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Digest:  

6400 - Establishes chapter 6470 “Commuter Choices Subsidy Benefits Programs” in order to set forth direction on the Commuter Bicycle Reimbursement Program.

6471 - Establishes code and caption “Rideshare Incentive Program for Carpools” and reserves section. 

6472 - Establishes code and caption “Commuter Highway Vehicle Program Vanpools” and reserves section.

6473 - Establishes code and caption “Parking Benefits Program” and reserves section.

6474 - Establishes code and caption “Annual Passes in Limited Locations” and reserves section.

6475 - Establishes code and caption “Commuter Bicycle Subsidy Benefit Program” and sets forth new direction for Agency employee commuter bicycle reimbursement.
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6475 - COMMUTER BICYCLE REIMBURSEMENT PROGRAM
The U.S. Department of Agriculture (USDA), Forest Service Commuter Bicycle Subsidy Benefit Program, provides an Agency-funded, reimbursement fringe benefit that is not taxable to the employee.  This reimbursement is for actual expenses incurred for the purchase of a bicycle, bicycle repairs, improvements, and storage, for the bicycle used by the employee for commuting to and from work at least 50 percent of the workdays in a calendar month.
6475.1 - Authority

1.  Public Law 103-172, Federal Employees Clean Air Incentives Act, effective January 1, 1994.  This took effect on January 1, 1994, as part of a national effort to improve air quality and to reduce traffic congestion.  The Clean Air Act provides discretion to Executive Branches of the Federal Government to establish programs encouraging employees to commute by means other than single occupancy motor vehicles, including provision of transit passes, bicycle facilities, and non-monetary incentives.

2.  Public Law 110-343, Emergency Economic Stabilization Act of 2008, enacted October 3, 2008, Troubled Assets Recovery Act (TARP).  Division B of this Act is known as the Energy Improvement and Extension Act of 2008, in which Section 211 allows employers to provide limited fringe benefits to employees who commute to work by bicycle.  The purpose of the fringe benefit is to offset the costs of bicycle commuting.  The Act adds the bicycle commuter benefit to IRS Code, 26 USC sec. 132(f).  Employers may reimburse bicycle commuters up to $20 per month for actual expenses incurred.  The reimbursement is tax free for each month a bicycle is used for transportation between the employee’s home and place of employment.  To be eligible for the bicycle benefit, bicycle commuters shall not receive any other transportation fringe benefit during the same period.
3.  26 Code of Federal Regulations, Part 1, and 602, Qualified Transportation Fringe Benefits, January 11, 2001.  These Internal Revenue Service regulations provide rules to ensure that transportation fringe benefits (TFBP) provided to employees are excludable from employees’ gross income.  Benefits such as transportation in a commuter highway vehicle, transit passes, and qualified parking are non-taxable fringe benefits.

4.  Office of Management and Budget Memorandum No. M-07-15, Federal Transit Benefits Program, May 14, 2007.  The OMB memorandum preserves the benefits of the Federal Transit Benefits Program (FTBP) while listing a set of internal controls to improve program administration.

5.  GAO Comptroller General’s Decision B-318325, August 12, 2009, (Comp. Gen. B318325) National Indian Gaming Commission-Reimbursing Bicyclists as Part of the Agency’s Transportation Fringe Benefit Program.  The decision expands the TFBP program’s scope to include Federal agencies, in addition to the private sector.  This decision allows Federal agencies to extend the transit fringe benefits, through an agency designed and developed program, to provide up to a $20 cost reimbursement per month, for actual expenses incurred by employees using a bicycle for a substantial portion of the travel between their residence and their place of employment.
6.  United States Office of Personnel Management (OPM), Office of the General Counsel, Compensation and Leave Decision, OPM File No. S001842, August 11, 1998.  The decision allows Federal agencies to develop programs that permit their employees to receive qualified transportation fringe benefits.  It also allows Federal agencies to establish programs using appropriated funds to encourage employees to commute by means other than single-occupancy motor vehicles. 
6475.2 - Objective

1.  To encourage home-to-work bicycle commuting, reduce traffic congestion, improve air quality, and decrease the Forest Service’s carbon footprint on the environment.  Bicycles are important in helping to meet goals for cleaner air and less congested roadways, because they provide low-cost mobility and place fewer demands on local roads and highways to carry every day trips.
2.  To provide a bicycle commuting cost reimbursement to eligible Agency employees thereby encouraging Federal employees to commute by means other than single-occupancy motor vehicles.  
6475.3 - Policy

It is Forest Service policy to:

1.  Make every effort to reduce the size of our environmental footprint by encouraging employees to commute by means other than single occupancy motor vehicles in accordance with current Agency policy to reduce energy consumption.
2.  Offer the same benefit to all qualified Forest Service employees for a qualified bicycle commuting monthly reimbursement.  By law, the maximum monthly reimbursement is $20, not to exceed $240 in any calendar year, payable in quarterly increments, with reimbursements concluded by March 31 of the subsequent calendar year.  This amount is a non-taxable reimbursement, not indexed to inflation (that is, not subject to change based on the Consumer Price Index).  This program is designed to encourage all employees to use privately-owned bicycles for their daily commute to and from home and their duty station.  Unlike other qualified transportation fringe benefits, the bicycle commuting fringe benefit must not be provided through an elective salary reduction agreement.
3.  Hold employees accountable for misuse of commuter bicycle reimbursement benefits and subject to appropriate disciplinary action including disqualification from future participation in the Commuter Bicycle Subsidy Benefit Program.  Disciplinary penalties range from a letter of admonishment to removal from Federal service depending on the severity of the misuse.

6475.4 - Responsibility
6475.41 - Washington Office, Director of Acquisition Management Staff
The Washington Office, Director of Acquisition Management staff, has the responsibility to:

1.  Develop and implement agencywide direction on the Commuter Bicycle Subsidy Benefit Program management in coordination with U.S. Department of Agriculture (USDA) (Departmental) policies.

2.  Coordinate implementation and modification of the Commuter Bicycle Subsidy Benefit Program for the Washington Office and the field.
3.  Appoint an employee to serve as the Forest Service National Commuter Transit Benefit Subsidy Program (CTBSP) Coordinator.  The local CTBSP coordinator as well as the Washington Office Director of Acquisition Management, is responsible for the following:  

a.  Coordinate program management with the USDA, Office of Procurement and Property Management and the Department of Transportation.  
b.  Review for accuracy and file a copy of the completed form FS-6400-268, Bicycle Reimbursement Application for Washington Office.
c.  Resolve customer complaints.
d.  Report any misuse or ineligibility to supervisor and Washington Office National Coordinator.
e.  Distribute program updates.
f.  Maintain both the field CTSBP coordinator list and the master participant database list.
6475.42 - Albuquerque Service Center, Director of Budget and Finance
The Albuquerque Service Center, Budget and Finance (ASC-B&F) director has the responsibility to process the employee’s bicycle commuting reimbursement.
6475.43 - Regional Foresters, Station Directors, Area Director, and IITF Director

It is the responsibility of the regional foresters, station directors, Area Director, and IITF Director to:  

1.  Appoint a coordinator to administer the regional office’s Commuter Choices Subsidy Benefits Programs, including the Commuters Bicycle Subsidy Benefit Program.  Each participating location must have a local Forest Service Commuter Transit Benefits/Bicycle Reimbursement coordinator and a back-up.  

2.  The coordinator shall administer the regional office’s Commuter Transit Benefit Subsidy Program (CTBSP), including the Commuters Bicycle Subsidy Benefit Program for the effective utilization, accountability, and control in accordance with existing laws, regulations, and policies which must include:

a.  Review eligibility of new participants.

b.  Maintain local participant database list.
c.  Complete the monthly Commuter Bicycle Subsidy Program User Reimbursement spreadsheets provided by and returned to the Forest Service National CTBSP Coordinator for quarterly processing.
6475.44 - Forest Supervisors 
It is the responsibility of the forest supervisors to designate local Forest Service CTSBP/Bicycle Commuting Reimbursement coordinators and back-ups who report to regional CTSBP coordinators to ensure that eligible employees receive their reimbursements and program updates. 

6475.45 - Participating Employees

It is the responsibility of employees participating in the Commuter Bicycle Subsidy Benefit Program to:  

1.  Complete form FS-6500-268, Bicycle Reimbursement Application, certifying the use of a personally-owned bicycle to commute to and from work for 50 percent of the time, and submit it to the designated Commuter Transit Reimbursement Benefits Program (CTSBP)/Bicycle Commuter Reimbursement coordinator. 
2.  Submit a new completed form FS-6500-268, Bicycle Reimbursement Application, when there is a change, for example, reassignment or transfer within Forest Service or to another Federal agency, retirement, resignation, and so forth.
3.  Substantiate all eligible expenses with receipts.  The purchase of a bicycle, repair of or improvements attached to the bicycle, and bicycle storage are eligible expenses. 
4.  Request reimbursement within the calendar year but before the final deadline, 
March 31 of the subsequent calendar year.  For example, expense incurred in February 2011 may be claimed for reimbursement through March 31, 2012.  See section 6475.61 for detailed reimbursement procedures.  

5.  Refrain from applying for the bicycle commuter reimbursement for any calendar month in which any other qualified transportation fringe benefit is received (for example, transit pass, transportation in a commuter highway vehicle, or qualified parking).

6.  Refrain from giving a reimbursement to others, receiving reimbursement from another, or otherwise abusing this benefit.  False claims must be investigated and subject to appropriate disciplinary action including disqualification from future participation in the Commuter Bicycle Reimbursement Program.  Disciplinary penalties could range from a letter of admonishment to removal from Federal service depending on the severity of the misuse. 

7.  Recertify eligibility each fiscal year through the completion of a new application.
8.  Follow applicable traffic laws and municipal ordinances pertaining to bicycle riders’ wearing of protective gear such as a helmet, reflective vest or belt, and other safety apparel, even though the cost of such items are not reimbursable.  However, safety equipment attached to the bicycle is reimbursable.   
6475.5 - Definitions

Definitions applicable to the Commuter Bicycle Subsidy Benefit Program are:

Bicycle.  A non-motorized vehicle also known as a bike, push bike, or cycle, is a pedal-driven, human-powered, handlebar-steered, hand- or foot-braked for stopping, single-track vehicle, having two wheels attached to a frame, one behind the other.
Qualified Bicycle Expense Reimbursement.  Repayment for an employee’s actual expenses for the purchase of the bicycle itself, repairs of and improvements attached to the bicycle, and storage expenses incurred for bicycle commuting.  Examples of expenses not covered are any items for the rider such as rain suit, reflective vest or helmet worn by the rider, and so forth.
Qualified Bicycle Commuting Month.  Refers to any calendar month during which an employee uses a bicycle to ride to and from work for a substantial portion, more than 50 percent of workdays, of the travel between the employee’s residence and duty station.
6475.6 - Program Administration

For application forms, contact information, program information, regulations, and Frequently Asked Questions, review the Commuter Transit Program Web site at http://fsweb.wo.fs.fed.us/aqm/property/commuter-transit/.  
Exhibit 01 is a data table that displays information about the commuter bicycle reimbursement.  Employees receiving commuter transit benefits such as public transportation assistance or vanpool parking reimbursements are not eligible to receive benefits from the Commuter Bicycle Subsidy Benefit Program.
6475.6 – Exhibit 01

Federal Agency Commuter Bicycle Program Segment
	Segment Name
	Benefit Type
	Timing
	Benefits Paid From

	Bicycle
	Reimbursement of actual expenses incurred for purchase of a bicycle, bicycle improvements, repairs, storage, and so forth to a maximum of $20/mo, $240/yr.
	Employee is reimbursed after expenses are incurred.
	Local Job Code


1.  Benefit.  The maximum amount of actual expenses reimbursable to eligible employees for bicycle commuting is $20 per calendar month, up to $240 per calendar year.  The $20 amount does not change with consumer price index.

2.  Program Eligibility and Requirements.  
a.  All Forest Service employees, including part-time, temporary, stay-in-school, and those who work on an intermittent work schedule are eligible, provided they use a bicycle to commute to and from home and work at least 50 percent of their monthly workdays.  Commuters who receive any other transportation fringe benefit are not eligible to receive the bicycle commuter benefit.

b.  Volunteers, contractors, and employees assigned from private temporary agencies are not eligible for the bicycle commuter reimbursement.

c.  Summer interns shall have an official Forest Service personnel action to be eligible.  Hispanic Association of Colleges and Universities and Washington Internships for Native American Students are not Forest Service employees and are, therefore, not eligible.

d.  The monthly commuter bicycle reimbursement for travel to and from work is based on actual bicycle commuting to work more than 50 percent of a qualified bicycle commuting month.  

e.  Eligible employees are excluded from participating in the separate Commuter Transit Benefits Programs, including carpool, vanpool, and parking subsidies for any month in which they claim the commuter bicycle reimbursement. 

3.  Accountability.  Employees and their supervisors are accountable for misuse of and subject to appropriate disciplinary action.  

4.  Application Procedures for the Commuter Bicycle Subsidy Benefit Program.  Employees complete form FS-6500-268, Bicycle Reimbursement Application, to apply as well as to report any changes (address, name, separation, retirement, and so forth).  Employees shall process their applications through their local Commuter Transit Subsidy Benefit Program (CTSBP)/Commuter Bicycle Reimbursement coordinator.  Page 
number 1 is sufficient for cancellations, and field coordinators may complete a cancellation form for a participant if the participant is no longer available.  However, field coordinators shall not sign their own applications; a supervisor shall sign as the approving authority. 
5.  Transferring and terminating employees.  Employees who transfer to another Forest Service location, terminate employment, or retire, shall cancel out of the program using the form FS-6500-268, Bicycle Reimbursement Application.  Submit the completed form to the local supporting coordinator prior to out-processing.  A new form will be completed at the new duty station.

6.  Recertification.  All Commuter Bicycle Subsidy Benefit Program participants shall recertify annually by completing a new form FS-6500-268, Bicycle Reimbursement Application marked “Recertification” at the end of the calendar year, but prior to March 31 of the subsequent calendar year, to renew program participation for the new calendar year.  Those who miss the recertification period must reapply as new participants.
6475.61 - Reimbursement Procedures

The method for employee reimbursements is ASC-B&F Miscellaneous Payments.  See Exhibit 01 for ASC-B&F Miscellaneous Payments procedures.  Exhibit 02 describes several illustrative reimbursement scenarios.  

6475.61 - Exhibit 01
ASC-B&F Miscellaneous Payments - Employee Reimbursement Procedures
	Step No.
	Description

	1.
	Employee completes form FS-6400-268, Bicycle Reimbursement Application.  The local Commuter Transit Subsidy Benefit Program coordinator approves the application. 

	2.
	Employee incurs expenses for the purchase of a bicycle, repairs, improvements attached to the bicycle, or bicycle storage.  Expenses pertain to the bicycle regularly used for commuting between the employee’s residence and the place of employment.

	3.
	Employee may request reimbursement quarterly.  Requesting reimbursement every 6 or 12 calendar months through the local Commuter Transit Subsidy Benefit Program coordinator is also possible, on an exception basis only.  

	4.
	Employee completes form FS-6500-229, Request for Reimbursement, using the directions on the ASC-B&F Web site, as follows:  http://fsweb.asc.fs.fed.us/bfm/programs/financial-operations/payments/miscellaneous/     Exhibit 02 describes several scenarios illustrating the amount and timing of reimbursements.

	5.
	Employee includes actual receipts to support the requested reimbursement; e-faxing the receipts to document each request (see directions in step 4 above).

	6.
	Supervisor approves or disapproves the requested reimbursement, and provides approved list of names and approved amounts to local coordinator.  Supervisor maintains reimbursement receipt files.

	7.
	Local/regional coordinator consolidates spreadsheet list, forwards to National Coordinator who checks against national database who then e-faxes the documents to ASC-B&F Miscellaneous Payments.

	8.
	ASC-B&F pays the approved reimbursement from employee’s local job code as indicated on the FS-6500-229.


6475.61 - Exhibit 02
Illustrative Scenarios for Commuter Bicycle Reimbursements

	Scenario No.
	Description
	Reimbursement

	1
	Employee is approved for the Commuter Bicycle Subsidy Benefit Program in September, buys a bike on October 1 for $200, and rides 75 percent of the time in October, November, and December.  Employee requests reimbursement, provides actual receipts for expenses incurred to the supervisor who retains them for documentation for review and audit.
	Reimbursement is $60 (3 months X $20)

	2
	Employee is approved for the Commuter Bicycle Subsidy Benefit Program on May 14 and rides their bike to work every workday May 15-31.  In June, July, August, and September, the employee commutes on their bike more than 50 percent of the time.  In early October, the employee requests reimbursement, supporting the request with receipts dated during the May 15 through September 30 period.  Receipts cover a new bike tire, repairs to wheel spokes, and the purchase and installation of a rear-mount safety light, totaling $77.21.   
	Reimbursement is $77.21 for the 5 qualified bicycle months, May through September.

	3
	Employee buys a bike on January 1 for $200, is approved for the Commuter Bicycle Subsidy Benefit Program, and rides 75 percent of the time for the 10 months from January through October.  Employee requests reimbursement in early November.
	Reimbursement is $200 (January through October is 10 months X $20 = $200)

	4
	Employee is approved for the Commuter Bicycle Subsidy Benefit Program on May 28 and begins riding their bike to and from work on June 1.  Employee commutes by bicycle 3 weeks in each month June through September.  No incurred expense. 
	There is no reimbursement payable because no expenses were incurred.  


6475.61 - Exhibit 02-Continued

	Scenario No.
	Description
	Reimbursement

	5
	Employee used their bicycle to commute from their residence to their workplace for 3 weeks during both October and November of calendar year 2011.  Incurred expenses during that time to repair a flat tire and replace the bicycle chain, totaled $59.00.  They requested reimbursement for $40.00 in February of 2012.    
	Reimbursement is $40.00.  By statute, the deadline for submitting requests for reimbursement for expenses incurred during the calendar year is March 31 of the subsequent calendar year.  Charge the cost pool 5 job code that is current for the year in which the reimbursement is processed. 

	6
	Employee purchases a bicycle during March 2011, and applies for the Commuter Bicycle Subsidy Benefit Program in late April 2011.  The Commuter Transit Subsidy Coordinator approves the application for participation in early May 2011.  The employee rides their bicycle every workday for April, May, June, and July.  The employee requests reimbursement for the purchase of the bicycle, for the 4 commuting months, April through July, $20.00 per month. 
	There is no reimbursement payable because the purchase of the bicycle occurred before the employee’s application for participation in the program was approved.

	7
	Employee is an approved participant in the Commuter Bicycle Subsidy Benefit Program, and rides the bicycle more than 50 percent of the time during the warm months, May through September.  The employee submits a request for reimbursement for the purchase of a safety helmet, bike shorts, and gloves, expenses totaling $85.42.  
	There is no reimbursement payable because expenses are limited to items pertaining to the bicycle itself, for example, the purchase of the bicycle, repairs, improvements attached to the bicycle or storage.  Personal use items, worn by the rider, are not reimbursable.

	8
	Employee becomes an approved participant in the Commuter Bicycle Subsidy Benefit Program in late June.  On July 1 a new bicycle tire for $200 is purchased.  The employee commutes on their bike for 3 months, July through September.  
	Reimbursement is $60 (3 months of commuting, multiplied by $20 per month).

	8A
	The same employee and circumstances from #8 above, commutes on their bike fulltime for October through December.  Employee submits the same receipt for $200 and requests another 3 months of benefits.  
	Reimbursement is $60 (3 months of commuting, multiplied by $20 per month).


6475.62 - Internal Controls

The National Commuter Transit Subsidy Benefit Coordinator provides a list of the Commuter Bicycle Subsidy Benefit Program participants to the ASC-B&F Miscellaneous Payments, to ensure that both offices have information about the approved program participants.  

Employees support requests for reimbursement with receipts for actual expenses incurred, to ensure that reimbursements are the appropriate amount.
6475.63 - Liability for Employee Injuries or Property Damage

Employees commuting to and from their workplaces are not covered by any claims-related statute.  Employees commute on bicycles at their own risk.   

Follow applicable traffic laws and municipal ordinances pertaining to bicycle riders’ wearing of protective gear such as a helmet, reflective vest or belt, and other safety apparel, even though the cost of such items are not reimbursable.  Safety equipment attached to the bicycle is reimbursable.  
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