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Who is eligible for the Fare Subsidy Program?

NASA HQ civil service personnel including full-time, part-time and temporary personnel, detailees and student interns who use public transportation as their primary means of transportation to and from work are eligible, providing they are not also listed as a carpool participant or holder of a motor vehicle parking permit at NASA headquarters.  This includes those who commute via Metro Rail, MetroBus, Circulator, RideON, Art, Cue, Dash, FairFax Connector, Loudoun Commuter Bus, Van Pool, PRTC, Virginia Railway Express (VRE), MARC, CommuterDirect, etc.
Eligible employees must utilize one of the following means of transportation to and from work for a total of 10 workdays during the month for which the subsidy is given:

1. Any public bus or rail transit system, whether private or publicly owned. 

2. Any highway vehicle that: 
(a) Seats at least six adults (not including the driver);
(b) At least 80% of the mileage is used to transport employees between their homes and their workplace
(c) Transports employees in at least 1/2 of its seating capacity
(d) Is provided by any person in the business of transporting persons for compensation or for hire.

An employee who is receiving another form of transportation subsidy, such as subsidized parking at NASA Headquarters or any other Federal Agency's garage, is not eligible to receive the fare subsidy.

How much is the subsidy offered for taking public transportation?

Federal legislation allows employers to offer their employees public mass transportation benefits of up to a maximum $130 per month.  NASA HQ uses the Smart Benefits program that was established through Washington Metropolitan Area Transit Authority (WMATA Metro).  Rates are determined by the individual’s commuting cost, up to a maximum of $130 per month. 

How do I apply for the fare subsidy if I have never received it before?

1) Go to http://www.hq.nasa.gov/faresubsidy and click on the PFSS Application button.  https://polaris.hq.nasa.gov/pfss/online_application/online_welcome.cfm
2) Click on the Start Application button.
3) Click on the radio button next to Fare Subsidy Application.
4) Enter your first and last name, and then click Continue.
5) Look for your name in the list that is displayed.  If all displayed information is correct, click on your name, as shown below.  

Note: If nothing shows up in the UUPIC field, you will not be able to complete your application online; please call the Fare Subsidy Coordinator, Rose Butler, at 202-358-0184.  The Agency database that the Parking Fare Subsidy System pulls information from is missing important information about you, and we will need to help you troubleshoot that issue before you can apply. (UUPIC stands for Uniform Universal Person Identification Code, and is one of several personnel identification numbers used at NASA.) 
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6) In the screen that appears, click on the word “Apply” in the lower right-hand corner, across from the Fare Subsidy option, as shown below:
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7) Fill out any missing information in your profile, and then click Continue.  Note that it is your work phone number, rather than your home phone number, that is being requested.
8) Enter requested information on the application screen, then click Continue. 

9) Print your completed application using your browser’s print icon, or choose Print from the File menu of your browser.

10) Sign the printed form.

11) Click on Submit to send your request to the Parking Permit Manager. 

12) Deliver your completed application form to the Parking Permit and Fare Subsidy office, located in 1B85, on the 1st floor, across from the Credit Union. 
How do I re-certify for the fare subsidy program each year?
Once a year, all fare subsidy recipients are asked to confirm the information we have on file and confirm their wish to continue participating

.  Employee will be notify by email regarding recertification is easy, paperless, and typically takes less than 5 minutes.  
1) Go to http://www.hq.nasa.gov/faresubsidy and click on the PFSS Application button.  https://polaris.hq.nasa.gov/pfss/online_application/online_welcome.cfm
2) Click on the Start Application button.
3) Click on the radio button next to Fare Subsidy Application.
4) Enter your first and last name, and then click Continue.
5) Look for your name in the list that is displayed, and then click on your name.  (Yours may be the only name listed.)

6) In the screen that appears, click on the word “recertify” in the lower right-hand corner, as shown below:
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7) Fill out any missing information in your profile, then click Continue.  Note that it is your work phone number, rather than your home phone number, that is being requested.
8) On the next screen that appears, you are asked to specify your “estimated monthly commuting costs”.  Enter your best estimate here.  Be aware that the maximum amount that may be reimbursed at this time is $130 per month.  Next you are asked to enter your “transportation mode”.  For example, if you take Metro rail, choose Metrorail.  If you use a combination of Metro rail and Metro bus, choose Metro/bus.  Enter requested information on the application screen, then click Continue. 

[image: image4]
9) Print your completed application using your browser’s print icon, or choose Print from the File menu of your browser.

10) Sign the printed form

.

11) Click on Submit to send your request to the Parking Permit Manager. 

Setting Up Accounts for Metro Smart Benefits Van Pools & Transit Accounts, for MTA Commuter Bus Passengers, Marc & VRE Passengers and Metro Access Customers
To establish a Smart Benefits account, you must:

1) Have a SmarTrip Card that you registered with your name and address.

2) Be enrolled in the Fare Subsidy Program prior to the 15th day of the month prior to the month you wish to allocate your SmarTrip Benefits.

3) Before the 21st of the month, establish a Smart benefits account at:  http://www.wmata.com/business/employer_fare_program/vanpool_transit.cfm to allocate monthly benefit to Commuter Direct.com for mail delivery or to Arlington Commuter Store (Crystal City, Rosslyn, Ballston, Shirlington or Mobile commuter Store) to pick up fare media.  If purchasing fares at an Arlington Commuter Store, you may purchase fares after the first business day after the 21st of the month.  Be sure to take your SmarTrip Card and a Photo ID.

4) For mail delivery, you must set up an account online at CommuterDirect.com by the 15th of the month to receive your order before the beginning of the upcoming month.

5) No need to do this monthly.  Your allocation will be automatically generated.
For Example:  To allocate your Smart Benefits October 1st, you must be enroll in the Fare Subsidy Program no later than September 15th.  You have until September 20th to allocate your SmarTrip Benefits to CommuterDirect.Com or the Arlington Commuter Stores, for October 1st benefits.

1. Log onto the WMATA Van Pool & Transit Services website:  https://www.wmata.com/business/employer_fare_program/vanpool_transit.cfm
2. In the MARC & VRE Passenger section, click “Step 2” to set-up an account.

3. Click Set-up My New Account beneath I’m a New Smart Benefits User.

4. Enter your SmarTrip Card number and click Continue.

5. Create a User ID and Password.  When you have filled in all required information (information with * must match the information on your SmarTrip Card registration in order to proceed to the next step), click the “Submit This Form” button.  This will take you to “Welcome to the Smart Benefits Passenger allocation System” page.  Click the Continue to Smart Benefits Passenger Allocation System” button.
6. Click on Bill Payment.
7. Click on Make Payment.
8. Choose employer/administrator name from the drop-down menu and click Add Payment.
9. Select CommuterDirect.com or Arlington Commuter Stores from the van pool company drop-down menu and click Continue.
10. Select your Service Provider number from the drop-down menu and click Continue.
11. Enter dollar amount into the payment amount line, and fill in the percentage line (review the examples) and click Continue.
12. (Metro Access Only) – Enter your Metro Access ID and Date of Birth at the bottom of the screen.
13. Click Continue.
14. Click Save.

15. Click Finish.

16. Click Logoff.
Your monthly benefit will now be generated automatically on the 1st day of each month.  You do not have to repeat the above process monthly.

Review, Modify, Discontinue Your Allocation
If you already have a Smart Benefit Passenger Account, you can review your current Smart Benefits allocation, or you can modify or delete the allocation.

Examples:  If you are switching from Commuter Direct.Com or changing transit services, you must DELETE your current allocation, and then do a new allocation.  If you are changing the amount of money you are allocating, you must MODIFY your current allocation to the new amount.

VERY IMPORTANT:  You must modify or delete your Smart Benefits allocation no later than the 20th of the month, prior to the month you wish that change to be effective.

Example:  To modify or delete your Smart Benefits allocation effective October 1st, you have from September 1st until September 20th to make the change.

To Review, Modify or Delete your Allocation
1. Log onto the WMATA Van Pool & Transit Services website:  https://www.wmata.com/business/employer_fare_program/vanpool_transit.cfm
2. In the MARC & VRE Passenger section, click “Step 2” to access the logon page for your existing account.
3. Beneath I Already have an Account, enter your SmarTrip Card Number, User ID and Password, and then click “Login”.

4. Click Bill Payment.

5. Click Make Payment. 

You can now Review, Modify, or Delete your allocation.
To Modify Your Allocation:

1. To Modify your allocation, click Modify.

2. Make change(s) in payment and/or percentage amount(s).

3. Click Update.  When transaction is confirmed, click Close.

4. Review your Modification.  Click Logoff if you’re done.

To Delete Your Allocation:

1. Click Delete.  You will see a message confirming the transaction.

2. If you want to do a new allocation to a new service provider, click on Bill Payment, and then click Make Payment and do a new allocation to another Transit Service.

3. If you are not doing a new allocation, click Logoff.
Question?  
Call Metro’s Office of Marketing:  202-962-1326 (choose Option 5).

Metro access: 301-562-5360 (select Option 4 for EZ-Pay account)
Setting Up Accounts for CommuterDirect.com Van Pools, Transit Accounts, for MTA Commuter Bus Passengers, MARC & VRE Passengers and Metro Access Customers

	What Is It? 


The Smart Benefits Personal Account Service lets you apply Smart Benefits to purchases at all Commuter Store locations—including Rosslyn, Ballston, Crystal City, Odenton, and the Mobile Commuter Store—and through the CommuterDirect.com mail order service. 

	
	How Does It Work? 


With a Smart Benefits Personal Account, your commuting benefits are placed in a personal Commuter Store or CommuterDirect.com account, so you can purchase fares from any local transit system. For the purposes of Smart Benefits Personal Accounts, having a SmarTrip card permits us to assign a unique identification number for your Smart Benefits account to access your benefits. 

If you only use a transit provider that does not accept SmarTrip cards for payment, such as VRE and MARC, or if you plan to receive all of your fare media (tickets, passes, etc.) through Commuter Directs mail order program. 

If you will be using your Smart Benefits for multiple modes of transit (such as VRE/MARC and Metrorail/Metrobus), you can allot some of your benefits to a Personal Account (for VRE, MARC, etc.) and the rest to your SmarTrip card (for use on Metrorail, Metrobus, etc.). 

Remember, anything downloaded directly to your SmarTrip card cannot be used on VRE, MARC and other transit agencies that do not use accept SmarTrip cards for fare payment. 

	
	How Do I Sign Up? 


1. Log onto the CommuterDirect.com Smart Benefits Personalized Account Services website:  https://www.commuterdirect.com/smartbenefits_cs/
2. They will ask for some information. First, how you will be using your Smart Benefits: in person at a Commuter Store location, creating a new CommuterDirect.com customer account, or adding Smart Benefits to an existing CommuterDirect.com account. Then they will ask you for the information needed to register your SmarTrip card with Metro and set up your Smart Benefits Personal Account. 
3. They will send you an email when your account setup has been completed. 

One final note: Timing is everything. You need to apply for your Smart Benefits Personal Account by the 15th of the month.
Question?  Online Help & Information Contact Commuter Direct Customer Service Office Hours: Monday - Friday, 7 a.m-6 p.m. (Eastern Time). 

CommuterDirect.com® Customer Service
PO Box 12176
Arlington VA 22219
Phone: (703)228-RIDE (7433)
Fax: 703-524-4959
TDD (deaf and hard of hearing only, calling from MD, DC, and VA): 711
Email: questions@CommuterDirect.com 
May I transfer or share my subsidy benefit to other people?

No.  The subsidy is to be used only by the employee who received  it and is not transferable.  
Where do I pick up my fare subsidy benefit?

With a SmarTrip card the full amount of the subsidy is electronically loaded on the first day of each calendar month.  Those who do not use the SmarTrip card will receive a reminder e-mail as the reimbursement date approaches with further instructions as to where to pick-up their subsidy benefit check.

My transportation provider does not accept SmarTrip cards.  Now what?

You can still receive fare subsidy benefits even if your transportation provider does not accept SmarTrip cards.  When applying for the fare subsidy, simply specify your transportation provider in the requested field.   

Can I take mass transit on most days but drive and park in the HQ garage on other days?

It is permissible to take mass transit most days and park in the HQ garage on an occasional basis as the need arises.  Civil Servants can purchase parking validation stickers, up to 1 booklet  per quarter, which contains 12 stickers at a cost of $100, to receive discounted parking rates without jeopardizing their position in the Fare Subsidy Program. It is not permissible to purchase a parking permit while also receiving a fare subsidy, however.

How do I purchase parking validation stickers?

Parking validation stickers may be purchased from Standard Parking using a credit or debit card, a personal check, or a money order.  (Visa, Master Card, American Express and Discover Card are accepted.)  To purchase parking validation stickers, go to the Standard Parking Manager's office, located in the NASA HQ garage on the P-1 level, across from the East elevator bank.  They are open from 6 a.m. and 4 p.m. weekdays.
Parking validation stickers are intended for Civil Servants who wish to park in the HQ garage infrequently and receive a discounted daily rate.  Civil Servants may purchase only 1 booklet per quarter, which contains 12 stickers at a cost of $100.  Each validation sticker pays for a full day's parking fee.  Validation stickers are non-transferable, and there are no refunds for lost or stolen stickers.  
What do I do if my SmarTrip card is lost or stolen?
1. Notify the FSP Program Administrator or designee to reporting a lost or stolen SmarTrip Card.  
2. Employee must then purchase a replacement SmarTrip Card.
3. Employee must register the replacement SmarTrip Card to receive transferred funds at:  https://www.wmata.com/business/employer_fare_program/vanpool_transit.cfm
Who can provide me with more information?

HQ Fare Subsidy Coordinator: 
Rose Butler, 358-0184

Standard Parking Garage Manager: 
Michael Negash, 358-2415












�How will employees be notified that it is time to reconfirm?  Email?


�Employee will be notify by email and Heads up Notice.


�What is done with the signed printed form?  Filed for the employee’s records?


�The forms are filled and used to update program.
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