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15 Authority and Coverage
e The Chief of Police is the chief executive officer of the
17 United States Capitol Police (USCP) and is
18 responsible for the day-to-day operation and
19 administration ofthe USCP.

20 In accordance with applicable Department of
21 Transportation provisions governing the purchase of
22 transit subsidies and 5 USC § 7905, the USCP
23 participates in an incentive program established to
2 encourage employees to use public transportation.

2% This policy may be revised at the discretion of the
26 Chief of Police consistent with applicable law, rule, and
27 regulation.

23 Definition(s)
29 CP-1384, USCP Transit Incentive Program (USCP
G TIP) Application and Mass Transit Expense
31 Worksheet. A form used to apply fortransit benefits
32 and to determine the amount of monthly transit
33 benefits to which an employee is entitled.

34 Public or Mass Transportation. Transportation that
35 is available to the general public and is funded by state
36 or local governments or government-sponsored
37 entities. Carpools are not considered public
38 transportation and are not eligible under this program.

39 Qualified Vanpool. A vehicle owned and operated by
40 either public transit authorities or by an individual in
41 the business of transporting individuals for
42 compensation or hire which may be used as part of the
43 USCP-TIP.

44 Recertification. The process used to certify an
4% employee’s continued eligibility to receive a transit
4% subsidy.

47 SmarTrip Card. A form offare media that the
%S employee obtains from the Washington Metropolitan
4! Area Transit Authority (WMATA) and to which benefits
5; are electronically added each month. The benefits can
51 be used to cover the cost of commuting to and from
5% work via public transportation.

53 TRANServe Card. A form offare media that the
54 employee obtains from the Department of
55 Transportation (DOT) and to which benefits are
56 electronically added each month. The benefits can be
57 used to cover the cost of commuting to and from work
53 via public transportation.

Transit Subsidy. A nontaxable fringe benefit that
&: provides TRANServe cards or SmarTrip cards to
i employees who use public or mass transportation
2 instead of personal vehicles.

63 USCP-TIP Program Manager. The Office of Facilities
64 and Logistics employee responsible for approving all
55 subsidy applications.

General Policy
67 The USCP Transit Incentive Program (USCP-TIP) is

intended to encourage greater use of mass transit by

Directive
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•i 4. Recertifying annually in order to remain a
2 participant in the program. Recertification must
3 include submission of new (current calendar year)
4 proof of fare documentation.

5 5. Notifying the USCP-IIP Program Manager in
5 writing if they are absent for two or more weeks so
7 that the USCP-TIP Program Manager can
3 terminate the employee’s participation in the
9 program.

10 Employees may re-enroll upon their return to work
•11 by submitting a completed CP-1384 and current
12 proof of fare document to the USCP-TIP Program
13 Manager.

14 6. Notifying the USCP-TIP Program Manager and
15 submitting a completed CP-1384 with attached
16 proof of fare documentation if a change in address
17 occurs that would impact a previously approved
18 transportation subsidy.

1’ 7. Notifying the USCP-TIP Program Manager of
2C participation in the Telework or Alternative Work
21 Schedule Programs that would result in a
22 reduction of transportation costs/benefits and
3 submit an updated CP-1384 for approval.

Completing a CP-1384, notifying the USCP-TIP
Program Manager to terminate participation in the
program.

2 Employees must terminate participation in the
29 USCP-TIP if they elect to receive parking benefits
.o or participate in a carpool.

Immediately reporting a lost or stolen SmarTrip or
TRANServe card to the USCP-TIP Program
Manager.

34 Office of logistics and Facilities

2;5 The Office of Facilities and Logistics (OFL) is
3C responsible for the following:

:.7 I . Program management and oversight of the USCP
3S TIP.

39 2. Administering the program in accordance with
ic appropriate laws, rules, and regulations.

41 3. Ensuring program documentation and
42 accountability to safeguard against fraud, waste,
43 abuse, mismanagement, and misappropriation.

44 4. Ensuring that recipients are eligible to receive a
45 subsidy benefit, to include verification of other
43 federally-issued benefits or parking privileges.

47 5. Receiving and reviewing the employee transit
48 benefits monthly cross-check reconciliation report
4:; from the USCP-TIP Program Manager.

50 USCP-TIP Program Manager

51 1 . Receiving submitted CP-1 384 forms and proof of
52 fare documents from program applicants. Ensuring
53 that CP-1 384 forms and proof of fare
54 documentation are maintained in accordance with
E5 the Department’s Records Retention Schedule.

53 2. Reviewing, approving, disapproving, modifying, or
57 terminating employee requests for a transportation
58 subsidy based on the provisions in this Directive
59 and the employee’s adherence to the terms of the
eD USCP-TIP.

a. Documenting decisions related to approval,
disapproval, or termination of transportation
subsidies on the CP-1 384.

b. Notifying applicants of their eligibility to
participate in the program.

63 3. Ensuring that USCP-TIP participants are not
37 concurrently receiving a parking benefit.

8 4. Communicating all USCP-TIP expectations with
6 the employee, including use of transit subsidies
70 and recertification requirements.

71 5. Reviewing submitted CP-1 384 forms and DOT
72 transit benefit records and conducting a monthly
73 cross-check reconciliation of employee transit
74 benefits.

a. Ensuring subsidies provided to each
participant does not exceed their approved
allotment.

•78 b. Providing a monthly report to the OFL Director
, that verifies the reconciliation of all employee

transit benefits.

24 8.
25

61

3’ 9.
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I Appendix A:
2 CPI 384, Transit Incentive Program Application and Mass Transit Expense
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