrolling at the same time and are in the same rideshare arrangement.  (A new 
participant may refer another new participant at anytime after they complete and turn in a 
daily record for one month.) 

All referrals are subject to review and may be declined to prevent abuse of the program. 



Source: http://www.dsa.csupomona.edu/parking/Ride_Policies_and_Procedures.asp 

 
This program is subject to change at anytime. 

 
 

 

 

Thank you for your support of the Cal Poly Pomona Rideshare Program.  

The following contact information is provided for your assistance:  

Rideshare website http://dsa.csupomona.edu/parking/rideshare.asp 
 

The Rideshare Office is located in the Police and Parking Services Building 109, Room 130.  

Office Hours: Monday-Friday 8:00 AM - 5:00 PM  

Phone: 909-869-3233, or x4781  

Fax: 909-869-4945 
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FAQ

Frequently Asked Questions 

Commuter Benefits Program 

General Information 

Online Video: The Commuter Benefits Program  
What is the Commuter Benefits Program?  
What benefits are offered?  
Who is eligible?  
How do I enroll?  
Why should I use the Commuter Benefits Program?  
Who is responsible for administering the program?  
Is my information on the Commuter Benefits Program system 
kept secure and private?  
What are the dollar limits on tax-free transit and parking 
benefits?  
Can I combine the dollar limits from month to month?  
Will participation in the Commuter Benefits Program have an 
impact on my other benefits?  
Will I need to fill out any special tax forms to get my savings?  

Eligible Expenses  

What commuting expenses are eligible?  
What expenses are not eligible?  
I ride in a car pool with my neighbor. Can I take advantage of 
this program?  
Is my vanpool eligible?  
I get free parking at work. Can I still use the Commuter Benefits 
Program?  

Deadlines 

What is the deadline to sign up, change or cancel my benefits?  
If I sign up now, can I make changes later?  
If I don't sign up now, can I do so later?  
I missed the deadline for next month. What do I do?  

Benefit Elections--Transit 

Why can't I just get a cash reimbursement, instead of ordering 
my transit passes on-line?  
Can I sign up to get my transit pass automatically without having 
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to come back to the Commuter Benefits Program every month?  
I pay for parking at my park and ride lot, but pay for a bus pass 
separately. How do I use pre-tax dollars for both parking and 
transit?  
My transit plans can change from month to month. How 
accurate do I have to be when I predict my next month's 
expense?  

Benefit Elections--Parking  

What is the Direct Pay option for parking expenses?  
When will my parking provider be paid under the Direct Pay 
option?  
Can I schedule payments to occur at some other time during the 
month?  
I pay for my parking every day or every week. Can I use the 
Direct Pay option?  

Benefit Elections--General 

What happens to my transit pass order or parking payment if I 
leave State service?  
What if the transit or parking I use isn't available through the 
Commuter Benefits program system?  
My monthly commuting costs vary.  How much should I enter for 
my monthly expense?  
What happens to my Pay Me Back election if I do not use all the 
money deposited into my commuter benefit account for the 
current month?  

Reimbursement 

If I buy my transit pass or have my parking facility paid directly 
through the Commuter Benefits Program, do I need to submit a 
receipt?  
With the Pay Me Back option how do I get reimbursed for my 
daily parking or transit expenses?  
What kind of supporting documents need to be submitted so 
that I can be reimbursed?  
I have the same out-of-pocket expense every month.  Do I still 
need to submit receipts?  
My provider doesn't give receipts or ticket stubs. What should I 
do?  
What happens if I don't submit receipts or other documentation?  
Where do I get more of the Commuter Benefits Program 
reimbursement request forms?  

General Information 

What is the Commuter Benefits Program? 

The Commuter Benefits Program is a qualified transportation benefit 
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program under Internal Revenue Code (IRC) § 132 which allows 
employees to pay for certain employment-related transportation 
expenses on a pre-tax basis.  

What benefits are offered? 

Mass Transit: The Commuter Benefits program provides employees 
with the convenience of buying transit passes on-line and having 
them automatically delivered every month directly to their homes.  

Parking: Employees may elect to have their parking facility paid 
directly every month, or may choose to establish an account from 
which their parking expenses are reimbursed. 

Van-Pool: Employees may elect to have their van-pool provider paid 
directly every month, or establish an pre-tax account from which their 
van-pool expenses may be reimbursed. 

Who is Eligible? 

All State employees, including limited term employees, (LTEs) can 
participate in this pre-tax Commuter Benefits Program. Spouses and 
dependent children are not eligible. Any employee who regularly pays 
for mass transit, van-pool, or parking may take advantage of this 
program. NOTE: If you already have your parking or vanpool 
expenses deducted pre-tax from your paycheck, you do not need to 
sign up for this benefit. You are already enjoying a tax-free benefit. 

How do I enroll? 

You may enroll on-line on the ETF internet site by clicking "Commuter 
Benefits" found under the "members" tab, then clicking on "Commuter 
Benefits Enrollment/Change/Deletion". This will link you to Fringe 
Benefit Management Company's web site where you will be able to 
enroll, change, or delete your Commuter Benefits election. 

Why should I use the Commuter Benefits Program? 

You will save money - up to a 40 percent tax savings on what you 
spend on transit or parking up to the maximum pre-tax benefit limit. 
And we make it EASY for you! 

Commuters get convenient home or office delivery of monthly 
passes from transit providers.  
You can use the Commuter Benefits Program Direct Pay option 
to make automatic payments to your parking provider.  
The costs for these services are automatically deducted from 
your paycheck.  

Who is responsible for administering the program? 

The Department of Employee Trust Funds (ETF) oversees the 
program. A third-party administrator, Fringe Benefits Management 
Company (FBMC), provides administrative services. FBMC is 
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responsible for on-line enrollment, order and delivery of your transit 
passes, paying your parking facility or van-pool directly, and 
processing requests for reimbursement of eligible expenses. Eligibility 
of expenses is dictated by the IRS and FBMC uses those guidelines 
when reviewing claims. 

Is my information on the Commuter Benefits Program system 
kept secure and private? 

Yes. Fringe Benefits Management Company (FBMC), the program 
administrator, maintains physical, electronic, and procedural 
safeguards for protecting personal information. Access to personal 
information is restricted to representatives who need to know the 
information to provide quality service.  

What are the dollar limits on tax-free transit and parking 
benefits? 

Federal law limits the amount of gross wages you may spend each 
month on tax-free transit or parking. Effective March 1, 2009, the 
limits are $230 per month for transit and/or vanpool, and $230 per 
month for parking. 

Can I combine the dollar limits from month to month? 

No. The specified limits for transit, parking and vanpool apply 
individually to each calendar month.  

Will participation in the Commuter Benefits Program have an 
impact on my other benefits? 

Participation in the Commuter Benefits Program will have no impact 
on the gross amount of earnings used to calculate retirement, life 
insurance, income continuation insurance, sick leave conversion 
credits, unemployment or Worker's Compensation. 

The plan will reduce salary used for calculating social security 
benefits at retirement. Your Commuter Benefits Program contribution 
will reduce the includable compensation used to compute the 
maximum amount deferred under a tax shelter annuity or deferred 
compensation plan.  

Will I need to fill out any special tax forms to get my savings?  

No. You will simply notice an increase in the amount of your 
spendable income since you save the tax money you normally spend 
on your commuting expenses.  

Eligible Expenses  

What commuting expenses are eligible? 

Only actual amounts spent by you for the purpose of commuting to 
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and from work are eligible and there are limits on the amount you can 
claim. Two types of commuting expenses are eligible under Federal 
law: 

Mass transit fares, including tickets, passes, tokens, vouchers 
or other fares for riding buses, trains, paratransit vans or other 
mass transportation vehicles. They also include the cost of 
participating in an official vanpool. The cost of commuting in a 
taxi or in your personal car or van is not included.  
Parking fees at or near your work place or parking at a location 
from which you commute to your work place via mass 
transportation or a carpool (such as a park-and-ride lot). 
Residential parking is not eligible.  

Only parking and mass transit costs incurred by you in connection 
with travel between your residence and your work place are eligible.  

What expenses are not eligible? 

Only expenses for your workplace parking and mass transit are 
eligible on a pre-tax basis. Commuting expenses you cannot claim 
under the program include but are not limited to the following 
examples: 

Tolls  
Traffic tickets  
Fuel  
Mileage or other costs you incur in operating a vehicle  
Taxis  
Payments to a fellow participant in a carpool or to a friend who 
drives you to work  
Expenses incurred for parking at your spouse's place of work  
Parking at a mall or similar location where you stop on your 
drive to or from your place of work  
Costs that have been or will be paid by your employer, such as 
for a business trip.  

I ride in a car pool with my neighbor. Can I take advantage of this 
program? 

Only the Commuter Benefits Program participant who actually pays 
for the parking space may have the cost deducted from his or her 
paycheck on a pre-tax basis. 

Is my vanpool eligible? 

Under Federal law, arrangements where you and other commuters 
share the cost of renting a van for commuting to work are eligible for 
tax-free transit benefits. A van that you or one of the other riders owns 
or operates as your personal vehicle is not a vanpool. Also, the van 
must be primarily used for commuting, must have a seating capacity 
of at least six adults including the driver and must typically be at least 
half full. 
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I get free parking at work. Can I still use the Commuter Benefits 
Program? 

You can't use the Commuter Benefits Program for the free parking 
provided at work. If you take transit instead, you may use the 
Commuter Benefits Program to buy transit passes.  

Deadlines 

What is the deadline to sign up, change or cancel my benefits? 

The deadline for ordering transit and parking passes through the 

Commuter Benefits Program on-line is the 10th of the month to 
receive benefits on the first of the following benefit month. Tax rules 
require that you elect your benefit amount before the period of 
coverage begins. The deadline for electing your out-of-pocket 
expenses will be the 10th of each month prior to the month that you 

will use the benefit. If you miss the 10th of the month deadline, you 
will not receive your pass by the first of the following month. For 
example, if you enroll on September 12, you will not receive your 
pass until November 1. 

If I sign up now, can I make changes later? 

Yes. You can change or discontinue your participation in the 
Commuter Benefits Program later. 

If I don't sign up now, can I do so later? 

Yes. The Commuter Benefits Program is a monthly program. You 
may make an election every month. Remember that you must enroll 

by the 10th of the month in order to receive your transit passes or 
have your parking provider paid by the first of the following benefit 
month. 

I missed the deadline for next month. What do I do? 

Unfortunately, the deadline for signing up, changing or canceling 
benefits for any given month can not be altered. Be sure to contact 
FBMC immediately when you know that your parking or transit needs 

may be changing. All changes must be made by the 10th of the 

month. Any benefits processed after the 10th of the month may 
not be refunded. 

Benefit Elections--Transit  

Why can't I just get a cash reimbursement, instead of ordering 
my transit passes on-line? 

Government regulations prevent us from allowing cash 
reimbursement when a transit pass is readily available for purchase 
from the Commuter Benefits Program site. You can be reimbursed for 
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transit passes if: 

The transit pass is not available through the Commuter Benefits 
Program.  
The transit pass is not available through the Commuter Benefits 
Program in the denomination that you purchase from the transit 
agency.  
You purchased your pass through the Commuter Benefits 
Program and had two occasions when the pass was not 
delivered.  

We monitor reimbursement claims and may deny your claim if the 
pass is available on the Commuter Benefits Program Internet site.  

Can I sign up to get my transit pass automatically without having 
to come back to the Commuter Benefits Program every month? 

Yes. By selecting "Every Month" when you configure your transit 
selection, you will automatically receive your transit pass and you will 
not need to come back to the Commuter Benefits Program unless you 
wish to make a change to the monthly frequency or to the type of 
pass.  

I pay for parking at my park and ride lot, but pay for a bus pass 
separately. How do I use pre-tax dollars for both parking and 
transit? 

You can use pre-tax dollars for parking and for transit by electing 
each commuter benefit separately. The bus fare would count toward 
the monthly transit limit; the parking fee would count toward the 
parking limit.  

My transit plans can change from month to month. How accurate 
do I have to be when I predict my next month's expense? 

If you are unsure about the total expense, you may wish to under-
estimate how much to have withheld from your paycheck. Remember, 
the monthly pre-tax limits when making your benefit election. 

Benefit Elections--Parking 

What is the Direct Pay option for parking? 

The Commuter Benefits Program will automatically pay your 
designated parking provider on a monthly basis using your pre-tax 
dollars. Because your provider is paid directly, you do not need to 
submit paper receipts for reimbursement.  

Eligible parking is the cost of parking at or near your place of work, or 
at or near a place from which you commute to work via mass transit, 
such as a park-and-ride lot. However, the cost of parking at your 
place of residence is not included under any circumstances. 

When will my parking provider be paid under the Direct Pay 
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option?  

Any payment instruction that you create by the 10th of each month is 
sent to your parking provider so that it arrives before the 1st of the 
subsequent month. For example, if on June 8th you instruct the 
Commuter Benefits Program to pay $100 to Ed's Garage, Ed's 
Garage will receive payment in time to post it to your account before 
July 1st.  

Can I schedule payments to occur at some other time during the 
month? 

No. 

I pay for my parking every day or every week. Can I use the 
Direct Pay option? 

Direct Pay can be used to make payments once a month. You cannot 
schedule daily or weekly payments. If you can convert your parking 
fees into a monthly payment, you can use Direct Pay. Otherwise, use 
the Pay Me Back feature from the Parking menu to be reimbursed for 
your daily or weekly out-of-pocket expenses. 

Benefit Elections--General 

What happens to my transit pass order or parking payment if I 
leave State service? 

Be sure to contact FBMC immediately when you know that your 
parking or transit needs may be changing. All changes must be made 

before the 10th of the month. Any benefits processed after the 10th 
of the month may not be refunded. 

What if the transit or parking I use isn't available through the 
Commuter Benefits program system? 

Not all transit and parking providers are in the Commuter Benefits 
Program online catalog, but you can still enjoy tax savings on parking 
or transit items if you report them as out-of-pocket expenses. For 
parking expenses, simply enroll in the "Pay Me Back" option to have 
your expenses reimbursed directly to you. For transit expenses, click 
on the link "Click here to enroll in Transit Cash Reimbursement" found 
at the bottom of the "Transit Order" page and click continue. You may 
then enter your usual monthly out-of-pocket expenditure for transit.  

My monthly commuting costs vary.  How much should I enter for 
my monthly expense? 

You should enter your usual expense in an ordinary month, ignoring 
special circumstances like sick days, short vacations and occasional 
overtime.  

What happens to my Pay Me Back election if I do not use all the 
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money deposited into my commuter benefit account for the 
current month? 

There is no "use it or lose it" rule. Excess balances will be carried 
over to the subsequent month. You will have the ability to adjust 
future monthly Commuter Benefit elections to avoid having an excess 
balance. 

Reimbursement   

If I buy my transit pass or have my parking facility paid directly 
through the Commuter Benefits Program, do I need to submit a 
receipt? 

No. You only need to submit receipts if your transit or parking is not 
yet available for purchase through the Commuter Benefits Program 
catalog or Commuter Benefits Program DirectPay and you instead 
report your out-of-pocket expenses.  

With the Pay Me Back option how do I get reimbursed for my 
daily parking or transit expenses? 

Submit your receipts for the month and a reimbursement claim form 
to FBMC. You may include both parking and transit expenses on the 
same reimbursement claim form. Please allow 10-15 days to receive 
your reimbursement check.  

What kind of supporting documents need to be submitted so that 
I can be reimbursed? 

An expense receipt from the parking facility or transit provider that 
shows: the name of the vendor, the date(s) the service was provided 
and the cost for the service must be provided with the claim. When 
proof that an eligible expense has occurred is not available, you must 
sign and submit a statement indicating the expense incurred. 
Canceled checks are acceptable as supporting documentation. 

You can also create an electronic receipt on the Commuter Benefits 
site. Click the "Submit Receipts" button then click on the "eReceipt" 
button on the right side of the page following the instructions. If you 
use the "eReceipt" option you do not have to send a claim form. 

I have the same out-of-pocket expense every month.  Do I still 
need to submit receipts? 

Yes. Commuter Benefits will withhold your out-of-pocket expense 
automatically from your paycheck if you click "Every Month," for your 
account, but you still need to submit receipts. Your commuting 
expenses will not be reimbursed until the Commuter Benefits 
Program has received your receipts.  

My provider doesn't give receipts or ticket stubs. What should I 
do? 
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We understand that some transit and parking providers don't provide 
receipts. In some cases, no other form of paper documentation exists. 
No problem. You can submit an eReceipt online to certify your 
expense. You will not need to submit an envelope with the eReceipt 
function. Select "Reimburse Me" and click on your expense link to 
access the eReceipt option.  

What happens if I don't submit receipts or other documentation?  

Your commute expenses will not be reimbursed until you submit your 
receipts.  

Where do I get more of the Commuter Benefits Program 
reimbursement request forms? 

Reimbursement forms will be available on the ETF Web site or call 
FBMC Customer Service to request forms by mail. 
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UCSD Vanpool Policies and Procedures 
              Revised February, 2005 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

(Used with permission for RideLink outreach. For more information, 
dial 511 and say “RideLink” when prompted) 
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Vanpool Emergency Contact Information 
 

 

Vanpool related emergency during normal business hours 
(7:00am – 6:00pm -  Monday through Friday) 

1-800-VAN-4-WORK 
1-800-826-4967 

Please call your Vanpool Liaison 
(Vanpool Coordinator 858-534-0883 between 7am – 5:30pm) if you encounter any 

problems with Enterprise for repairs or replacement vehicle.  
 
 

After hours problems (outside of normal business hours) 
1-800-VAN-4-WORK 
1-800-826-4967 

Roadside Assistance company (similar to AAA) will coordinator repairs for minor 
problems.  For major breakdowns a tow truck will pick up vehicle, and a taxi van will be 
sent to pick up all members, and deliver them to their destination.  The group will need 

to pay for the taxi van and will be promptly reimbursed by Enterprise. 
 
 

Minor problems on campus 
If you experience a DEAD BATTERY while on campus, you may call Fleet Services at  

858-534-2551
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I. 1. HOW TO JOIN A VANPOOL 
 
A.  All UCSD vanpool participants must complete a Vanpool Program 
Authorization/Cancellation form available at parking.ucsd.edu. (under Forms). The 
information needed from participants in order to complete the enrollment form includes 
employee number, contact information and emergency contact information. Bring the 
completed form to the Vanpool Coordinator at the Rideshare desk in the Parking Offices, 
Gilman Parking Structure or send via: 

1. Campus mail, mail code #0011 
2. Fax, (858)534-3043 

 
B.  If a person wishing to participate in the Vanpool is not employed by UCSD, he/she will 
need to fill out a Non-UCSD Affiliated Information form available from the Vanpool 
Coordinator, phone: (858) 534 
 
 
I. 2. FARES AND RATES 
 
A.  Most participants pay their fare through monthly pre-tax payroll deduction, so the 
participant needs to come to the Rideshare office and complete a payroll deduction form prior 
to joining the Vanpool.  Other acceptable forms of payment include check, cash or money 
order.  Pretax benefits are available only to UCSD participants who pay using payroll 
deduction. 
 
B.  Student participants who work on campus may pay fares by either cash or check payable 
to U.C. Regents.  
 
C.  The total Vanpool fare is due every month by the eighth of the month and is collected like 
rent.  This fare pays for the month in which you currently ride and may not be paid for after 
the month is over.  The whole fare is due each month even if there may be days when a 
Vanpool driver is not available or days are missed due to sickness, or other reasons. 
 
D.  Monthly rates are determined at the beginning of each fiscal year.  Each Vanpool’s 
monthly fare is calculated by Enterprise based on annual mileage of the van. 
 
 
I. 3. PARTICIPANT RESPONSIBILITIES 
 
A.  The Vanpool Coordinator reserves the right to cancel a participant’s payroll deduction and 
terminate the riding privileges of any participant who behaves in a manner that is not 
consistent with UC policy or our Principles of Community.  
 
B.   Participants are required to pay the full monthly fee even if they do not participate in their 
Vanpool for a number of days during any given month.  This includes absences for illness, 
vacation, administrative leave, business travel, disability, or if they arrive late to meet the van. 
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C.  Participants who are not certified drivers* are not authorized to drive vans under any 
circumstances.  To do so violates University policy and DMV regulations, and may result in 
personal liability if an accident occurs.  
 
D.  Participants will meet their vans at assigned pick-up points.  
 
E.  Participants will make every effort to be punctual.  
 
F.  Participants will contact the driver as far in advance as possible if they become ill, plan to 
take time off work, or will not ride the van both ways on any given day. In unforeseen 
occurrences, the participant should make every attempt to contact the driver and/or other 
participants in order to ensure their situation is known and appropriate contingency plans can 
be made if needed. 
 
G.  Participants may not be under the influence of alcohol or drugs at any time that they are 
participating in the Vanpool. 
 
H.  Any participant planning to take an extended absence should complete a cancellation 
form to terminate their obligation for payment of their monthly fare. 
 
I.  All participants shall make every effort to work with each other, and their individual 
supervisors, to coordinate departure and arrival times.  The Vanpool program will not 
establish policies or guidelines that are inconsistent with current UC policies, regulations, or 
union agreements.  The Vanpool program does not encourage any form of schedule 
changes, tardiness, or leaving work early. 
 
J.   Participants are not allowed to smoke or eat in the vans. 
 
K.  Per University Policy and DMV regulations, participants are required to wear seatbelts at 
all times while vans are in motion.  If a participant does not wear a seatbelt and an accident 
occurs, insurance coverage may not cover that individual.  Also, the individual may receive a 
citation from police officials.  Not wearing your seatbelt is illegal. 
 
M.  All participants should show common courtesy for their fellow Vanpoolers.  Strong smells 
such as body odor and fragrant body care products may be offensive or cause allergic 
reactions.  Rideshare Operations recommends limited use of fragrant products. 
 
*Certified drivers have submitted a copy of their DMV report, have undergone driver’s training 
with a UCSD instructo, passed a driver’s physical and have been approved by Enterprise 
Rideshare to drive. 
 
 
I. 4. DRIVER ELIGIBILITY 
 
A.  Any UCSD employee with a valid class “C” driver’s license is eligible to become certified 
and trained as a UCSD Vanpool driver.  Any UCSD employee who is returning to the Vanpool 
program and has already received their certificiation within the last six months, may be 
reinstated without having to be recertified and retested.  Any UCSD employee who wishes to 
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be reinstated as a Vanpool driver but whose certification and training are more than six 
months old, must go through the recertification and retraining process before being reinstated 
and must be approved by Enterprise Rideshare to drive their vehicles. 
 
B.  The UCSD Vanpool Program requires that UCSD participants who wish to become 
Vanpool drivers must attend a four-step driver certification program before they can be 
allowed to drive. 
 
C.  Who is not eligible to be a driver? 
 1. Any person under the age of eighteen (18). 
 2. Any person with two or more moving violations during the last three years. 
 3. Any person who does not pass the DMV physical examination or driver test. 
      4. Any person who is not approved by Enterprise Rideshare. 
 
 
I. 5. DRIVER’S CERTIFICATION AND TRAINING 
 
4 Steps to Driver Certification 
 
Step 1 - DMV Record 
 
After an individual has expressed an interest in becoming a driver, he/she must provide a 
certified copy of their DMV Record so that the Vanpool Coordinator can maintain an up-to-
date list of prospective drivers. The Vanpool Office will also reimburse the prospective driver 
for the $5.00 DMV Record fee if requested by the driver. When there is an immediate need 
for a driver, the Vanpool Coordinator will select and evaluate from the list of prospective 
drivers.  
 
Upon successful completion of the evaluation, the driver’s name is entered into the DMV Pull 
Notice System. The DMV Pull Notice System - All driving activity including, but not limited to, 
tickets, accidents and name changes will be reported by the DMV to the Vanpool Coordinator 
while the driver is active in the Vanpool Program.  Moving violations or accidents where you 
are found at fault may result in loss of driving status.  In turn, we are obligated to pass DMV 
information on to Enterprise Rideshare. 
 
 
Step 2 – Enterprise Approval 
 
All drivers must fill out the Enterprise Application online and send a copy of their green DMV 
physical card.  Once Enterprise has received all information and they have received your 
clean DMV record they will send you an appoval message via email. 
 
Step 3 - Training 
 
A two-hour training session/evaluation is scheduled with the driving instructor. If the applicant 
does not pass the first driving evaluation, one additional session can be scheduled at a later 
date.  
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Note: The Vanpool Training Registration Form is kept on file at the Vanpool office, along with 
your physical and driver record. 
 
Step 4 – Physical 
 
All potential Vanpool drivers as well as current drivers who are being re-certified are required 
by the State of California DMV to complete a physical exam.  Applicants may be seen by their 
personal physicians, Sharp Hospital or UCSD Hillcrest.  However, you will be expected to pay 
the fee at that time.  The UCSD Rideshare office will reimburse you within 15 days when we 
receive the original receipt.  You are responsible for making and keeping all DMV physical 
exams. 
 
Hillcrest Medical Center 
Occupational Health - Dr. Cavanagh (619) 471-9210 
(Charge is billed to the Vanpool Office) 
 
Sharp's Occupational Health Offices 
(Patient pays and is then reimbursed within 10 – 15 days with receipt) 
 
Chula Vista 
525 Third Ave. 
619-585-4050 
 
Downtown - Sharp Rees-Steeley 
2001 Fourth Ave. 
619-446-1524 
Appointments on T/TH - morning 
Appointments for M/W/F - All day 
 
El Cajon 
1240 Broadway Ave. 
619-441-6350 
 
Kearny Mesa 
4510 Viewridge Ave. 
858-492-3950 
 
La Mesa 
5525 Grossmont Center Dr. 
619-740-6600 
 
Mira Mesa 
8901 Activity Rd. 
858-653-6150 
 
Rancho Bernardo 
16950 Via Tazon 
858-521-2350 
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Vista 
130 Cedar Road, Suite 200 
760-806-5550 
 
 
I. 6. DRIVER’S RESPONSIBILITIES 
 
A.  Guard Vanpool keys.  Each certified driver is issued a set of keys for which they are 
responsible and accountable.  These keys will not be shared with any other drivers, 
participants, or any other individuals.  Since keys are University property, they cannot be 
duplicated. Also, anyone found misusing the keys or driving privileges will be immediately 
removed as a driver and can face disciplinary action, up to and including dismissal. 
 
B.  Keys should never be left in the van. 
 
C.  Strictly observe all traffic laws and regulations while driving a UC vehicle.  Drivers are 
responsible for fines incurred while driving or parking a UC vehicle.  
 
D.  Report any accident, hit-and-run incident or vehicle body damage, no matter how slight. 
The following procedures apply: 
 

1. Pull accident packet and forms located in the blue, plastic folder located either in the 
door pocket or pull drawer under front passenger seat of the van. Follow directions 
explicitly.  The forms MUST be filed with Enterprise Rideshare within 24 hours of an 
accident.  

 2. Contact Enterprise Rideshare and make an appointment to have the van checked out.  
 
E.  TPS suggests that the primary driver pays the daily rate when the back-up driver drives 
the vehicle. The daily rate suggested is a flat fee of $3.00 one way. 
 
F.  The primary driver will coordinate with participants and other drivers to ensure that driver 
schedules are arranged to avoid service disruption. During extended holiday periods, the 
Vanpool Coordinator suggests carpooling with other Vanpool participants.  If there is no 
certified driver available to drive the Vanpool for one or more days, such as Christmas 
holidays, UCSD cannot reimburse participants.   
 
G.  Report any problems that affect the operation or integrity of the Vanpool program to the 
Vanpool Coordinator. 
 
H.  Drop off and pick up participants at locations on campus or at the Medical Center, which 
do not block or impede the flow of traffic.  Participant safety is extremely important.  
Rideshare Operations recommends that Vanpools designate no more than three off-campus 
pick-up points and three drop-off/pick-up points on campus. 
 
I.   Route and/or pick-up points and times are to be decided by participants and then reported 
to the Vanpool Coordinator.  Any changes in route and/or pick-up points must be in the best 
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interest of the majority of Vanpool participants, and as such must be decided by group 
consensus.  The following process should be used when considering change: 
 

1. The driver submits a letter or email to the riders with the proposed change and how it 
would benefit the group as a whole. 
2. Vanpool participants will provide their individual responses to the proposed change, and 
the driver will then provide the group response. 
3. If the Vanpool group agrees to the proposed change, the Vanpool Coordinator suggests 
a trial period for one week before the change is permanently implemented. 
4. Upon permanent implementation of the route or time change, the driver will submit the 
changes to the Vanpool Coordinator to be updated on all marketing materials. 

 
J.  Each driver is issued a green medical certification card and a white “sworn statement” 
card.  These two items must be carried in the driver’s wallet at all times.  Both are valid for up 
to two years and must be presented to any law enforcement officer upon request. 
 
K. Three months prior to the expiration of each driver’s green medical certification card, 
Enterprise Rideshare will send a reminder to the driver about the re-certification physical.  It is 
the driver’s responsibility to complete the exam PRIOR to the expiration date. 
 
L. Due to the impact of new construction on campus parking, Vanpool vehicles are only 
permitted to park in "A" Red, "B" Green, or "S" Yellow parking spaces beginning 
January 3, 2005.  However, Vanpool drivers should only park in "S" Yellow spaces as a last 
resort, when no "A" or "B" spaces are available, since students will be impacted the most by 
construction-related space reallocation.  Vanpool vehicles will be restricted from parking in 
any metered, Service Yard, or UC Vehicle spaces as well as Loading Zones. 
 
M.  Please DO NOT talk on your cell phone while driving the vanpool.  This is extremely 
dangerous and has been found to contribute heavily to driving accidents. 
 
N.  Driving a vehicle that you have not been authorized to drive through Enterprise Rideshare 
is strictly prohibited by Enterprise.  If you drive a vehicle that you are not authorized to drive 
you do so without being covered by insurance and will be held 100% responsible if an 
accident occurs. 
 
 
I. 7. STANDBY PARTICIPANTS 
 
A.  One standby participant can be assigned to each Vanpool. 
 
B.  The standby participant is given priority for a permenant seat when one becomes 
available.  A maximum of 7 participants and 1 driver can be legally transported on the 
Vanpool.   
 
C.  The standby participant must board at the last pick-up point of any route with more than 
one pick-up point. 
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D.  The standby participant should be aware that when the van is full, he/she must drive 
his/her own vehicle. 
 
E.  The standby participant pays the full-time monthly rate with no discount or refund. 
 
 
 
I. 8. TEMPORARY PARTICIPANTS 
 
A.  If space is available, temporary participants may join the Vanpool but prior arrangements 
must be made with, and approved by, the Vanpool Coordinator. 
 
B.  Individuals who need to ride for a few days pay a flat fee of $4.00 per day (Paid in 
advance). One-day participants will pay a $6.00 fee (paid in advance). 
 
C. Temporary participants do not qualify for free Occasional Use permits or the Emergency 
Ride Home program. 
 
D.  Occasional one-time rides may be given to UCSD employees who are not enrolled in the 
Vanpool program.  Prior notification to, and approval by, the Vanpool Coordinator is needed 
in order to comply with all UCSD and Risk Management policies and documentation 
requirements. 
 
 
I. 9. WAITING LISTS 
 
A.  The Vanpool Coordinator maintains two different types of waiting lists. 
 

1. Existing Vanpools have a continuous waiting list of potential participants to call upon 
when space becomes available. 
2.  Forming Vanpools have a waiting list to keep track of the number of potential 
participants and destinations to draw from when attempting to form new vanpools and 
routes. A new vanpool may be started once 6 permanent participants, including two 
drivers, have agreed to take part in the Vanpool program and have established a route 
that is practical for all participants. 

 
B.  Current participants wishing to move from one van to another, must request from and 
receive approval by the Vanpool Coordinator prior to making the move. Once approved, 
current participants are given first priority on the waiting list unless they are moving from one 
van to another within the same area.  In any case, participant requests for moves will not be 
approved if the move will cause their current Vanpool to drop below 6 participants.  
 
 
I. 10. VANPOOL VEHICLE USE 
 
A.  Use of Vanpool vehicles is allowed outside designated commute hours.  
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B.  Vanpool vehicles may be used to go between pick up/drop off locations off campus and 
the driver’s residence.  If while on campus, the driver needs to attend a meeting on campus 
and does not have a personal or UCSD vehicle in which to attend the meeting, the driver may 
use the vanpool to drive to the meeting.  Please understand that parking rules still apply.  
 
C.  Vanpool vehicles may be parked on campus in any UNRESTRICTED “A”, “B”, “S” space, 
however, please use “S” spaces as a last resort. 
 
D.  Transporting minors (persons under the age of 18) in Vanpool vehicles is strictly 
prohibited at all times, regardless of the reason. 
 
E.  Transporting any persons other then Vanpool participants is also strictly prohibited, unless 
requested to and approved by the Vanpool Coordinator. 
 
 
I. 11. TRANSPORTING ANOTHER VANPOOL’S PARTICIPANT 
 
A.  If two Vanpools share a similar route, the driver of one Vanpool may allow participants 
from the other (similar route) Vanpool to ride on a temporary basis during holidays or in 
emergency situations, but only if space allows. The transfering rider must notify their own 
driver as well as the other driver prior to switching rides. 
 
B.  The total number of participants riding on the van may never exceed the limit of eight (8).   
 
 
I. 12. MAINTAINING VANPOOL STATUS 
 
A.   A maximum of 7 participants and 1 driver can be legally transported on the vanpool.  One 
standby participant may be assigned to each van. The total number of participants assigned 
to a van cannot exceed 9 persons. 
 
B.  Vanpool rates are based on 7 participant fares.  Rideshare Operations will subsidize up to 
three participants’ monthly fares for a limited number of months.  This allows time for new 
vanpool groups to completely fill their van or for existing Vanpool groups to replace 
participants. 
 
C.  If the number of paying participants drops to 5 or fewer, the Vanpool Coordinator will 
notify participants in writing that the van is required to disband within 60 days unless: 
 
 1. Additional participants register or, 
 2. The 5 paying participants agree to equally share the cost of the vacant seats.  
 
D.  Vanpools that decide to disband are required to return the Vanpool vehicle to the Vanpool 
Coordinator as well as their Occasional Use permits.  Participants of disbanded Vanpools are 
encouraged to form carpools and join the Carpool Club.  
 
 
I. 13. CANCELLATION OF VANPOOL PARTICIPATION 
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A.  Any Vanpool participant who wishes to stop riding a van must come to the Rideshare 
Office in the Gilman Parking Structure to sign a payroll deduction cancellation form and return 
his/her Occasional Use permit. 
 
B.  If the participant canceling is a driver he/she must also return the Vanpool vehicle keys at 
this time.  If a refund is due, the amount due will be indicated on the canceling participant’s 
paycheck with a (-) symbol behind the refund.  A refund will be issued beginning from the 
date of cancellation. 
 
C.  No refund will be issued until the participant returns his/her Occasional Use permit. 
 
 
II. 1. OCCASIONAL USE PARKING PERMITS 
 
A.  All UCSD Vanpool participants become eligible to receive Occasional Use parking permits 
(OU) when they register with the program and complete a Payroll Deduction form at the 
Rideshare Operations Office.  This permit provides thirty days per quarter of courtesy parking 
based upon the eligibility status indicated on the front of the permit (A, B, S). Quarterly 
permits are distributed to each van before the current quarterly permit expires. 
 
B.  The Vanpool Coordinator reserves the right to change or restrict the conditions under 
which the OU permit is used.  Any falsification, alteration, erasure, lamination or other 
misuse of the OU permit is prohibited and may result in a citation carrying up to a $300 
fine.  These restrictions are printed on the back of the permit.  If a citation is received for 
altering a permit, the permit must be immediately surrendered to the Adjudication Office.  
First-time offenders will not receive another OU permit until the next quarter or for at least 
eight weeks, whichever is longer.  Repeat offenders will lose this privilege permanently.  The 
Vanpool Coordinator uses the “3 strikes” rule below when considering disciplinary action for 
participants who misuse permits: 
 
 1. The 3 strikes process: 
  a. Verbal warning by Citations and Vanpool Coordinator. 
  b. Written warning by the Vanpool Coordinator. 

c. Permanent withdrawal of OU permit privileges, with possible dismissal based on 
integrity and monetary considerations. 

 
C.  Vanpool OU permits are valid Monday through Friday in red, green or yellow spaces 
(depending on which permit you are issued) and metered spaces after 4:30pm, (no fee 
required).  Vanpool OU permits are NOT valid in Reserved, Carpool Reserved, Service Yard, 
Loading Zone, Disabled, UC Vehicle spaces or other restricted areas.  On weekends you 
must have a permit to park at the Hillcrest Medical Center, Thornton/Perlman, and SIO. 
 
D.  An OU permit is to be used only by the person to whom it is assigned and may not be 
shared with anyone else. 
 
E.  A complimentary one-day permit can be issued up to three times per year as a courtesy to 
anyone who forgets his/her OU permit.  Rideshare Operations cannot replace lost or 
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misplaced OU permits unless a copy of a police report is given to Rideshare Operations.  
Replacement permits can be purchased in the parking office. 
 

F. If additional days are needed additional OU permits may be purchased at the Parking 
Offices either on campus or at the Hillcrest Medical Center.  OU permits that are 
purchased from the Parking Office provide 10 days of parking per quarter.  

 
G. When a participant cancels ridership for any reason, his/her OU permit must be 

returned to the Vanpool Coordinator before payroll deduction will be stopped or a 
refund is issued. 

 
H. If a rider needs more than 1 month of parking the Vanpool Office recommends 

dropping off the vanpool for that period and returning when the riders schedule is more 
routine.  

 
 
II. 2. EMERGENCY RIDE HOME PROGRAMS 
 
A.  All Vanpool participants MUST register with RideLink by going to their web site at 
www.ridelink.org/van_pool.html or by calling 1 (800) COMMUTE, and choosing option 3. 
RideLink can provide a fairly rapid response in providing emergency rides to participants for 
$3.00 charge. Complementary emergency rides are limited to three per person per calendar 
year.  
 
B.  In the event a Vanpool participant has a personal or family member emergency or illness, 
or has unscheduled overtime, emergency rides from RideLink are the most readily available 
option.  In the event a Vanpool participant cannot obtain a ride by any other means, the 
Rideshare Operations staff may be able to provide a ride for the participant to his/her 
originating pick up point.  As a general rule, emergency rides home through the Vanpool 
office must take place between 9 a.m. and 2 p.m. and are dependent on the availability of a 
qualified driver and vehicle.  Vanpool participants who need this free service should call 534-
RIDE on campus or Medical Center to make arrangements.  Complementary emergency 
rides are limited to three per person per calendar year. 
 
C.  In the event that a Vanpool driver has to leave work and a back up driver is not available, 
the Vanpool Coordinator can make arrangements to have the Vanpool vehicle driven back to 
the originating pick up point in the afternoon.  All arrangements must be scheduled with 
Vanpool Coordinator ideally before 1:30p.m. 
 
D.  If a participant misses an evening Vanpool pick-up he/she may contact Fleet Services at 
858-534-3485 for a ride home or to lease a vehicle overnight.  There is a limit of one Fleet 
lease or ride home per calendar year. 
 
 
III. 1. VANPOOL FUELING AND WASHING 
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A.  It is the responsibility of each driver to keep the vanpool vehicle clean. The vanpool 
program will reimburse the driver up to $20 per month to keep the vehicle clean inside and 
out. 
 
B.  It is the responsibility of each driver to fuel the vehicle. 
 

1. Gas for campus vanpools is to be obtained ONLY at Fleet Services. 
2. The Hillcrest Medical Center Vanpools may purchase gas at the Chevron station 

located at the bottom of Bachman Road at 755 Hotel Circle South.  Off-campus fuel 
receipts are to be turned in monthly to the Vanpool Coordinator with the monthly 
mileage log. 

 
III. 2. DRIVER RELATED COMPLAINTS 
 
A.  Certified drivers are required to maintain high standards of driving safety.  However, 
Vanpool participants and non-participants may occasionally observe and become concerned 
about a Vanpool driver’s actions behind the wheel, or driver behavior that they believe may 
potentially put participants at risk or compromise their safety.  In such situations, a concerned 
observer may contact the Vanpool Coordinator to register a complaint.  This complaint must 
be made in writing.  The identity of the person initiating the complaint may or may not be 
made available to the driver. This is dependant upon the situation.  The Vanpool Coordinator 
will inform drivers of all complaints, but only complaints made in writing can be documented 
and kept as record on file.  Outside compalints (from others off campus) will be passed on to 
the drivers as well. 
 
B.  The “3 strikes” rule is applied by Rideshare Operations as disciplinary action in the case of 
driver complaints. 
 
 1. Steps in the 3 strikes process: 
 
  a. Verbal warning 
  b. Written warning 
  c. Dismissal if deemed necessary 

 2.  Enterprise also maintains their own list and may ask a driver to step down if they  
receive too many complaints. 

 
C.  UCSD reserves the right to dismiss any driver for just cause.  Additionally, the Vanpool 
Coordinator reserves the right to revoke the driving privileges of any driver who fails to comply 
with California DMV Vehicle Code regulations, UCSD Policies and Procedures or the 
Principles of Community.  In addition, Enterprise reserves the right to revoke driving privilages 
if they receive 2 complaints. 
 
 1. Any driver involved in two accidents in a span of three years, in which he/she is found 
at fault, will lose his/her eligibility to drive the Vanpool. 
 
D.  A driver who receives a written warning from the Vanpool Coordinator has seven working 
days to respond in writing.  Within two working days of receiving the driver’s response one or 
more of the following actions may occur: 
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 1. A retraining session is scheduled to address specific skills. 
 2. The driver is asked to change the behavior and the complaint is documented and filed 
for review, pending future complaints. 
 3. The driver’s status is revoked indefinitely if two similar previous/concurrent warnings 
occur and change in behavior is not apparent. 
 4. If complaints are determined to be unfounded they will be documented as information 
only. 
 
E.  A driver may dispute a dismissal determination. 
 
 1. Dismissal dispute procedure: 
 
  a. Written explanations from both the driver and Vanpool coordinator are sent to the 
Assistant Director of Transportation and Parking Services (TPS) for review and final 
resolution.  The Assistant Director has 15 working days to respond in writing. 
 
E. Driving a Vanpool vehicle is not considered a condition of UC employment. 
 
F. Section II.1.B. pertaining to misuse of OU permits also applies. 
 
III. 3.  RIDER RELATED COMPLAINTS 
 
A.  The “3 strikes” rule is applied by Rideshare Operations as disciplinary action in the case of 
rider/driver complaints. 
 
 1. Steps in the 3 strikes process: 
 
  a. Verbal warning 
  b. Written warning 
  c. Dismissal if deemed necessary 
 

 2.  Enterprise also maintains their own list and may ask a driver to step down if they  
received too many complaints. 

 
C.  UCSD reserves the right to dismiss any rider/driver for just cause.  Additionally, the 
Vanpool Coordinator reserves the right to revoke riding privileges of any rider/driver who fails 
to comply with California State laws or Code regulations (not wearing a seatbelt), UCSD 
Policies and Procedures or the Principles of Community.  In addition, Enterprise reserves 
the right to revoke riding/driving privilages if they receive 2 complaints. 
 
D.  A rider/driver who receives a written warning from the Vanpool Coordinator has seven 
working days to respond in writing.  Within two working days of receiving the rider/driver’s 
response one or more of the following actions may occur: 
 
 1. The rider/driver is asked to change the behavior and the complaint is documented and 
filed for review, pending future complaints. 
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 2. The rider’s/driver’s status is revoked indefinitely if two similar previous/concurrent 
warnings occur and change in behavior is not apparent. 
 3. If complaints are determined to be unfounded they will be documented as information 
only. 
 
E.  A rider/driver may dispute a dismissal determination. 
 
 1. Dismissal dispute procedure: 
 
  a. Written explanations from both the rider/driver and Vanpool coordinator are sent to 
the Assistant Director of Transportation and Parking Services (TPS) for review and final 
resolution.  The Assistant Director has 15 working days to respond in writing. 
 
F.  Riding on a Vanpool vehicle is not considered a condition of UC employment. 
 
 
Section II.1.B. pertaining to misuse of OU permits also applies. 
 
 
III. 4.  VANPOOL COORDINATOR SUPPORT AND SAFETY SERVICES 
 
A. Marketing 
 
The Vanpool Coordinator is responsible for marketing the Vanpool program in order to 
develop a system that provides for continued growth, and helps to bring in participants to fill 
empty seats.  Marketing methods can include: 
 
 1. Fliers 
 2. Emails 
 3. Postings 
 4. Events 
 5. Presentations 
 
B. Administrative 
 
The Vanpool Coordinator is responsible for maintaining up-to-date records of all vanpools, 
participants (i.e. standby, temporary, waiting list) rosters, vehicles, OU permits, and 
disciplinary actions.  Other administrative functions include: 
 

1. Process applications and cancellations 
2. Payroll deductions 
3. Mileage logs 
4. Fare collections 
5. Maintain waitlists 
6. Suggest updates of website 
7. Update printed materials 

 
C. Communication 
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1. Meeting coordination 
2. Email alerts 
3. Communicate with prospective Vanpoolers 
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IV. 1. VEHICLE BREAKDOWN 
 
Please refer to the Enterprise Rideshare Procedure List.   
 
 
IV. 2. ACCIDENTS 
 
Please refer to the Enterprise Rideshare Procedure List. 
Please notify Enterprise Rideshare within 24 hours of the incident. 
 
A. In the event of an accident: 
 

1. Do not discuss the accident except with police, campus or hospital, Enterprise 
Rideshare, or your supervisor.  

2. Do not admit liability or offer to pay for damages. 
3. Aid any injured persons and call for ambulance assistance if necessary. Protect the 

participants from any further damage. 
4. If the incident occurs on campus: call campus police. Campus police must be called 

even if there is no personal injury or damage to the vehicle.  If the incident occurs off 
campus: call the local police to file an accident report. 

5. Get the accident packet from the driver’s door of the vanpool vehicle and follow the 
instructions implicitly on the outside of the envelope. 

a. Describe and diagram the accident, as well as any injuries and/or property 
damage. 

b. Turn in a copy of the accident report to the Enterprise Rideshare within 24 hours 
of the accident or the next workday. 

6. Get written statements from witnesses, including names and phone numbers. 
  
 
IV. 3. CAMPUS-WIDE EMERGENCY 
 
A.  Each Vanpool should discuss a plan of action for their group in order to be prepared for a 
potential emergency situation.  Choose a meeting place, a contact person and an alternate to 
coordinate possible evacuation or emergency response activities. 
 
B.  One contact person should be identified within each Vanpool.  The contact person’s 
responsibility is to communicate and/or coordinate with the Vanpool Coordinator during an 
emergency.  
 
C.  In the event of a campus or medical center emergency, all Vanpool vehicles should 
remain at their locations until all participants have been contacted and the group has agreed 
on a departure plan. 
 
D.  In campus wide emergency situations, Rideshare Operations cannot provide individual 
rides home. 
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E.   If all participants can arrange for other transportation and supervisors for all participants 
have approved early work departure time, Vanpools may leave prior to their normal departure 
times.   
 
F.  It is the responsibility of each participant to comply with his/her individual department’s 
emergency requirements.  
 
 
V. CODE OF CONDUCT 
 
A.  All participants should conduct themselves in such a manner as to maximize their own 
safety and the safety of their fellow Vanpool participants. 
 
B.  All participants will be responsible for reading the Vanpool Policies and Procedures and 
then expected to sign the form stating that you have read and understand them. 
 
B.  Conduct must reflect the “Principles of Community” and compliance with UCSD non-
discrimination, sexual harassment and racial harassment policies. It is each individual’s 
responsibility to be aware of UCSD policies. 
 
C.  Behavior that may compromise the safety or comfort of the group should be discussed 
and resolved within the Vanpool whenever possible.  If at all possible, try to designate one 
volunteer to act as an arbiter.  Unresolved issues should be brought to the attention of the 
Vanpool Coordinator.  
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The Telework Policy provides guidelines on the teleworking program. It defines the 
parameters of the teleworking arrangement. The policies must fit the existing corporate 
culture. 
 

Sample 
Telework Program Policy 

 
Teleworking, or telecommuting, is the concept of working from home or another location 
on a full- or part-time basis. Teleworking is not a formal, universal employee benefit. 
Rather, it is an alternative method of meeting the needs of the company. The company 
has the right to refuse to make teleworking available to an employee and to terminate a 
teleworking arrangement at any time. Employees are not required to telework. 
Employees have the right to refuse to telework if the option is made available. 
 
The company’s policies for teleworking are as follows: 
 
Compensation and Work Hours 
The employee’s compensation, benefits, work status and work responsibilities will not 
change due to participation in the teleworking program. 
 
The amount of time the employee is expected to work per day or pay period will not 
change as a result of participation in the teleworking program. 
 
Eligibility 
Successful teleworkers have the support of their supervisors. Employees will be 
selected based on the suitability of their jobs, an evaluation of the likelihood of their 
being successful teleworkers, and an evaluation of their supervisor’s ability to manage 
remote workers. Each department will make its own selections. 
 
Upon acceptance to the program both the employee and manager will be expected to 
complete a training course designed to prepare them for the teleworking experience. All 
teleworkers must sign an agreement. 
 
Equipment/Tools 
The company may provide specific tools/equipment for the employee to perform his/her 
current duties. This may include computer hardware, computer software, phone lines, 
email, voice-mail, connectivity to host applications, and other applicable equipment as 
deemed necessary. 
 
The use of equipment, software, data supplies and furniture when provided by the 
company for use at the remote work location is limited to authorized persons and for 
purposes relating to company business. The company will provide for repairs to 
company equipment. When the employee uses her/his own equipment, the employee is 
responsible for maintenance and repair of equipment. 
 
A loaner laptop may be provided when available. Loaner computers will vary in 
performance and configuration. Loaners must be returned upon request. 



 
 
Workspace 
The employee shall designate a workspace within the remote work location for 
placement and installation of equipment to be used while teleworking. The employee 
shall maintain this workspace in a safe condition, free from hazards and other dangers 
to the employee and equipment. The company must approve the site chosen as the 
employee’s remote workspace. Employee is expected submit three photos of the home 
workspace to management prior to implementation. 
 
Any company materials taken home should be kept in the designated work area at 
home and not be made accessible to others. 
 
Office Supplies 
Office supplies will be provided by the company as needed. Out-of-pocket expenses for 
other supplies will not be reimbursed unless by prior approval of the employee’s 
manager. 
 
Worker’s Compensation 
During work hours and while performing work functions in the designated work area of 
the home, teleworkers are covered by worker’s compensation. 
 
Liability 
The employee’s home workspace will be considered an extension of the company’s 
workspace. Therefore, the company will continue to be liable for job-related accidents 
that occur in the employee’s home workspace during the employee’s working hours. 
 
The company will be liable for injuries or illnesses that occur during the employee’s 
agreed-upon work hours. The employee’s at-home work hours will conform to a 
schedule agreed upon by the employee and his or her supervisor. If such a schedule 
has not been agreed upon, the employee’s work hours will be assumed to be the same 
as before the employee began teleworking. 
 
The company assumes no liability for injuries occurring in the employee's home 
workspace outside the agreed-upon work hours. 
 
The company is not liable for loss, destruction, or injury that may occur in or to the 
employee’s home. This includes family members, visitors, or others that may become 
injured within or around the employee’s home. 
 
Dependent Care 
Teleworking is not a substitute for dependent care. Teleworkers will not be available 
during company core hours to provide dependent care. 
 
Income Tax 
It will be the employee’s responsibility to determine any income tax implications of 
maintaining a home office area. The company will not provide tax guidance nor will the 
company assume any additional tax liabilities. Employees are encouraged to consult 



with a qualified tax professional to discuss income tax implications. 
 
 
 
 
Communication 
Employees must be available by phone and email during core hours. All client 
interactions will be conducted on a client or company site. Participants will still be 
available for staff meetings, and other meetings deemed necessary by management. 
 
The company will pay work-related voice and data communication charges 
 
Evaluation 
The employee shall agree to participate in all studies, inquiries, reports and analyses 
relating to this program. 
 
The employee remains obligated to comply with all company rules, practices and 
instructions. 
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Best Workplaces for Commuters 
managed by the National Center for Transit Research at USF 

Benefits 

Membership Provides High Value  

As a professional in human resources, finance, communications/public relations, or environmental management, you 
seek innovative solutions to your everyday goals and challenges. Whether you are concerned with employee job 
satisfaction, company finances, maintaining a positive organizational image, or improving quality of life in your 
community and the global environment, Best Workplaces for Commuters is a natural choice to meet your needs. 

By meeting the Standard of Excellence and offering high level commuter benefits, your organization will exclusively 
receive: 

� National public recognition for being commuter-friendly and socially responsible  
� Employer name listed on BWC National Website  
� Exclusive use of the BWC Logo on your website and materials  
� Employer name included on list release and announced via social medias  
� Race to Excellence: Participate and receive recognition at a “Live” National Awards Ceremony  
� Certificate Plaque to display your elite status year round  
� Web conferences and training to help you implement commuter benefits  
� Research and benchmarking  
� Web-based tools to help you calculate the overall financial, environmental, and traffic improvements associated 

with your commuter benefits  
� Help desk and one-on-one assistance to answer program questions, provide tips and resources, and help 

recognize your achievements  
� Networking opportunities with peers and experts in the field to exchange ideas and learn new strategies  
� Low cost membership dues of $230 per worksite annually provide recognition and benefits year round  

The BWC website also includes Commuter Benefit Briefs that provide detailed information on tax benefits associated 
with commuting options such as transit, vanpools, carpools, parking cash-out, telework, and emergency ride home 
programs. The site also offers resources to assist you in understanding and estimating employer benefits. 

Date: September 30, 2009 

Best Workplaces for Commuters uses WordPress as content manager. 

Page 1 of 1Benefits » Best Workplaces for Commuters
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Send your completed application to: Best Workplaces for Commuters, c/o Center for Urban Transportation Research, University of South 
Florida, 4202 E. Fowler Ave., CUT100, Tampa, FL 33620-5375 or fax 813.974.5168 or email to info@bestworkplaces.org 

www.bestworkplaces.org  

1 

 
INSTRUCTIONS: Please print out this blank application, hand print or type, and send your completed application to: Best 

Workplaces for Commuters, c/o Center for Urban Transportation Research, University of South Florida, 4202 E. Fowler Ave., 
CUT100, Tampa, FL 33620-5375 or fax 813.974.5168 or email to info@bestworkplaces.org 

In order to qualify as one of the Best Workplaces for Commuters, your organization must offer at least one of 
the following primary benefits:  
• At least $30 per month towards a transit pass or vanpool pass (or the full cost of a pass if it is less than $30) 

to each employee who commutes using transit or a vanpool.  
• At least 30 percent of employees participating in a pre-tax purchase of a monthly transit pass or vanpool 

pass of at least $30 per month (or the full cost of a pass if it is less than $30).  
• A significant telework program that reduces by at least 6 percent the number of commuting trips 

employees make.  
• A significant compressed work week program that reduces by at least 6 percent the number of commuting 

trips employees make. 
• At least $30 per month (in lieu of providing a parking spot) to each employee who leaves their car at home 

and commutes another way.  
• An equivalent benefit that provides similar value to employees, reduces traffic and air pollution, and is 

agreed to by Best Workplaces for Commuters. Your organization must also offer access to an Emergency 
Ride Home program and 3 supporting benefits, such as carpool matching, shuttles and on-site amenities 
(e.g., cafeteria, dry cleaners). If you have fewer than 20 employees, you need only provide one supporting 
benefit.  

 

Application Date __________________________________ 

  
Employer Information  
Employer Name: ______________________________________ (as you would like it to appear) 
Address: ______________________________________     
City: ______________________________________ State: _____ Zip Code: ________ 
URL: ______________________________________     
Nature of Business: _________________________________________________________________________ 

Is your company a FORTUNE 500 company or owned by a FORTUNE 500 company? Yes ❑ No ❑  

Approximate number of employees in the U.S. ___________________________________________________ 

How did you hear about us? __________________________________________________________________ 
Organization that talked to you about applying for Best Workplaces for Commuters:  
_________________________________________________________________________________________ 

1 

mailto:info@bestworkplaces.org�
http://www.bestworkplaces.org/�
mailto:info@bestworkplaces.org�


Send your completed application to: Best Workplaces for Commuters, c/o Center for Urban Transportation Research, University of South 
Florida, 4202 E. Fowler Ave., CUT100, Tampa, FL 33620-5375 or fax 813.974.5168 or email to info@bestworkplaces.org 

www.bestworkplaces.org  
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Worksite-specific Information  
(for worksites covered by this application)  

This application should cover worksites that:  

1. are located in the same metropolitan area AND  
2. offer the same primary commuter benefit AND  
3. have the same primary contact  
 
If you have additional worksites that do not meet these conditions, please include them on a separate 
application.  

Number of worksites covered by this application: Approximate number of employees at these worksites 
(combined): Approximate number of employees at these worksites who are offered commuter benefits (even if 
they are not using them):  

Does your organization have other worksites in this metropolitan area that are not included on this application?   
❑ Yes (please list)  
❑ No  
❑ Not Sure  

 
Does your organization have worksites in other metropolitan areas that offer commuter benefits?   

❑ Yes (please provide additional information)  
❑ No  
❑ Not Sure  

 
Please provide the information below for each worksite included on this application. List the primary worksite 
first.  

Worksite: ____________________________________________     
Address: ____________________________________________     
City: ____________________________________________ State: ________ Zip Code: ________ 
 
Approximate number of employees at this worksite: ___________ 

Approximate number of employees at this worksite who are eligible for commuter benefits: __________  

If you have additional worksites to be included on this application, please submit the information on a separate 
sheet.  
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Primary Contact  
(Person with day-to-day responsibility for commuter benefits program)  

Name: ____________________________________________     
Title: ____________________________________________     
Dept: ____________________________________________     
Address: ____________________________________________     
City: ____________________________________________ State: ________ Zip Code: ________ 
State: ____________________________________________     
Phone: ____________________________________________ Fax: _____________________________ 
E-mail: ____________________________________________     
 
Manager  
(Person who oversees administration of commuter benefits program)  
❑ Same as above  

Name: ____________________________________________     
Title: ____________________________________________     
Dept: ____________________________________________     
Address: ____________________________________________     
City: ____________________________________________ State: ________ Zip Code: ________ 
State: ____________________________________________     
Phone: ____________________________________________ Fax: _____________________________ 
E-mail: ____________________________________________     
 
Media Contact  
❑ Same as Manager  
❑ Same as Primary Contact 
 
Name: ____________________________________________     
Title: ____________________________________________     
Dept: ____________________________________________     
Address: ____________________________________________     
City: ____________________________________________ State: ________ Zip Code: ________ 
State: ____________________________________________     
Phone: ____________________________________________ Fax: _____________________________ 
E-mail: ____________________________________________     
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We offer at least one 
(Please check all that apply)  

of the following primary benefits to our employees:  

❑ We offer to pay at least $30 per month towards a transit pass (or the full cost of a pass if it is less than 
$30) to each employee who commutes using transit.  We pay $___ per month on average for each 
transit user.  
❑ If the amount is less than $30, please confirm that this is the full cost of the monthly pass by checking this 

box.  

❑At least 30 percent of our employees purchase transit pass or vanpool pass of at least $30 per month (or the 
full cost of a pass if it is less than $30) using pre-tax income.  

 
❑ We offer to pay at least $30 per month towards a vanpool pass (or the full cost of a pass if it is less than 

$30) to each employee who commutes in a vanpool. We pay $___ per month on average for each 
vanpool rider.  
❑ If the amount is less than $30, please confirm that this is the full cost of the monthly pass by checking this 

box.  

❑ We offer a significant telework program that reduces by at least 6 percent the number of commuting trips 
our employees make.  We estimate ___ % of our employees’ commute trips are eliminated by telework  

 
❑ We offer a significant compressed work program (e.g., workweek is 40 hours over 4 days) that reduces by at 

least 6 percent the number of commuting trips our employees make. We estimate ___ % of our employees’ 
commute trips are eliminated by our compressed work week program.  

 
❑ We offer to pay at least $30 per month (in lieu of providing a parking spot) to each employee who leaves 

their car at home and commutes another way.  We pay $___ per month for each parking spot given up  
 
❑ We offer an equivalent benefit that provides similar value to our employees, reduces traffic and air 

pollution, and is agreed to by Best Workplaces for Commuters.  Please attach your proposed benefit 
option to this application.  
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We offer at least three 

(Please check all that apply)  

of the following supporting benefits to our employees (you need to provide only one if 
you have fewer than 20 employees):  

❑ Active membership in a Transportation Management Association (TMA) or participation in a voluntary regional 
air quality program (e.g., Spare the Air, Air Awareness, SEQL, Clean Air Coalition) or another employer-based 
commuter program  

❑ Active membership in a local ozone awareness program, in which you agree to notify employees of expected 
poor air quality and suggest ways that they might minimize polluting behaviors  

❑ Ridesharing or carpool matching, either in-house or through an outside organization  
❑ Pre-tax transit subsidy deducted from employee paycheck  
❑ Pre-tax vanpool subsidy deducted from employee paycheck  
❑ Transit benefits of less than $30 per month (or less than the full cost if less than $30)  
❑ Vanpool benefits of less than $30 per month (or less than the full cost if less than $30)  
❑ Cash in lieu of an employer-provided parking spot in an amount less than $30 per month (or less than 75 percent 

of the actual parking benefit)  
❑ Shuttles from transit stations, either employer-provided or through a local TMA or similar service provider  
❑ Parking at park-and-ride lots or vanpool staging areas  
❑ Provision of real-time (i.e., intelligent) commuting information  
❑ Preferred parking for carpools and vanpools  
❑ Reduced parking costs for carpools and vanpools  
❑ Employer-supported vanpools—provided in-house  
❑ Employer-supported vanpools—provided by an outside organization  
❑ Employer-provided membership in a car sharing program (visit www.carsharing.net to learn more)  
❑ Secure bicycle parking, showers, and lockers  
❑ Electric bicycle recharging stations  
❑ Employee commuting awards programs  
❑ Discounts and coupons for bicycles for bicyclists or shoes for walkers  
❑ Compressed work schedules  
❑ Telework that reduces commute trips by less than 6 percent  
❑ Lunchtime shuttle  
❑ Proximate commute (where employees work at locations closer to their homes)  
❑ Incentives to encourage employees to live closer to work  
❑ Incentives to encourage employees to use alternative transportation (e.g., additional vacation time)  
❑ On-site amenities (e.g., convenience mart, dry cleaning, etc.)  
❑ Concierge services  
❑ Bikesharing program  
❑Actively promote and participate in healthy initiatives to encourage and increase employee walking and bicycling 
❑Other options that you may propose  

Describe proposed option: _______________________________________________________ 
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We also claim credit for one or more of the following LEED Alternative Transportation credits for this workplace 
as a supporting benefit for Best Workplaces for Commuters.  (OPTIONAL) 

❑ LEED SS Credit 4.1: Alternative Transportation – Public Transportation Access (6 LEED points) 
□ OPTION 1: Rail Station Proximity – locate the project within ½ mile walking distance (measured from a main 

building entrance) of an existing or planned and funded commuter rail, light rail or subway station. 
□ OPTION 2: Bus Stop Proximity – locate the project within ¼ mile walking distance (measured from a main 

building entrance) or 1 or more stops for 2 or more public, campus, or private bus lines usable by building 
occupants. 

❑ LEED SS Credit 4.2: Alternative Transportation – Bicycle Storage and Changing Rooms (2 LEED points) 
□ OPTION 1: Provide secure bicycle racks and/or storage within 200 yards of a building entrance  for  3% or 

more of all building users (calculated on average for the year) and provide shower and changing facilities in 
the building, or within 200 yards of a building entrances, for 0.5% of full-time equivalent (FTE) occupants.  

□ OPTION 2: Provide secure bicycle storage for 3% of the occupants for up to 300,000 square fee, then an 
additional 0.5% for the occupants for the space over 300,000 square feet. Mixed use buildings with a total 
gross square footage greater than 300,000 square feet must apply this calculation for each use of the 
building. Provide shower and changing facilities in the building, or within 200 yards of a building entrance, 
for 0.5% of FTE occupants. 

❑ LEED SS Credit 4.3: Alternative Transportation—Low-Emitting and Fuel-Efficient Vehicles (3 LEED points) 
□ OPTION 1:  Provide preferred parking for low-emitting and fuel-efficient vehicles for 5% of the total vehicle 

parking capacity of the site. Providing a discounted parking rate is an acceptable substitute for preferred 
parking for low-emitting/fuel-efficient vehicles. To establish a meaningful incentive in all potential markets, 
the parking rate must be discounted at least 20%. The discounted rate must be available to all customers 
(i.e. not limited to the number of customers equal to 5% of the vehicle parking capacity), publicly posted at 
the entrance of the parking area, and available for a minimum of 2 years. For project types that demonstrate 
market barriers to the definition of preferred parking closest to the main entrance, alternatives may be 
considered on a case-by-case basis.  

□ OPTION 2:  Install alternative-fuel fueling stations for 3% of the total vehicle parking capacity of the site. 
Liquid or gaseous fueling facilities must be separately ventilated or located outdoors. 

❑ LEED SS Credit 4.4: Alternative Transportation—Parking Capacity 1. Non-Residential Projects (2 LEED Points) 
□ OPTION 1: Size parking capacity to meet but not exceed minimum local zoning requirements.  
□ OPTION 2: For projects that provide parking for less than 3% of full-time equivalent (FTE) building 

occupants: Provide preferred parking for carpools or vanpools, marked as such, for 3% of total parking 
spaces. Providing a discounted parking rate is an acceptable substitute for preferred parking for carpool or 
vanpool vehicles. To establish a meaningful incentive in all potential markets, the parking rate must be 
discounted at least 20%. The discounted rate must be available to all customers (i.e. not limited to the 
number of customers equal to 5% of the vehicle parking capacity), publicly posted at the entrance of the 
parking area, and available for a minimum of 2 years.  

□ OPTION 3: Provide no new parking. 
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Other Requirements  
❑ Our employees have access to an Emergency Ride Home (ERH) program.  

❑ provided in-house ❑ provided by an outside organization  
 

Please provide the name of the outside organization: ______________________________________________  

By submitting this application, we agree to the following conditions: 

❑ We have a central point of contact in charge of commuter benefits.   
❑ We keep information on commuter benefits in a centralized location.   
❑ We actively promote our commuter benefits to employees.    
❑ We agree to look for opportunities to use the Best Workplaces for Commuters name and logo to promote our 
designation (e.g., Web sites, press releases, job ads, newsletters, annual reports, etc.)   
❑ We commit to ensuring that within 18 months of acceptance into the program at least 14 percent of our 
employees will not be driving alone to work. 
❑If our application is approved, we will pay the annual membership fee of $230, covering through December 
31, 2010.    
 
Media Recognition  
We would like to help you publicize your designation as one of the Best Workplaces for Commuters.  As a 
minimum, your organization will be listed by name, city/state, and industry on www.bestworkplaces.org and 
may be promoted using various forms of social media (e.g., Facebook, Twitter) 

❑ Yes ❑ No May we list your organization as one of the Best Workplaces for Commuters in media 
releases? 

❑ Yes ❑ No May we use your logo on our Web site or in other publicity?  
 

❑ Yes ❑ No May we share contact information for your commuter benefits program coordinator?  

❑ Yes ❑ No May we specify which commuter benefits you offer? 

 
Any additional questions or comments: ____________________________________________________ 
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Best Workplaces for Commuters 
managed by the National Center for Transit Research at the University of South Florida 

FAQ 

Frequently Asked Questions (FAQs) About the Program 

� What is Best Workplaces for Commuters?  
� How does an organization benefit from participating?  
� Why is NCTR promoting commuter benefits?  
� Is Best Workplaces for Commuters a voluntary program?  
� How does an employer qualify for Best Workplaces for Commuters?  
� How does an employer apply?  
� Who’s participating?  

Q: What is Best Workplaces for Commuters? 

A: Best Workplaces for Commuters is a public-private partnership that is dramatically changing the way Americans get to 
and from work. By qualifying, employers can improve their bottom line while bettering the quality of life for commuters 
and the communities in which they live. 

Q: How does an organization benefit from participating? 

A: Studies show employers that offer commuter benefits improve employee recruiting and retention, increase employee 
job satisfaction, and save money on parking and federal taxes. A participating employer also earns the “Best Workplaces 
for Commuters” designation – a mark of excellence for commuter and environmental friendliness. Through the Best 
Workplaces for Commuters list, the National Center for Transit Research (NCTR) provides national recognition for 
participating employers. In addition, NCTR provides these employers with technical assistance on implementing 
commuter benefits, forums for exchanging ideas, and access to information about emerging trends and opportunities in 
commuter benefits. 

Q: Why is NCTR promoting commuter benefits? 

A: Commuting to and from work is a primary cause of increased traffic congestion and air quality problems in many areas 
across the United States. Reducing the number of cars commuting during rush hour can reduce traffic and improve air 
quality. In fact, if half of all employees worked for Best Workplaces for Commuters, 15 million cars would be removed 
from the road daily. 

Q: Is Best Workplaces for Commuters a voluntary program? 

A: Yes. Employers elect to participate and can leave the program at any time. 

Q: How does an employer qualify for Best Workplaces for Commuters? 

A: Because the commuting experience varies geographically, the program offers a wide array of options to meet the 
particular commuting needs of individual employers. To qualify, an employer must offer one primary benefit, such as 
employer-paid tax-free transit or vanpool passes, teleworking, or parking cash-out (enabling workers to trade free 
parking for its cash equivalent). Most employers must also offer three secondary benefits, choosing from options such as 
shuttles to and from transit stations (provided directly by the employer or contracted through a service), ridesharing or 
carpool matching, preferred or reduced-cost parking for carpools and vanpools, and compressed work schedules. 
Finally, Best Workplaces for Commuters offer access to an Emergency Ride Home, which provides participants with a 
ride at little or no cost if they need emergency transport home due to special circumstances. 

Q: How does an employer apply? 

A: It’s simple to sign up—you can complete the application and send it to us.  We have developed several options for 
membership including a professional development package. 

Date: October 1, 2009 

Best Workplaces for Commuters uses WordPress as content manager. 
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January 2007 OWP: 8000400/5212 

 TDM PARTICIPATION 

(January - December 2007) 
 

For the Month of ___________________ , 20___ 
 

PLEASE FILL IN BLANKS WITH APPROPRIATE CODE NUMBERS. 

Date To Work  From Work 
1     
2     
3     
4     
5     
6     
7     
8     
9     

10     
11     
12     
13     
14     
15     
16     
17     
18     
19     
20     
21     
22     
23     
24     
25     
26     
27     
28     
29     
30     
31     

 

I PARTICIPATED ________ FULL DAYS. 

 

 
 
Employees should note that payments made 
under this TDM program are considered 
reportable income under IRS rules. 
 
 

 (Total Number) 
 
 
Please complete this form and submit to your Supervisor by the fifth day of the month following the month you are 
reporting. Approved forms are due to Karen Entjer in Payroll by the fifth day of the month following the month you 
are reporting. 

 
I HEREBY CERTIFY THAT THIS TDM PARTICIPATION CLAIM IS CORRECT AND TRUE. 

NAME (PRINT)  EMPLOYEE NUMBER 

EMPLOYEE SIGNATURE SUPERVISOR APPROVAL 

 

CODES: 

 1 = Carpool 
 2 = Vanpool 
 3 = Motorcycle / Scooter 
 4 = Bicycle 
 5 = Walk 
 6 = Telework/Flex-day 
 7 = SANDAG Business 
   (no parking stickers issued) 
 8 = Jury Duty 
 Blank = Did Not Participate 
 
 

NUMBER OF WORKDAYS/MONTH IN 2007: 

 January – 21 July – 21 
 February – 19 August – 23 
 March – 21 September – 19 
 April – 21 October – 23 
 May – 22 November – 19 
 June – 21 December – 20 
 
 

Level 1: $65 - All but four work days/month. 
Level 2: $30 - At least 10 work days/month. 

 



 





 



 Workplace Assessment Form / page 1 

Workplace Assessment Form 
 
Conduct a green commuting assessment on your workplace to gather information on transit 
service to your site; vehicle and bicycle parking spaces, cost and policies; access to showers and 
lockers for active commuters (cyclists, walkers, in-line skaters); and policies regarding company 
vehicles and personal vehicle reimbursement.  
 
These are important factors affecting an employee’s commuting decision and will help provide 
direction for strategies when developing your Green Commuting Plan. 
 
 
A. Active Transportation Infrastructure                                          
 
Features Location Pass required? 
Secure bike racks    
Showers    
Change room   
Lockers   
Other?   
   

 
Describe the general neighbourhood conditions for cyclists (e.g. bike paths or routes, well lit 
roads, etc.) and for walkers (e.g. safe and well-lit walkways leading to the site, heavy vehicle-
traffic area, scenic routes or trails, etc.): 
 
 
 
 
 
 
 
 
 
 
 
 
B. Transit Information 
 
Does your company subscribe to Winnipeg Transit’s EcoPass program?  Y ___   N  ___ 
 
Location of Nearest Stop Route #s Frequency Express Service? 
    
    
    
    
    
    

 
 
 



 Workplace Assessment Form / page 2 

C. Vehicle Parking Description 
 
Does your workplace have a reserved parking lot? If so: 
 
Lot location # of spaces Monthly rate 
   
   
   
   

 
 
If not, identify availability of street parking or nearby parking lots: 
 
Location Hours Hourly rate 
   
   
   
   
   
   
   

 
 
D. Company Vehicle Accessibility & Policies 
 
Type of vehicles Availability Requirements 
   
   
   
   
   
   

 
List/describe any policies regarding personal vehicle use and reimbursement: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Sample 
Selection Survey For Supervisors 

 
Teleworking is the concept of working from home or another location (e.g., telework 
center) on a full or part-time basis. Every supervisor/manager must fill out a 
questionnaire on their employees who are interested in teleworking.  
 
Teleworking Screening Survey for Supervisors 
 
Name         
 
Names of employees under your direct supervision who are considered candidates for 
teleworking: 
 
              
 
1. Is the work done by any of your staff as it currently exists or with modifications 

suitable 
for teleworking, at least part of the time? 

 
(a) Yes 
(b) No, please explain why:          
 
             
(This completes the survey for you -- thanks!) 

 
2. Please describe the kind of work your employees do:       
 
              
 
              
 
3. The rest of the survey should be completed for each of your employees who are 

interested 
in participating in the teleworking program. Some questions, such as those 
dealing with your management style, will probably have the same answers for 
each employee.  Please rate each characteristic as either high (H), medium (M), 
or low (L) by placing the appropriate letter in each blank. 

 
Some questions, however, will inevitably have different answers for different employees. 
Please duplicate this form for each employee. 
 
 
 
 
 
 

 



 
Existing Work Characteristics 
Please rate the following according to your employee's existing job requirements and 
characteristics. 
 
____ Amount of face-to-face contact required 
____ Degree of telephone communications required 
____ Autonomy of operation 
____ Ability to control and schedule work flow 
____ Amount of in-office reference material required 
 
Future Work as a Teleworker  
Please rate the following job characteristics for your employee in terms of his/her 
adaptability to teleworking. 
 
____ Amount of face-to-face contact required 
____ Degree of telephone communications required 
____ Autonomy of operation 
____ Ability to control and schedule work flow 
____ Amount of in-office reference material required 
 
Employee Characteristics 
Please rate the following according to your employee's characteristics. 
 
____ Need for supervision, frequent feedback 
____ Importance of co-workers' input to work function 
____ Discipline regarding work 
____ Desire/need to be around people 
____ Potential friction at home if teleworking (e.g. interruptions due to caring for sick 

child or spouse) 
____ Level of job knowledge 
____ Quality of work 
 
Supervisor Characteristics 
Based on your attitude towards teleworking and work style, please rate the following. 
 
____ Positive attitude toward teleworking 
____ Trust employee's ability to telework 
____ Ability to establish clear objectives 
____ Ability to communicate with employees 
 
4. What criteria do you use to evaluate your employee's work?  (For example: 

quality of 
work, quantity of work, timeliness, etc. Please be specific.)      
 
             
 
             

 



5. Considering the nature of your employee's jobs, how much would you want 
him/her to 
telework? (Circle one only) 

 
(a) About once every 2 weeks (d) Three days a week 
(b) About once a week  (e) Occasionally for a special project 
(c) Two days a week 

 
6. What kinds of work would you expect him/her to do while teleworking?  (Circle as 

many 
as apply.) 

 
(a) Writing/typing     (f) Research 
(b) Word processing     (g) Talking on the phone 
(c) Data management/ computer programming (h) Email 
(d) Administrative     (i) Field visits 
(e) Reading      (j) Thinking/planning 
       (k) Other (please specify) 

 
 
 
 
 
 
 
 
 

 



 



The Teleworker Agreement is a legal document identifying the responsibilities of both 
the teleworker and the employer. The agreement mirrors the policies. The employee 
signs the agreement. 

 
Sample 

Teleworker Agreement 
 

This Agreement, effective ___________________, is between ______________, an 
employee (referred to as “Employee”) and __________________(referred to as 
“Employer”). 
 
The parties, intending to be legally bound, agree as follows: 
 
Scope of Agreement - Employee agrees to perform services for Employer as 
“teleworker.”  Employee agrees that teleworking is voluntary and may be terminated at 
any time, by either the Employee or Employer, with or without cause. 
 
Term of Agreement - This Agreement shall become effective as of the date written 
above, and shall remain in full force and effect as long as Employee teleworks unless 
the agreement is terminated. 
 
Termination of Agreement - Employee’s participation as a teleworker is entirely 
voluntary. Teleworking is available only to eligible employees, at Employer’s sole 
discretion. Teleworking is not an employee benefit intended to be available to the entire 
organization. As such, no employee is entitled to, or guaranteed the opportunity to, 
telework. Either party may terminate Employee’s participation in the program, with or 
without cause, upon reasonable notice, in writing, to the other party. Employer will not 
be held responsible for costs, damages or losses resulting from cessation of 
participation in the teleworking program. This Agreement is not a contract of 
employment and may not be construed as such. 
 
Salary, Job Responsibilities, Benefits – Salary, job responsibilities, and benefits will 
not change because of involvement in the program, except as they might have changed 
had Employee stayed in the office full-time, e.g., regular salary reviews will occur as 
scheduled, and Employee will be entitled to any company-wide benefits changes that 
may be implemented. Employee agrees to comply with all existing job requirements as 
now are in effect in the office. 
 
Work hours, Overtime, Vacation - Work hours are not expected to change during the 
program. In the event that overtime is anticipated, this must be discussed and approved 
in advance with the manager, just as any overtime scheduling would normally have to 
be approved. 
 
Work Schedule - The schedule for work performed at home is subject to negotiation 
with, and approval by, Employee’s manager. The manager may require that Employee 
work certain "core hours" and be accessible by telephone during those hours. 
 



 
 
 
 
Equipment - Employer may provide the necessary computer, modem, software, and 
other equipment needed for teleworking. All of these items remain the property of the 
company and must be returned to the company upon request. The computer, modem, 
software, and any other equipment or supplies provided by Employer are provided for 
use on company assignments. Other household members or anyone else should not 
use the equipment and software. Company-owned software may not be duplicated 
except as formally authorized. Employer will be responsible for insurance and 
maintenance of all company-provided materials. 
 
Employee may use personal equipment for teleworking purposes. In such cases, 
Employee will be responsible for the maintenance and insurance required for the 
equipment. 
 
Workspace - Employee agrees to designate a workspace within Employee’s remote 
work location for placement and installation of equipment to be used while teleworking. 
Employee agrees to maintain this workspace in a safe condition, free from hazards and 
other dangers to Employee and equipment. Employer must approve the site chosen as 
Employee’s remote workspace. Employee is expected to submit three photos of the 
home workspace to management prior to implementation. 
 
Any company materials taken home should be kept in the designated work area at 
home and not be made accessible to others.  
 
In the event that legal action is required to regain possession of company-owned 
equipment, software, or supplies, Employee agrees to pay all costs incurred by 
Employer, including attorney’s fees, should Employer prevail. 
 
Office Supplies - Office supplies will be provided by Employer as needed. Employee’s 
out-of-pocket expenses for other supplies will not be reimbursed unless by prior 
approval of Employee’s manager.  
 
Worker’s Compensation - Employer will be responsible for any work-related injuries 
under our state's Workers Compensation laws, but this liability is limited to injuries 
resulting directly from work and only if the injury occurs in the designated work area. 
Any claims will be handled according to the normal procedure for Worker's 
Compensation claims. 
 
Liability for Injuries - Employee understands that the Employee remains liable for 
injuries to third persons and/or members of Employee’s family on Employee’s premises. 
Employee agrees to defend, indemnify and hold harmless Employer, its affiliates, 
employees, contractors and agents, from and against any and all claims, demands or 
liability (including any related losses, costs, expenses, and attorney fees) resulting from, 
or arising in connection with, any injury to persons (including death) or damage to 
property caused, directly or indirectly, by the services provided herein by Employee or 



by Employee’s willful misconduct, negligent acts or omissions in the performance of the 
Employee’s duties and obligations under this Agreement, except where such claims, 
demands, or liability arise solely from the gross negligence or willful misconduct of the 
Employer. 
 
Dependent Care - Teleworking is not a substitute for dependent care. Teleworkers will 
not be available during company core hours to provide dependent care. 
 
Income Tax - It will be the Employee’s responsibility to determine any income tax 
implications of maintaining a home office area. Employer will not provide tax guidance 
nor will Employer assume any additional tax liabilities. Employees are encouraged to 
consult with a qualified tax professional to discuss income tax implications. 
 
Evaluation - Employee agrees to participate in all studies, inquiries, reports and 
analyses relating to this program. 
 
Employee remains obligated to comply with all of Employer’s rules, practices, 
instructions and this Agreement. Employee understands that violation of any of the 
above may result in preclusion from teleworking. 
 
I have read and understand this agreement and accept its conditions. 
 
EMPLOYEE   __________________________     DATE ______ 
 
EMPLOYEE MANAGER  __________________________    DATE ______ 
 
PROGRAM DIRECTOR  __________________________     DATE ______ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 



Teleworker’s Assignment is completed to define the specifics of teleworking such as 
frequency, type of work to be completed, the number of times the employee should 
communicate with the office, etc. The Assignment is completed by the teleworker and 
the telemanager. 
 

Sample 
Teleworker’s Assignment 

 
Teleworking, or working from another location such as home or an office close to home, 
is an assignment that the company may choose to make available to some employees 
when a mutually beneficial situation exists. 
 
Teleworking is not an employee benefit, but rather an alternative method of meeting the 
needs of the company. Employees do not have a ”right” to telework. The arrangement 
can be terminated by either the employee or the company at any time. 
 
Conditions for teleworking agreed upon by the teleworker and his/her supervisor: 
 
1. The employee agrees to work at the following location:      
 
             
 
2. The employee will telework ___________days per week. 
 
3. The employee’s work hours will be from _____a.m. to ______p.m. 
 
4. The following are the assignments to be worked on by the employee at the 

remote location, with expected delivery dates: 
             
 
             
 
             
 
5. The following equipment will be used by the employee at the remote location: 
             
 
             
 
             
 
6. The employee agrees to call the central office to get his/her messages at least 

________ times per day. 
 
7. The employee agrees to get all supplies needed for teleworking from the 

company office. Reimbursement for out-of-pocket expenses for supplies will 
need prior supervisory approval. 



 
8. Additional conditions agreed upon by the telemanager and teleworker are as 

follows: 
             
 
             
 
             
 
 
 
I have reviewed the teleworker’s assignment with _________________________prior 
to his/her participation in the company’s teleworking program. 
 
 
______________________________________________________________________
__ 
Date    Supervisor Name    Signature 
 
The above material has been discussed with me. 
 
______________________________________________________________________
__ 
Date    Employee Name    Signature 
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Sample Company  

 
Telework Home Office Safety Checklist 

 
Employee_______________________________________________ 

Date__________________ 

Manager 
______________________________________________________________________ 

Telework site 
address_______________________________________________________________ 

Description of work area  
______________________________________________________________________ 
 
This checklist is designed to assess the safety of the telework site. 
Telework applicants should inspect their desired work site and complete 
this form. Managers are encouraged to conduct an on-site inspection if the 
employee checks three or more “No” answers on this checklist. 
 
1. Is the work space free from excessive noise?    Yes     No 
 
2. Is adequate lighting (side or rear) provided at the work station?    Yes     No 
 
3. Is all electrical equipment free of recognized hazards that could cause physical harm 

(frayed wires running through walls, exposed wires fixed to the ceiling)?  
           Yes     No 

 
4. Is electrical system adequate for office equipment?   Yes     No 
 
5. Is electrical equipment grounded?      Yes     No 
 
6. Are surge protectors properly installed?     Yes     No 
 
7. Are aisles, doorways and floors free of obstructions to permit visibility 

and movement             Yes     No 
 
8. Is there an exit that allows prompt exiting?     Yes     No 
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9. Are phone lines, electrical cords and extension wires secured under a desk or along 
a baseboard?         Yes     No 

 
10. Is the office space neat and clean?      Yes     No 
 
11. Is a working fire extinguisher located nearby?    Yes     No 
 
12. Are working smoke detectors installed at the work site?   Yes     No 
 
13. Is the work area private and free of intrusion?    Yes     No 
14. Are files and data secure?       Yes     No 
 
15. Are first aid supplies readily accessible and adequate?   Yes     No 
 
16. Are office furniture and equipment ergonomically correct?   Yes     No 
 

a. Desk:  29” high?        Yes     No 

b. Chairs: Sturdy and adjustable (90° at knees, feet flat on floor, 15° back tilt) with 
backrest and casters appropriate for floor surface?   Yes     No 

c.  Keyboard:  In line with wrist and forearm position?   Yes     No 

d.  Monitor:  20-24” from eyes:  top of screen slightly below 
 eye level?         Yes   No 

 
17. Are work materials and equipment in a secure place that can be protected from 

damage or misuse?        Yes     No 
 
18. Are there security requirements in place to protect confidentiality and security of 

company information and computer systems?    Yes     No 
 

NOTE FROM CONSULTING TEAM:   
 
This checklist is not intended to replace an assessment by your risk manager, legal 
counsel or workers’ compensation provider regarding liability for employees at 
alternative work sites. 
 
Source: Telework Collaborative, “The Manager’s Quick & Easy Guide to Telework”, 1997 



The Telework Policy provides guidelines on the teleworking program. It defines the 
parameters of the teleworking arrangement. The policies must fit the existing corporate 
culture. 
 

Sample 
Telework Program Policy 

 
Teleworking, or telecommuting, is the concept of working from home or another location 
on a full- or part-time basis. Teleworking is not a formal, universal employee benefit. 
Rather, it is an alternative method of meeting the needs of the company. The company 
has the right to refuse to make teleworking available to an employee and to terminate a 
teleworking arrangement at any time. Employees are not required to telework. 
Employees have the right to refuse to telework if the option is made available. 
 
The company’s policies for teleworking are as follows: 
 
Compensation and Work Hours 
The employee’s compensation, benefits, work status and work responsibilities will not 
change due to participation in the teleworking program. 
 
The amount of time the employee is expected to work per day or pay period will not 
change as a result of participation in the teleworking program. 
 
Eligibility 
Successful teleworkers have the support of their supervisors. Employees will be 
selected based on the suitability of their jobs, an evaluation of the likelihood of their 
being successful teleworkers, and an evaluation of their supervisor’s ability to manage 
remote workers. Each department will make its own selections. 
 
Upon acceptance to the program both the employee and manager will be expected to 
complete a training course designed to prepare them for the teleworking experience. All 
teleworkers must sign an agreement. 
 
Equipment/Tools 
The company may provide specific tools/equipment for the employee to perform his/her 
current duties. This may include computer hardware, computer software, phone lines, 
email, voice-mail, connectivity to host applications, and other applicable equipment as 
deemed necessary. 
 
The use of equipment, software, data supplies and furniture when provided by the 
company for use at the remote work location is limited to authorized persons and for 
purposes relating to company business. The company will provide for repairs to 
company equipment. When the employee uses her/his own equipment, the employee is 
responsible for maintenance and repair of equipment. 
 
A loaner laptop may be provided when available. Loaner computers will vary in 
performance and configuration. Loaners must be returned upon request. 



 
 
Workspace 
The employee shall designate a workspace within the remote work location for 
placement and installation of equipment to be used while teleworking. The employee 
shall maintain this workspace in a safe condition, free from hazards and other dangers 
to the employee and equipment. The company must approve the site chosen as the 
employee’s remote workspace. Employee is expected submit three photos of the home 
workspace to management prior to implementation. 
 
Any company materials taken home should be kept in the designated work area at 
home and not be made accessible to others. 
 
Office Supplies 
Office supplies will be provided by the company as needed. Out-of-pocket expenses for 
other supplies will not be reimbursed unless by prior approval of the employee’s 
manager. 
 
Worker’s Compensation 
During work hours and while performing work functions in the designated work area of 
the home, teleworkers are covered by worker’s compensation. 
 
Liability 
The employee’s home workspace will be considered an extension of the company’s 
workspace. Therefore, the company will continue to be liable for job-related accidents 
that occur in the employee’s home workspace during the employee’s working hours. 
 
The company will be liable for injuries or illnesses that occur during the employee’s 
agreed-upon work hours. The employee’s at-home work hours will conform to a 
schedule agreed upon by the employee and his or her supervisor. If such a schedule 
has not been agreed upon, the employee’s work hours will be assumed to be the same 
as before the employee began teleworking. 
 
The company assumes no liability for injuries occurring in the employee's home 
workspace outside the agreed-upon work hours. 
 
The company is not liable for loss, destruction, or injury that may occur in or to the 
employee’s home. This includes family members, visitors, or others that may become 
injured within or around the employee’s home. 
 
Dependent Care 
Teleworking is not a substitute for dependent care. Teleworkers will not be available 
during company core hours to provide dependent care. 
 
Income Tax 
It will be the employee’s responsibility to determine any income tax implications of 
maintaining a home office area. The company will not provide tax guidance nor will the 
company assume any additional tax liabilities. Employees are encouraged to consult 



with a qualified tax professional to discuss income tax implications. 
 
 
 
 
Communication 
Employees must be available by phone and email during core hours. All client 
interactions will be conducted on a client or company site. Participants will still be 
available for staff meetings, and other meetings deemed necessary by management. 
 
The company will pay work-related voice and data communication charges 
 
Evaluation 
The employee shall agree to participate in all studies, inquiries, reports and analyses 
relating to this program. 
 
The employee remains obligated to comply with all company rules, practices and 
instructions. 
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Although many employees are eager to sign up for commuter benefits, others will be unaware of their
advantages. Employer marketing can spread information about commuter benefits and contribute to posi-
tive perceptions.

Employers can choose from a variety of marketing strategies and messages, depending on the type of
work site, communications technology, number of employees, and employee perceptions. Employers
should choose those strategies and messages most appropriate for their situation.

An effective marketing campaign includes a program launch, continuous message exposure after the
launch, and periodic special promotions.

Centralized commute information and promotion of commuter benefits are two of the required compo-
nents of participation in Best Workplaces for CommutersSM.

Marketing Commuter Benefits to Employees

Implementing Commuter Benefits 

as One of the Nation’s 

Best Workplaces for CommutersSM

As of October 1, 2007, Best Workplaces for CommutersSM is no longer administered by the U.S. Environmental
Protection Agency and the U.S. Department of Transportation. From that date forward, the program is administered by
organizations that have decided to sustain Best Workplaces for Commuters. Information on sustaining communities
and organizations will be available on the www.epa.gov Web site.



Marketing Commuter Benefits to Employees: Implementing Commuter Benefits as One of the Nation’s Best Workplaces for CommutersSM

This document is one in a series of briefing papers designed
to help employers implement commuter benefits to achieve
the Best Workplaces for CommutersSM designation.
The U.S. Environmental Protection Agency (EPA) and the
U.S. Department of Transportation (DOT) established a vol-
untary National Standard of Excellence for employer-provided
commuter benefits. Commuter benefits help American work-
ers get to and from work in ways that cut air pollution and
global warming pollution, improve public health, improve
employee recruiting and retention, improve employee job sat-
isfaction, and reduce expenses and taxes for employers and
employees. Employers that meet the program-established
National Standard of Excellence earn the Best Workplaces for 
CommutersSM designation and agree to:

Centralize commute options information so that it is easy
for employees to access and use.
Promote the availability of commuter benefits to employees.
Provide access to an emergency ride home (ERH) program.
Provide one or more of the following primary commuter
benefits:
✓ Vanpool or transit subsidy of at least $30 per month.
✓ Cash in lieu of free parking worth at least $30 per

month.
✓ Telework program that reduces commute trips by at

least 6 percent on a monthly basis.
✓ Other option proposed by employer and agreed to by

the organization that offers the BWC designation.
These services must reduce the rate at which employ-
ees drive to work alone and be perceived by employees
as a significant workplace benefit.

Provide three or more of the following additional com-
muter benefits:
✓ Active membership in a Transportation Management

Association (TMA) or participation in a voluntary
regional air quality management program (e.g., Spare
the Air, Air Awareness, SEQL, Clean Air Coalition) or
another employer-based commuter program.

✓ Active membership in a local ozone awareness pro-
gram, in which you agree to notify employees of
expected poor air quality and suggest ways that they
might minimize polluting behaviors.

✓ Ridesharing or carpool matching, either in-house or
through a local or regional agency.

✓ Pre-tax transit benefits.
✓ Pre-tax vanpool benefits.
✓ Parking cash out less than $30 per month or less than

75 percent of the actual parking benefit.
✓ Shuttles from transit stations, either employer-provid-

ed or through a local TMA or similar service provider.
✓ Provision of intelligent (i.e., real-time) commuting

information.
✓ Preferred parking for carpools and vanpools.
✓ Reduced parking costs for carpools and vanpools.
✓ Employer-run vanpools or subscription bus programs.
✓ Employer-assisted vanpools.
✓ Employer-provided membership in a carsharing pro-

gram (visit <www.carsharing.net> to learn more).
✓ Secure bicycle parking, showers, and lockers.
✓ Electric bicycle recharging stations.
✓ Employee commuting awards programs.
✓ Compressed work schedules.
✓ Telework (less than 6 percent of commute trips on a

monthly basis).
✓ Lunchtime shuttle.
✓ Proximate commute (where employees work at loca-

tions closer to their homes).
✓ Incentives to encourage employees to live closer to

work.
✓ Incentives to encourage employees to use alternative

transportation (e.g., additional vacation time).
✓ On-site amenities (e.g., convenience mart, dry clean-

ing, etc.).
✓ Concierge services.
✓ Other options proposed by employers.
Employers commit to ensuring that within 18 months of
applying, at least 14 percent of commute trips are taken
using an alternative mode.

Disclaimer

EPA developed this briefing as a service to employers partic-
ipating in Best Workplaces for CommutersSM. Information
about private service providers is intended for informational
purposes and does not imply endorsement by EPA or the
federal government.

The information presented here does not constitute official
tax guidance or a ruling by the U.S. government. Taxpayers
are urged to consult with the Internal Revenue Service of
the U.S. Department of Treasury or a tax professional for
specific guidance related to the federal tax law.

2



3

Marketing Commuter Benefits to Employees: Implementing Commuter Benefits as One of the Nation’s Best Workplaces for CommutersSM

Contents

Marketing Commuter Benefits to Employees: A Summary  . . . . . . . . . . . . . . . . . . 4

Marketing Strategies  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 4

Program Implementation and Launch . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 4

Ongoing Marketing . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 4

Role of the Commuter Benefits Administrator  . . . . . . . . . . . . . . . . . . . . . . . . . . . . 6

Measuring Employee Awareness . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 6

Marketing Messages  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 6

Employee Perceptions and Demographics  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 7

Employer Case Studies  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 8
City of Richardson, Texas . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 8

Juniper Networks, Inc., Sunnyvale, California  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 8

Western Washington University, Bellingham, Washington  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 8

Pfizer New Jersey  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 9

Associations and Contacts  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 9

Appendix A: Ten Tips for a Successful Commute Options Event  . . . . . . . . . . . . 10

References and Publications . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 10



4

Marketing Commuter Benefits to Employees: Implementing Commuter Benefits as One of the Nation’s Best Workplaces for CommutersSM

Marketing Commuter
Benefits to Employees:
A Summary
Although many employees are eager to sign up for commuter
benefits, marketing commuter benefits to employees is a nec-
essary element of a successful program. In some cases,
employers will promote commuter benefits because the firm
sees benefits to both itself and to employees when fewer drive
alone to work. In other cases, employers in areas with
mandatory trip reduction programs need to promote com-
muter benefits to help achieve trip reduction targets. 

Before an employee can use a benefit, s/he must be aware of
it, and awareness requires marketing. The importance of
marketing is highlighted by survey results from Los Angeles
showing that, “Awareness of most employer transportation
programs continued to decline from 1998 to 1999 after a
significant drop from 1996 to 1998. The decline in program
awareness is likely to be the result of weakened regional mar-
keting efforts….” (Southern California Association of
Governments (SCAG), 2000).

Marketing commuter benefits “is not a matter of preaching
to the converted.” People will change behavior in response to
information and marketing. “[T]he single strongest predictor
of switching behavior [away from single-occupancy vehicle
(SOV) commuting] is extent of exposure to” an employer-
based commuter benefits program. (Weber, Nice, and
Lovrich, 2000)

Marketing is a continuous part of a successful commuter
benefits program. A marketing program should have regular
visibility, because employees’ commutes change during the
course of their employment.

This briefing discusses both marketing strategies—the means
used to communicate information with employees—and
marketing messages—the substance and associations that
form the content.

Marketing Strategies
Employers can select from a variety of strategies to publicize
commuter benefits to employees. Marketing techniques
should be tailored to the individual employer—what mes-
sages its employees are likely to respond to, what communi-
cations technology employees use, the size of the employer,
and whether there are one or more work sites.

As with any new benefit, employers will want to raise aware-
ness, and increase use, of commuter benefits among employ-
ees. Most employers will undertake two related marketing
efforts: a kickoff campaign when an employer begins imple-
menting a commuter benefits program and ongoing market-
ing efforts to ensure that both new and continuing employ-
ees are aware of the program.

Program Implementation and Launch

One guide (UK Department of the Environment, Transport,
and the Regions, 2000) recommends a three-step marketing
plan for implementing commuter benefits:

Introduce the plan with flyers and posters for visibility.
Even before the plan is implemented, employees should be
aware that a new benefit will be introduced.

Disseminate results from employee travel survey.
Generally employers survey employees about their current
travel patterns before implementing a commuter benefits
program. These results should be publicized.

Launch the commuter benefits plan, preferably in con-
junction with an event such as bike-to-work week,
walk-to-work week, or wellness fairs. A major event gives
the new benefit a higher profile. Events could be entirely
employer-sponsored, or linked with region-wide events.

Larger employers seeking ways to solicit input from employ-
ees might convene focus groups. These provide valuable
information to human resources and management regarding
employees’ problems with commuting, perceptions about
changing modes from solo driving, and potential messages
about the program.

Ongoing Marketing

Keep the program prominent after the launch. In order for a
program to be as effective as possible, employees need to be
periodically reminded of it. Employees’ commute situations
may change during the course of their employment, so even
if they were not interested in participating initially or when
they began employment, they may later become interested.

“Ridesharing [or any transportation decision] is not a ‘one-
time purchase’. The average rideshare arrangement lasts two
and a half years.” (SCAG, 2000) An employee may transfer
from a location not well served by transit to a downtown
office, or move closer to the workplace. “A significant num-
ber of commuters change their work location and/or resi-
dence in a two year period.” (SCAG, 2000) Other circum-
stances may change; congestion along a corridor may worsen
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dramatically, or the employer may expand so that adequate
parking is at a premium. Not surprisingly, satisfaction with
the commute declines as congestion worsens (SCAG, 2000),
and congestion is worsening in most metropolitan areas. An
employee dissatisfied with the current commute is more
receptive to a message about how to change, and employees
will reach the threshold of dissatisfaction at different times.
Whatever the reason that an employee’s commute and/or
attitude changes, a marketing program with regular visibility
ensures that when it does change, s/he has recently seen com-
muter benefits information. For all these reasons, employers
should ensure that employees are aware of commuter benefits
programs throughout their tenure with the employer.

Ongoing marketing includes three components: 

Company orientation for new employees.

Ongoing awareness.

Special promotional events.

1. Company orientation for new employees.
This is an excellent time to introduce commuter benefits
to new hires. Employers may also wish to use commuter
benefits as a selling point for potential new hires during
the recruitment process. Numerous employers have report-
ed that commuter benefits are extremely useful recruiting
tools. (U.S. EPA, 2001)

2. Ongoing awareness marketing includes: 

Advertisements in places seen frequently by employees
(cafeteria, garage, elevators, etc.). Most employers have for-
mal or informal areas for disseminating information. Some
employers with extensive commuter benefits programs have
designated areas for program information and updates.

Flyers/brochures/posters. These can be posted in visible
locations, given out at orientation and special promotional
events, and given to employees interested in the program.
If there is a theme to the campaign, it should be featured
prominently in these materials.

Face to face meetings. This technique is more applicable
for a small employer with one work site, but could also be
used by a large employer in a group format. The com-
muter benefits staff can meet with interested employees
one-on-one, give presentations to various departments, or
speak at employer-wide events.

Company newsletters. Monthly or quarterly newsletters are
good opportunities to remind employees about commuter
benefits. Refer to the employer case studies for more tips.

Voicemail or email broadcast. If an employer regularly
uses this channel to communicate, this is an excellent way
to alert employees to changes in or deadlines connected
with the commuter benefits (“This Friday begins open sea-
son for registering for  transit vouchers.…”).

Employers should ensure that if such broadcasts are not acces-
sible to all employees (for example, if some employees have no,
or limited, computer access), then other strategies must be
used to reach these workers. Also, employees already partici-
pating could have a separate list for special announcements.

Inserts to paychecks. Because all employees receive pay-
checks or payroll advisories, this method ensures that
employees will see the information.

Company Web site or intranet. Usefulness depends on
employees’ access to computers and whether information
on other employer programs is also available this way. If
employees are accustomed to obtaining information at a
company site, information about commuter benefits
should be posted here and updated as necessary.

3. Special promotional events. Special events call attention
to a commuter benefits program in a very visible way. For
example, an employers could sponsor a “Pool Day” to
encourage car/vanpooling. Such days could be sponsored
exclusively by the employer, coordinated with other area
employers (for example, all the tenants of one building or
office park could jointly sponsor such an event), or held in
conjunction with area-wide promotions, such as a regional
“Bike to Work Week.” Refer to Appendix A for additional
tips for success. 

Marketing may also include incentives such as: 

Awards or prize drawings to recognize employees using
transit or carpools. Awards can range from low value
items such as t-shirts and commuter mugs to prizes such as
generous gift certificates to area retailers and weekend trips.
Employers can tie chances of winning directly to the fre-
quency of non-solo driving. Alternatively, employers can
set low requirements (for example, ridesharing once per
week) for participation in awards programs to encourage
wider use of ridesharing.

Commuter Club. Commuter Clubs are composed of
members who do not drive alone to work at least a mini-
mum number of days per week. Members may receive
incentives such as gift certificates, discounts at participat-
ing merchants, and/or coupons.



Role of the Commuter
Benefits Administrator
In addition to the strategies employed, the person adminis-
tering commuter benefits—whether a human resources man-
ager, benefits specialist, or employee transportation coordina-
tor—plays a major role in the success of the program. If the
administrator does not drive alone to work, s/he can be an
excellent advocate for the program and explain benefits based
on personal experience. It also greatly aids the program to
have a “champion” at the employment site, whether or not
that person is the same one who administers the program.

The office administering commuter benefits should be a
repository of all necessary information for non-solo driving.
This includes employer-produced information such as:

Detailed explanations of how benefits work (either stand-
alone documents or information incorporated into a pack-
age on other benefits).

Average cost or time savings for various benefits (for exam-
ple, an explanation of how much money the average
employee could save with parking cash out, including the
cost of the space, decreased fuel cost, and wear-and-tear on
the vehicle).

Answers to employee questions.

If the employer offers transit benefits, the person administer-
ing the program should also have transit information avail-
able, such as routes and schedules, so that an interested
employee can obtain everything necessary to begin using
transit. The same is true for vanpool schedules, park-and-
rides, and bicycle parking information. Providing informa-
tion through a centralized office is one of the requirements of
earning the Best Workplaces for CommutersTM designation.

Measuring Employee Awareness

Many employers use surveys to help determine the effective-
ness of commuter benefit. Questions about awareness of the
program could be added to surveys to find out how many
employees are aware of the program and to what extent (for
example, they may have a vague idea that such a program
exists but not understand the details). A survey could also be
used to solicit ideas for how to better market the program.

Marketing Messages
The messages that the employer uses to promote the pro-
gram are important. Some of the messages below, selected
from various programs, may be useful in persuading employ-
ees to try switching from solo driving:

“We encourage you,” not “You have to.” Employees can
be skeptical of efforts to reduce solo driving if they see the
program as mandatory. Marketing should emphasize that
employees have the option of trying other commute
modes. One guide (UK Department of the Environment,
Transport, and the Regions, 2000) recommends paying
particular attention to language, noting that employers
should say, “We encourage people to try alternative modes”
instead of “We would like people to use alternative
modes.”

“Try another mode at least once.” Employees may be
more easily convinced to switch from solo driving once
they have successfully tried other modes. The goal is a
“conversion experience”—a personal experience more pow-
erful than any factual information or testimonials from
other people. For example, Penny Baxter, Vanpool
Coordinator at University of California at San Diego, has a
program in which potential riders can ride for three days
free on a trial basis.

While Ms. Baxter did not have figures available on the
number of people who had tried this option, she said that
everyone who has tried it has become a regular rider.
Employers may wish to give incentives for trying non-solo
driving modes at least once, in order to promote such con-
version experiences.

“Switching can be incremental or occasional.” Because
the prospect of stopping solo driving altogether may be
daunting, employees may be more responsive to a message
that encourages them to use other modes occasionally.
The Regional Public Transportation Authority (Phoenix,
Arizona) sponsored a “Don’t Drive One in Five” campaign
aimed at encouraging people to change modes once 
per week.

“Reduce stress by not driving alone.” According to
research cited in the Washington State Employee
Transportation Coordinator (ETC) Handbook, “reducing
stress” is the primary motivating benefit in encouraging
employees to switch modes from solo driving. Marketing
materials on this topic can include images of frustrated
commuters stuck in traffic, breathing smog, and risking
accidents.
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“Save money.” This is the second motivating benefit cited
in the Washington State ETC Handbook. Although mes-
sages will differ depending on whether the employer pro-
vides benefits or the employee pays for them with pre-tax
dollars, either arrangement saves the employee money. If
an employer offers parking cash out benefits, marketing
messages can emphasize that the employee takes home
more money by giving up a parking space.

“Improve Your Health.” Encourage employees to resolve
to get in better shape, save money, give back to the com-
munity, and help protect the environment. All of these res-
olutions can be fulfilled by one simple action—drive their
car less! Try biking, walking, or riding the bus to work or
when they do errands. They’ll get more exercise, save
money they would otherwise be spending on gas and park-
ing, improve air quality, and help promote a sustainable
transportation system for the community.

“Help the environment.” Although this tends to influence
commuting decisions far less than personal considerations,
for some employees reducing pollution may be a motivating
factor. It may also be a factor in areas where poor air quality
is widely perceived as a problem. For example, a survey for
the Regional Public Transportation Authority (Phoenix,
Arizona) found that more than half of respondents had a
household member who experienced health problems when
pollution levels were high. Employers can emphasize these
messages in conjunction with regional clean air campaigns,
such as “Ozone Action Days.”

Some employers write tag lines for their marketing cam-
paigns that emphasize their message, and use the slogan
throughout their marketing materials.

Employee Perceptions and Demographics

The Washington State ETC Handbook emphasizes the
importance of identifying employee attitudes and targeting
marketing messages accordingly. They divide employees into
five groups:

1. Dedicated non-single occupant vehicle (SOV) commuters.
This group can provide excellent examples and testimoni-
als, as well as direct implementation assistance. The pro-
gram should be sure to reward people in this category.

2. Borderline non-SOV commuters. They have a strong
interest in ridesharing, but need encouragement to make
the change from solo driving. Personal attention to this
group is recommended.

3. Passive solo drivers. This group is unaware of or has only a
mild interest in ridesharing. It is important to convince

this group that potential benefits outweigh perceived
drawbacks.

4. Borderline anti-high occupant vehicle (HOV) commuters.
This group will require strong incentives to switch from
solo driving. They may try ridesharing only after it
becomes the workplace norm.

5. Dedicated solo drivers. This group enjoys driving alone
and is very unlikely to change. A program should not
waste time on this group.

The same handbook also cites research from the Washington
State Department of Transportation that found the most
receptive employees for non-SOV commuting are 25-44
years old; work at professional, skilled labor, or administra-
tive jobs; have at least some college education; and are mid-
dle class or upper middle class.

A more in-depth analysis of Washington State’s data devel-
oped a useful portrait of the switcher: the employee who
switched from driving alone to some other mode. (Weber,
Nice, and Lovrich, 2000) They found that switchers:

Are more aware of a Commute Trip Reduction (CTR)
program.

Come from organizations where the CTR program is
strongly supported.

Engage in other activities promoting environmental stew-
ardship.

Are less concerned with the “convenience and flexibility”
costs and benefits of SOV commuting than non-switchers.

Perceive the presence of reasonably convenient alternatives
to SOV travel.

Marketing can help on four of the five points listed above.

1. Increase program awareness.

2. Demonstrate organizational support for the program.

3. Highlight the environmental benefits of switching.

4. Provide information on reasonably convenient alternatives
to an SOV commute.

The fact that those most likely to switch are less concerned
about convenience and flexibility does not mean that market-
ing should ignore this point. Those most ready to switch
might need less persuasion on this point, but others do need
information of convenience, and many will respond to it.
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Employer Case Studies
These case studies describe approaches taken by four employ-
ers to market commuter benefits to their employees.
Although these do not span the entire range of possibilities,
they show how different strategies can fit different situations.

City of Richardson, Texas

With 950 employees located in 30 different buildings, as well
as people in certain departments on duty at all hours, the
City of Richardson, Texas, has shown that implementing a
successful commuter benefits program in a municipal gov-
ernment setting is possible.

Using a varied menu of programs, every employee can find
some way to reduce trips or make the trips they do take more
environmentally friendly. Year-round programs include dis-
counted monthly transit passes; free daily transit passes for
meetings or training; subsidized vanpool services and pre-
ferred parking; support for carpool, telework, biking and
walking (with bicycle storage and shower facilities); staggered
scheduling to avoid rush hour; and an ERH program. 

Employees join the program by filling out a survey that asks
basic geographical and travel information. All information is
entered into the Employee Transportation Demand
Management (TDM) database. Using monthly participation
information sent in by the employees, trip, mileage, and pol-
lution savings are calculated. Monthly prize drawings are
then held. All participants, regardless or the amount of trips
saved, are eligible to win in the monthly drawings.

Each November, an awards luncheon is held to recognize top
participants of the program. Special recognition is given to
the TDM Employee of the Year, TDM Trivia Champion,
and vanpool captains.

Other programs and events include Alternative Vehicle test
drives; vehicle maintenance recognition; alternate fuel fleet
vehicles; special scheduling for equipment on Ozone days;
monthly TDM trivia question; Web site for program infor-
mation; monthly email updates and email alerts of upcoming
ozone days from the city’s Health Department.

Each year since 1993, the City of Richardson has received
the Dallas Regional Mobility Coalition’s award for exception-
al efforts to implement commuter strategies. In 2001, the
North Texas Clean Air Coalition named Richardson its
Employer of the Year, and awarded the GOLD LEVEL
recognition to the city in 2002 and 2003 for its commuter
benefits programs. In November 2003, the City of
Richardson enhanced its commuter benefits to meet the cri-
teria of the Best Workplaces for CommutersSM program, thus

becoming one of the first Best Workplaces for CommutersSM

in the Dallas-Ft. Worth area. 

Every year more Richardson employees see how simple it is
to make a difference in air quality, congestion, and overall
quality of life in their community.

Juniper Networks, Inc., Sunnyvale, California

At its headquarters in Sunnyvale, Juniper Networks employ-
ees enjoy many commuter benefits. Eco Passes, which pro-
vide free use of participating bus and light rail programs
seven days a week, are available to all employees. Juniper has
set a very aggressive trip reduction goal of more than 20 per-
cent over a 2-year period. 

Additionally, all employees can take advantage of pre-tax
benefits for the use of transit and vanpools; bicycling, walk-
ing, carpooling and vanpool support; preferential parking for
carpoolers; transit shuttles; and an ERH program. Juniper
Networks also offers employees a host of on-site amenities,
including dental services, volleyball and basketball courts, a
fitness center, and a full-service cafeteria. 

Juniper Networks also offers employees a vast array of com-
muting information on a company Intranet site. The site not
only contains information on Juniper Networks’ commuter
benefits program, but also links to general transit information
and services. The Intranet site even includes transit commute
options for getting to and from the Juniper Networks’ offices.

In May of each year, the company holds a Bike-to-Work Day
to encourage employees to try commuting to work via bicy-
cle. Employees get free bike tune-ups and participants are eli-
gible for other prizes. The day coincides with Bike-to-Work
Week and draws bike vendors from around the area.

In 2001, EPA recognized Juniper Networks for participating
in the Best Workplaces for CommutersSM program. The Bay
Area Air Quality Management District named Juniper
Networks as one of its “impact” award recipients for the
2001 Spare the Air Employer Program, and the City of
Sunnyvale awarded the company a 2002 Environmental
Achievement Award for Transportation Programs. 

Juniper Networks employees overwhelmingly support the pro-
gram, which continues to see increasing levels of participation.

Western Washington University, Bellingham,
Washington 

Carol Berry is the employee transportation coordinator for
Western Washington University. She began promoting the
university’s commuter benefits program several years ago with
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a very small budget and few materials. School administration
granted Ms. Berry use of a number of information kiosks
around campus, so she refurbished the kiosks to advertise
their program and designed a newsletter to distribute.

When school administration saw the effects of Ms. Berry’s
promotions, they provided funding for more, higher-quality
materials. Now she emails all employees a full 2-page
newsletter in PDF format every year. A shorter, more fre-
quently updated version is distributed at the kiosks, and a
supplementary brochure is sent to new employees.

It asks: “You Got the Job—How are You Going to Get to
Work Every Day?” Ms. Berry also sends press releases about
commuter benefits to the university’s general faculty and staff
newsletter and maintains a listserv of groups who are invest-
ed in the commuter benefits program: the staff/employee
council, administrators group, and the faculty senate.

Ms. Berry emphasizes the following about promoting a com-
muter benefits program: “It’s important that you emphasize
that walking, riding a bike, or taking a bus to work is easy,
fun, rewarding, and mainstream.” She explained that com-
muter benefits are not only for employees who are devoted to
saving the environment—they are for everyone, and everyone
can take advantage of them.

Pfizer New Jersey 

Paul Metzger is the commute options coordinator for Pfizer
in Morris Plains, New Jersey. His primary goal is to encour-
age Pfizer employees to use alternative methods of commut-
ing. He writes a monthly newsletter about commuting
options, made accessible to employees through a link on
Pfizer's intranet home-page. Three to four times a year, he
holds a Commute Options Day in the Pfizer cafeteria, dis-
tributing informational materials and answering questions
about alternative methods of commuting. 

Mr. Metzger shared some tips about the content of an effec-
tive newsletter: 

Keep it short. 

Include graphics to make it appealing. 

Make sure that your text is catchy and upbeat. 

Focus on a few topics each newsletter—do not overload
your reader with information. 

Make it easy and fast to read. 

Mr. Metzger’s newsletter is always accessible to employees,
either electronically or in hard-copy form, at information

kiosks. “Our program targets employees who have frustrating
commutes,” he said, “and there is always information avail-
able when they're thinking about rideshare.”

Associations and
Contacts
Employers who would like assistance in promoting com-
muter benefits or would like access to marketing materials
are encouraged to contact the Transportation Management
Association (TMA), rideshare organization, or transit agency
in their area. These organizations often sponsor regional
events such a Bike to Work week or Ozone Action Days, and
may be able to provide promotional materials to employers.
Some of these agencies even have branches that focus on
working with employers on promotion and implementation
of commuter benefits. Detailed lists of TMAs, rideshare
organizations, and transit agencies are found in the briefing
papers on Emergency Ride Home and Carpooling Incentive
Programs.

Information Clearinghouses

The following organizations may also offer assistance for
employers in promoting commuter benefits:

Association for Commuter Transportation
1401 Peachtree Street, Suite 440
Atlanta, GA 30309
Tel: 678-916-4940
Fax: 678-244-4151
Act@act-hq.com
www.ACTweb.org

The Association for Commuter Transportation (ACT) is a
membership organization that promotes commuter choice
and transportation demand management. They sponsor
annual conferences on commuting, and publish educational
materials for employers.

National Transportation Demand Management (TDM)
and Telework Clearinghouse
National Center for Transit Research
University of South Florida
4202 E. Fowler Avenue
CUT100
Tampa, FL 33620-5375
Tel: 813-974-3120
www.nctr.usf.edu/clearinghouse

The National TDM and Telework Clearinghouse is a com-
pendium of research and information on TDM and tele-
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working. TDM refers to Transportation Demand
Management—a set of programs and policies that are designed
to make the best use of existing transportation resources with-
out additional infrastructure investment. Much of the
Clearinghouse information is available electronically. The web
site contains information for employers interested in establish-
ing trip reduction programs and commuter benefits.

Appendix A
Ten Tips for a Successful Commute Options Event

1. Promote, promote, promote! Before your alternative
commuting event begins, make sure employees know
about it. Place advertisements for it in common spaces, in
the company newsletter, and on the intranet Web site. 

2. Set up an alternative commuting booth or table in the
main entry hall of your worksite. Have a colorful, eye-
catching display. Stand by the space during peak hours
(8:30-9:30 AM and 4:30-5:30 PM) to hand out brochures
and answer questions. 

3. Give every employee a reason to stop at your table.
Offer coffee and donuts (if early in the day), candy, or
items like travel mugs or clip-on reflectors for walkers 
and cyclists. 

4. Use the “everybody does it” method of persuasion. It’s
important to let employees know that using an alternative
mode of transportation is fun, cost-effective, and, impor-
tantly, mainstream. 

5. Establish a list of employees who already use an alter-
native mode. Encourage drive-alone commuters to talk to
these employees. 

6. Make sure employees leave your table with something
in their hands—a brochure, a flyer, a postcard, or a
business card. You might not be able to convince them to
change their commuting habits after talking to them for
only a few minutes, but when they do think about it (after
a particularly bad day’s commute), they should know
where to get more information about their commuting
benefits. 

7. Show employees that their coworkers have already had
success using alternative modes of transportation.
Incorporate your commuting awards program into the
alternative commute event and include employee testimo-
nials in your materials. 

8. Ask that your president or CEO walk or ride a bicycle
to work and say a few words about alternative trans-
portation. It will show employees that the whole company
is devoted to changing the way it commutes.

9. To promote bicycle commuting, ask your local bicycle
shop to perform free tune-ups on employees’ bicycles.
It’s good advertising for the shop, and you can promote
your commuter benefits program to your employees while
they wait for their bicycles to be fixed. 

10. Work closely with your local Transportation
Management Association. They will have the information
and materials you need to make a powerful impression on
your employees. They might also send a representative to
help you answer your employees’ questions.
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How to Use the SANDAG Online iCommute Program

Three new tools to manage your commute
SANDAG recently launched iCommute, a new online program 

to help employees manage their travel back and forth to work. 

Some of iCommute’s new features include tools for tracking 

your commute and finding ridematching partners.

Create an Account
•	 Go to www.511sd.com/iCommute and click “TripTracker.”

•	 Click the green “Sign up” icon and fill out the form. 

•	 A confirmation e-mail will be sent to the address you pro-

vided. (If you can’t find it, please check your spam folder.) 

•	 Once you have received the e-mail, click the link within 

it to validate your account, then click “Continue.”

•	 Log in using the e-mail address and password you pro-

vided when you signed up.

How to Find a Carpool or Vanpool Partner

You can use RideMatcher to find carpool or vanpool part-

ners, and even a bike buddy. With this safe and secure 

online database, you can seek other commuters in the San 

Diego region with similar schedules and routes as you who 

are looking for rideshare partners. 

Step 1: Set up your RideMatcher profile

•	 Login to your iCommute account, hit the “RideMatcher” 

tab, and select “Add Trips.” Fill out your trip informa-

tion and click “Save.” 

•	 Review your trip. Click “Find Matches” to see a list of 

potential rideshare partners. If there are matches, a 

map will appear showing the other commuters’ start-

ing and ending points. (To the left of the map, the user 

names are listed with more detailed trip information 

and their preferences.)

•	 Checkboxes below the map allow you to show/hide the 

locations of matches on the map

Step 2: What to do if you find a match

•	 If you find a match, you can choose “Send Message” to 

communicate your interest in ridesharing (sharing your 

contact information is optional).

•	 Should no matches come up, don’t worry. New commuters 

register everyday, so check back frequently. If another user 

finds you as a match, the system will send you an e-mail at 

the address you provided when you registered. 

How to Log Your Trips

You can log your trips with TripTracker, where you can earn 

incentives and keep track of your positive impact on the 

environment and your pocket book.

Step 1: Set up your regular commute trip

•	 Click on “TripTracker” in the blue toolbar.

•	 Click “Configure the system to log recurring trips  



Never be Strandedautomatically” to log your regular commute (e.g., if you 

take the Trolley every day).

 » Click “Add AutoLog Template.”

 » Select “Add New Address” in the “From” drop-

down menu and enter your starting point. Then 

select “Add New Address” in the “To” drop-down 

menu and add your destination address.

 » Select your purpose, mode, and on what days you 

travel. Then click “Save.”

 » You should see a green dot under “Status” indicat-

ing that your trips will auto-log.

•	 If you ever need to pause your auto-log, click the red 

icon (e.g., a holiday break or you go on vacation).

•	 To edit the trip, click the writing hand icon.

•	 To delete the trip, click the “X” icon.

Step 2: Manually log trips

To log additional trips, or if you commuted differently than 

your regular trip, click “Log your trips manually right now” 

under TripTracker.

•	 You have the opportunity to log trips that occurred as 

much as three weeks prior to inputting the information. 

Select anywhere between “This Week” and “Three 

Weeks Ago” on the drop-down menu.

•	 Select the appropriate address from the “From” and “To” 

drop-down menus or select “Add New Address.”

•	 Select your purpose, mode, on what days you travel, and 

whether it is a round trip. Then click “Log Trips.”

If you carpool, vanpool, take the COASTER, ride an Ex-

press Bus, or if you bike to work three or more times a 

week, you have a built-in safety net with Guaranteed Ride 

Home (GRH). The GRH program will get you home if you 

have a personal or family illness or emergency, you have 

unscheduled overtime (with a supervisor’s approval), or 

your rideshare partner is unavailable to take you home. You 

can use it up to three times per year. You only need to pay 

a $3 co-pay per trip.

Step 1: Enroll in the GRH

•	 Click on the tab along the top that says “Commute Services.”

•	 Then, under the Guaranteed Ride Home section, follow 

the link: “Click here to enroll in the program.” Read the 

guidelines, fill out the application, and submit it.

•	 Once your application has been reviewed, you will be 

notified via e-mail and you will become eligible to use 

GRH vouchers.

Step 2: Using one of your GRH Vouchers

•	 Just login to your iCommute account and click on the 

tab along the top that says “Commute Services.” This 

page will tell you how many GRH vouchers you have left.  

To use one, just follow the link that says, “Click here to 

request a new voucher.”

•	 Fill out the information requested, follow the instruc-

tions on the voucher, and print it out.

•	 Give the voucher to the taxi driver or rental car represen-

tative, along with your $3 co-pay, and you’re ready to go!



www.511sd.com
511sd.com/iCommute

www.511sd.com

Valuable Links

Tax information

Commuter Fringe Benefit (tax benefits) pamphlet: www.bestworkplaces.org/pdf/taxbenes_07.pdf

(Note: In this example, the tax free amount is listed as $105; HOWEVER, in 2009 the amount was increased to $230.  

Please see the 2009 IRS bulletin link below.)

Deducting facility improvements for commuters: http://codes.lp.findlaw.com/cacode/RTC/1/d2/11/7/1/s24343.5

IRS (2009) Tax Bulletin — Employer’s Tax Guide to Fringe Benefits: www.irs.gov/pub/irs-pdf/p15b.pdf

Vanpool vendors (SANDAG approved)

Enterprise Rideshare: www.vanpool.com

VPSI Vanpools Inc.: www.vanpoolusa.com

SANDAG Programs

Bike to Work: http://www.icommutesd.com/Bike.aspx

Carpool: http://www.icommutesd.com/Carpool.aspx

Guaranteed Ride Home: http://www.icommutesd.com/Commuters/GuaranteedRideHome.aspx

Public Transit: http://www.icommutesd.com/Transit.aspx

Vanpool: http://www.icommutesd.com/Vanpool.aspx

Work from Home: http://www.icommutesd.com/WorkFromHome.aspx

RideMatcher: iCommute’s FREE Ridematching service: 

 http://www.icommutesd.com/Commuters/RideMatcher.aspx

Cost of Commute Calculator: http://www.icommutesd.com/Commuters/Calculator.aspx

Online San Diego County bike map: http://www.icommutesd.com/Bike/BikeMap.aspx

511: Live traffic, transit, and travel information: www.511sd.com

What other companies are doing in the San Diego Region 
List of San Diego Employers: 
http://www.icommutesd.com/Employers/documents/December2009-CompaniesandAgencieswithCommutePrograms.pdf

iCommute Diamond Awards: http://www.icommutesd.com/Promotions/DiamondAwards.aspx
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www.511sd.com

Valuable Links

Sample Policies
Cal Poly Pomona Rideshare Program: 
 http://dsa.csupomona.edu/parking/files/POLICIES_AND_PROCEDURES_6196.pdf

Minnesota Department of Administration Commuter Policy: 
 www.oah.state.mn.us/reloc/11Commuter-Policy-05-20-05.pdf

Telework (Work from Home)
Employee and Employer benefits: http://www.icommutesd.com/WorkFromHome.aspx

Telework FAQs: http://www.icommutesd.com/documents/TeleworkFAQ.pdf

Department of Labor —Women’s Bureau “Flex Options” booklet: www.we-inc.org/flexguide.pdf

Public Transit in the San Diego Region
Metropolitan Transit System — MTS (for MTS buses and Trolley): www.sdmts.com

MTS Bus/Trolley maps and timetables: www.sdmts.com/map_timetable.asp

MTS transit trip planner: www.sdmts.com/Tripplanner.asp

MTS Trolley special events (Petco Park, Qualcomm Stadium, Cox Arena, Gaslamp/Convention Center): 
 www.sdmts.com/Trolley/SpecialEvent.asp

North County Transit District — NCTD (for COASTER/SPRINTER/Breeze): www.gonctd.com

Best Workplaces for Commuters
Application: http://www.bestworkplaces.org/pdf/application.pdf

Carpool Incentive Programs: www.bestworkplaces.org/pdf/carpool_June07.pdf

Commuter Tax Benefits: www.bestworkplaces.org/pdf/taxbenes_07.pdf

Marketing Commuter Benefits to Employees: www.bestworkplaces.org/pdf/Marketing_Brief_07.pdf

Parking Cash-Out: www.bestworkplaces.org/pdf/ParkingCashout_07.pdf

Telework: www.bestworkplaces.org/pdf/telework_07.pdf

Vanpool Benefits: http://www.bestworkplaces.org/pdf/vanpoolbenefits_07.pdf
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Parking cash-out  Employees may "cash out" the value of 

employer-provided parking by foregoing parking, and receive 

the taxable cash value of the parking in return.

Preferred or reduced-cost parking  Employers can en-

courage ridesharing by providing carpools and vanpools with 

preferred parking and/or reduced-cost parking.

Pretax transit/vanpool benefits  Before paying income 

or payroll taxes, employees can set aside up to $230 per 

month out of their own paychecks to pay for transit or vanpool 

expenses.

Ridesharing  Two or more persons traveling together in a 

car or van.

Tax-free transit/vanpool benefits  Employers 

can provide tax-free commuting benefits to their employees 

up to $230 per month for transit or vanpool expenses and 

up to $230 per month for parking expenses. Employers save 

money because they do not pay federal income or payroll 

taxes on the value of the fringe benefit. Employees receive this 

benefit for free.

Telecenters  Offices with communications access to the main 

workplace, but closer to the employee's home.

Telecommuting/Telework  A work arrangement in which 

employees work part- or full-time from alternate locations, 

such as their homes or telecenters.

Transportation Demand Management (TDM)
Programs that increase the number of people who carpool, van-

pool, ride the bus, Trolley or COASTER, bike, or walk to work.

Transit pass  An unlimited ride pass, ticket, or farecard.

Vanpool  A group of at least six people (including the driver) 

who are all traveling to the same workplace from the same 

community in a van. Vanpools typically carry from six to 15

passengers and operate weekdays, traveling between one or 

two (but not more than four) common pick-up locations and 

the workplace.

Work from Home  (see Telecommuting).

Glossary
 
Average Vehicle Occupancy (AVO)  The number 

of people in vehicles arriving at a work site divided by the 

number of vehicles arriving at the work site.

Average Vehicle Ridership (AVR)  The number of 

employees scheduled to start work during a specified time 

period divided by the number of vehicles arriving to the work 

site during the same time period.

Carpool  Two or more persons driving together in a privately 

owned vehicle.

Compass Card  A new transit “smart card” that is reus-

able and reloadable. It simplifies taking transit by creating an 

easy, universal way to pay for passes. All transit passes were 

converted to the Compass Card in 2009.

Express Lanes  An expressway within a freeway along 

Interstate 15 available to carpools, vanpools, transit, and solo 

drivers with FasTrak. Express Lane users enjoy priority access 

through Direct Access Ramps and entrances and exits from 

the general purpose lanes.

511  A free phone, Web, and TV broadcast service that 

consolidates the San Diego region's transportation informa-

tion into a one-stop resource. 511 provides up-to-the-minute 

information on traffic conditions, incidents and driving times, 

schedule, route and fare information for San Diego public 

transportation services, carpool and vanpool referrals, bicy-

cling information, taxi, and more.

Guaranteed Ride Home  Provides employees who car-

pool, vanpool, take an Express Bus, ride the COASTER, or bike 

to work three or more times a week with transportation home 

in the event of a personal emergency. A required benefit of 

Best Workplaces for Commuters designation.

On-site amenities  Employers can offer on-site 

conveniences, such as service marts and dry-cleaning, to  

reduce the need for each employee to bring a personal  

vehicle to work.

Park-and-ride  Employees drive to parking lots where mass 

transit or vanpools are available for the remaining commute.
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