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1044.1  PURPOSE: To set policy and procedures for a BPA Public Transportation Incentive Program.  This policy applies to all BPA employees.  The Manager of Office Facilities (CGF) will evaluate this program every year.

1044.2  DEFINITIONS

A.
Tax-free Contribution is the amount a company may contribute as an incentive for public transit that is tax deductible as determined by the Internal Revenue Service.

B.
TransitCheck is a voucher issued by BPA to an employee to help offset the cost of a monthly transit pass.

C.   PASSport is an ID card/sticker issued by BPA to an employee to help offset the cost of a monthly transit pass.

D.
Tri-Met is the public transportation company (bus and MAX rail) that serves the greater Portland metropolitan area.

E.
C-Tran is the public transportation company (bus) that serves the Clark County, Vancouver, WA area with extended service to downtown Portland, OR.

F.
Honored Citizen Pass is a monthly pass that can be issued to employees 65 years of age or over and or employees certified by Tri-Met as disabled.

G.
Zones are geographic areas used by Tri-Met and C-Tran to determine cost of tickets and passes.

1044.3  POLICY

A.   BPA will offer a contribution toward the purchase of public transportation passes as an incentive for employees to use public transportation in the interest of reducing transportation- related air quality problems, energy, and traffic congestion problems. The Manager of Office Facilities (CGF) will evaluate this program every year.

B.   The amount of the contribution that is tax free is set by the Internal Revenue Service.  The amount of the contribution will be determined following annual reviews of the local area cost and that amount which the Union Negotiated Agreement has determined to be the responsibility of the employee.

C.    The program, known as PassPort for those located at the Portland HQ location is available to all full time BPA employees duty stationed in Portland, OR.

D. Individual transit tickets will no longer be provided to employees at the corporate level although individual business lines may choose to provide them for their employees.

1044.4  RESPONSIBILITIES

A.
Office Facilities manages this program for the BPA Headquarters and the Ross Complex.  Other district offices and field offices will manage their programs according to BPA policy and with Office Facilities oversight.

B.
Employee participation in the program is voluntary.  However, compliance with the terms and conditions of the program is required.  Failure to comply may result in the employee's forfeiture of privileges to participate in any and all parking, ride share, or public transportation cost sharing programs.

1044.5  Procedures FOR HEADQUARTERS AND ROSS COMPLEX

a. Tri-Met PASSport

Employee:   Annually, full-time BPA Headquarter employees are afforded the  opportunity to purchase a Tri-Met PASSport.  The initial purchase requires a photo ID.  Subsequent annual purchases require only a sticker that is placed on the photo ID.  

1500.03e (Tri-Met PASSport Transit Incentive Application).Questions asked on the application will At the time of purchase, the employee completes a BPA determine what percentage the employee will pay of the total cost of the PASSport, i.e., full-time public transit riders pay 15%, occasional riders pay 25%, and Honored Citizens/Lift Users pay 0%.

The employee must certify that he/she

1. Is an employee of the BPA and a resident of Oregon or Washington State;

2. The PASSport Validation Sticker which is received is nontransferable and will be used by no other than the employee;

3. The photo identification card and PASSport Validation Sticker must be carried as a proof of fare payment;

4. If the PASSport Validation Sticker is lost, the employee will notify Parking/Transit Program Coordination within 5 working days to request a replacement;

5. The PASSport Validation Sticker is accountable property of BPA and must be returned when leaving BPA or the communing area; and

6. The employee can request reimbursement of the unexpended portion of the PASSport Validation Sticker.

The employee then makes a check  in the amount required for the PASSport annual pass (no cash, credit card, or payroll deduction), payable to BPA.

b. C-Tran Transit Checks

Employee:
Each participating employee must complete a BPAF 1500.04e –

C-Tran Transit Incentive Application, sign it, and forward it along with a copy of their BPA ID badge to Parking/Transit Program Coordination – CGF/B1.  Applications must be submitted prior to the ninth (9th) day of the calendar month preceding the month for which the pass is needed.  Once an initial application is submitted, Transit Checks will be made available to the employee each month until termination from the program.  

At time of first application or upon re-entering the program, the employee signs a certification stating he/she will comply with terms of the program.

Each month that the employee wishes to obtain a pass, he/she must mail a personal check or money order with the Transit Check for the balance of the transit pass fee directly to C-Tran.  (Make sure that the return address is your home address for your monthly pass.)

If the monthly pass is not received within three weeks of the date the Transit Check was mailed, direct contact should be made with C-Tran at (206) 696-4494.

c. Transit Tickets

BPA no longer provides Transit Tickets.

d. Parking/Transit Coordinator Action – All Programs
Parking /Transit checks the employee badge to verify he/she is a BPA employee,

Coordinator:  then checks the computerized parking records to verify that the employee is 

                        not participating in any programs that would make their applications invalid, 

                        i.e. 

1. 
If the requesting employee is currently participating in another BPA-parking program, the Parking Coordinator asks the employee whether he/she wishes to participate in the Transit program only, thereby  paying only 15% for the PASSport.

2.
If the employee is participating in a Tri-Met Carpool program, they are not eligible for participation in PASSport.

If the employee is participating in any parking program, they are not eligible for participation in the C-Tran Transit program.

As appropriate, a   PASSport or C-Tran Transit Pass application will be issued and recorded, including employee name and PASSport or Transit Check.


Each month, the Parking /Transit Coordinator provides names of Transit Check holders to Office Facilities (CGF).


Advises Office Facilities when less than a one-month supply of Transit Checks remains.


Only one Transit Check will be issued to an employee per month.  Employees may receive only one type of incentive (either PASSport or C- Tran Transit Check).  If an employee loses or misplaces the PASSport, they must report it to Parking Coordination immediately.  There will be a 5-day waiting period before replacement and only one replacement during the year.   If an employee loses or misplaces the C-Tran Transit Check, no duplicates will be issued.

Honored Citizen status requires certification from Tri-Met or ID, indicating the employee meets the age requirement for senior citizen status.

e. Tri-Met and/or C-Tran Action

C-Tran
Issue and mail the monthly pass to the employee’s home address.

Provides Transit Checks as called for in the contract.

Tri-Met
Provides PASSport stickers as required by contract

f. Office Facilities Action

Office Facilities: Certifies that invoices are proper for payment.

Evaluates the program each year and makes recommendations regarding continuance of the program and amount of contribution.

Requisitions and maintains a stock of Transit Checks and PASSport Stickers from C-Tran and Tri-Met as required by contract.

Problems  and questions regarding this program shall be directed to Office Facilities (503) 872-7901. 

1044.6  REFERENCES
a. Section 629 of Public Law 101-509, 104 Stat. 1478 (1990).

b. Energy Bill HR 776, Sub-Title A, Energy Conservation and Production Inventive, Sec. 1911.

c. CG Manual Chapter 1033, Parking Programs.

d. Negotiation Results Between BPA, AFGE, and PDL Regarding Parking and Mass Transit Programs – August 1998.
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