Cct ober 31, 1994

NO. 94-4
FARE SHARE PROGRAM

Ef fective Novenber 1, 1994, CDC* will inplenment the nationwi de FARE SHARE
Programwith goals to:

® |ncrease the nunber of enployees who use public transportation.

® Reduce the use of autonobiles for enployee conmmuti ng.
Specific CDC policy and procedures are described in the attachment.
CDC encour ages carpooling as another nmeans to inprove air quality and to
reduce the use of autonobiles for enployee commuting. Persons interested in

usi ng the FARE SHARE programin conbination with carpooling should carefully
review eligibility requirenents for each program

Arthur C. Jackson

Associ ate Director for

Managenent and Operations, CDC
At t achnent

*References to CDC al so apply to ATSDR, references to Center, Institute, and
Ofice also apply to ATSDR and to Staff O fices and Staff Services.
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(Sampl e)
l. PURPOSE

This gui deline describes the Centers for D sease Control and Prevention
(CDC) policy and procedures for the FARE SHARE Program whi ch provides
transportati on subsidies to qualifying enpl oyees.

BACKGROUND AND AUTHORI TY

Executive Order 12191 directed agencies to pronote ride-sharing as a
means to conserve petroleumand oil, reduce congestion, and inprove air
quality.

Public Law 103-172 provides for the establishment of prograns to
encour age Federal enployees to conmute by means ot her than single-
occupancy vehi cl es.

The O fice of Managenment and Budget (OVB) has issued gui dance for Federa
agencies participating in progranms that use incentives and subsidies to
encour age use of public transportation by enpl oyees. Based on current
OVB gui dance, tax-free financial incentives cannot exceed $60 per nonth
per program participant, as determ ned by the Internal Revenue Service.
OVB Circular No. A-11, Section 35.4, states that paynments to subsidize
Federal enpl oyees' commuting costs be charged and reported as personne
benefits.

PALI CY

Ef fecti ve Novenber 1, 1994, CDC will inplenment the nationwi de FARE SHARE
Programwith goals to increase the nunber of enployees who use public
transportation and to reduce the use of autonobiles for enployee
conmut i ng.

ELIGBILITY

CDC civil service enployees and comm ssioned corps officers are eligible
to participate in the FARE SHARE Program and upon receiving approval,
may be reinbursed for expenses not to exceed $60 per nonth for use of
public transportation to and fromtheir place of enployment.

Enpl oyees are encouraged to use nonthly or weekly fare cards as generally
t he nost econoni cal met hod of payment for public transportation. Daily
fares or tokens shall be authorized only with advance supervisory
approval .

ELIG BILITY (Conti nued)

Partici pating enpl oyees found to be in violation of the FARE SHARE
Program policy will have their FARE SHARE Program privil eges revoked.
They may be required to pay back any subsidy reinbursenments they have
previously received. Violations include transferring fare nedia to

anot her person, not using public transportation as their primary source
of transportation to and/or fromwork, etc. Any false, fictitious, or
fraudul ent certification will render the enpl oyee subject to crimna
prosecution under U S. Code, Title 18, Section 1001, civil penalty
action. This provides for adm nistrative recoveries of up to $5, 000 per



VI .

B.

vi ol ati on and/or agency disciplinary actions up to and including
di sm ssal .

INELIGBILITY

I ndi vi dual s who are not enpl oyees but who work at CDC under certain

speci al staffing arrangenents and some student/faculty prograns are not
eligible to participate in the FARE SHARE Program This includes but is
not limted to advisory conmttee nenbers, Disabled Veterans Unpaid Wrk
Experience Program partici pants, experts and consultants, and persons
enpl oyed under the Guest Researcher Program It also includes the

Col | ege Work-Study Program Hi gh School Student Training and Education
(Hi -Step) Program Wrk Site Experience Programfor Students, Cooperative
Sunmer Programin Biostatistics and Epidenm ol ogy (I VHOTEP), and Visiting
Fel | ow Program

NOTE: Specific questions on enployee ineligibility should be directed to
t he servicing personnel generalist.

RESPONSI Bl LI TI ES AND PROCEDURES

A Center/Institute/Ofice (CIO Adnministrative Ofices

° Provi de overall administration, inplenmentation, and nonitoring
within the C O as needed, for FARE SHARE Program operati ons.

° Assi st supervisors and enpl oyees within the C O as needed, for
Program oper ati ons.

° Review for eligibility and approve enpl oyee applicati ons.
° Notify enpl oyees of acceptance into the Program
° Revi ew t he supervi sor-approved clainms submtted for payment.

° oligate funds to be used for reinbursenment to enpl oyees
participating in the Program

° Notify the Human Resources Managenment Office for appropriate
action if Programviolations are found.

° Di sal | ow rei nbursenent to enpl oyees found to be in violation of
t he Program

Hunan Resources Managenent Office

° Provi de overall planning, adm nistration, inplenmentation, and
nmoni tori ng of the FARE SHARE Program

° Consult and negotiate the inplenmentation of the policies and

procedures associated with the FARE SHARE Programw th CDC | abor
organi zati ons.

B. Human Resources Managenent O fice (Conti nued)

° Provide internal controls and periodic evaluation to nmeasure the
ef fecti veness of the Program This includes but is not limted
to submitting reports to Congress and the General Accounting
Ofice on the inplenmentation of transit subsidy prograns and
enpl oyees who have participated in such prograns.

C. Partici pating Enpl oyees




Conpl ete Form CDC 0. 1206, CDC/ ATSDR FARE SHARE Program
Application (see Exhibit 1), available fromregular supply
channel s.

Certify by conpletion of Form CDC 0.1206, CDC/ ATSDR FARE SHARE
Program Application, to

® Use public transportation as their primary source of
transportation for daily conmute to and/or fromwork nore
than 50 percent of the time. Use of public transportation
is not required for the entire conmute.

® Use the FARE SHARE subsidy solely for their daily commute to
and/ or from work.

e Not transfer fare nedia to anyone el se.

Submit application through appropriate adnministrative channel s
to ClO adnministrative office for approval. Enployees nmust be
approved for the FARE SHARE Program before subnmitting any cl ains
for reinbursenent.

Conpl ete Form SF 1164, O aimfor Rei nbursement for Expenditures
on O ficial Business (see Exhibit 2), available fromregular
supply channel s and attach receipts for expenses incurred.

Submit Form SF 1164 nonthly through appropriate adm nistrative
channel s for approval and paynment. Reinbursenent will be nade
by the same nethod as sal ary checks when possi bl e; rei nbursenent
by agent cashier is perm ssible but not encouraged.

(NOTE: Atlanta Program participants may subnmit their approved
Form SF 1164 to an agent cashier for reinbursenent on the sanme
day as nonthly cards, weekly cards, or tokens are purchased.)

Supervi sors of FARE SHARE Program Partici pants

Certify that clains submtted for paynent are correct and
proper.

Notify the appropriate ClO adm nistrative office of any FARE
SHARE Program viol ati ons by any enpl oyee under their supervision
for appropriate action.

Fi nanci al Managenent Office

Provi de paynment of clains submtted by qualifying enpl oyees for
expenses not to exceed $60 per nonth for use of public
transportation as the enpl oyee's primary source of
transportation for daily conmute to and/or from work.

Agent _Cashi ers

Provi de rei mbursenent for approved SF 1164's.



