DSS-B

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  Department of Defense National Capital Region Public Transportation Benefit

                    Program 

     This memorandum is to clarify the guidance covering the Department of Defense (DoD) National Capital Region Public Transportation Benefit Program that allows employees to obtain metro-checks for use in seven-passenger, plus driver van pools or to use the metro system for their commute to work.  The guidance stipulates that a person cannot accept these vouchers and also take advantage of subsidized parking.  The question relating to subsidized parking is located in block “1.o” on the application.  Additionally, at the bottom of the application, under Employee Certification, there is a statement “I certify that I am employed by the U.S. Department of Defense and am not named on a Federally subsidized workplace parking permit with DoD or any other Federal Agency, or that I will relinquish my permit before or upon receiving the fare benefit. The parking at the DLA Headquarters Complex (HQC) is 100 percent subsidized.  

     This clarification is intended to allow all employees to review their option, with the full consideration and understanding of the subsidized parking all HQC.  To facilitate this reconsideration, participants must once again register to participate in the program.  This means all participants in the program must turn in their DoD/DLA HQ Complex parking decals and obtain visitor passes any time they must drive to the office.  An additional management control has been developed that requires all HQC applications to be processed through DSS Business Management Office (DSS-B).  Once the applications have been received, they will be checked against the HQC parking permit roster.  

     Decals of participants should be turned in to the HQC Pass and Identification Office, and their cars cleared off the complex parking roster.  The hours of operation are Monday-Friday from 0800-1200 and 1300-1500.  There will not be any interruption of program participation during this process.  Employees wishing to discontinue their participation in the program must file a DD Form 2845, annotating withdrawal from the program, through DSS-B and turn in any unused metro passes or vanpool vouchers to the Department of Transportation representative during one of the announced periodic visits to HQC.

     Re-registration can be accomplished by down-loading the application form, DD 2845, from the Washington Headquarters Services (WHS) web-site at http://www.dior.whs.mil/forms/DD2845.PDF and forwarding the completed form to DSS-B, ATTN: Ms. Kathy Elliott.
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      Employees wishing to retain access to the base must re-register their cars through the DLA Pass and Identification Office.  The new set of decals will not include a HQ Complex sticker.  This will allow access to base facilities, but not parking at the HQ Complex without a temporary pass.

     Employees requiring a pass to drive to DLA on an exception basis, can obtain their pass by either requesting one in advance at the Pass and Identification Office, or at the gate at time of entrance. 

     The only exception to this rule is the registration of Van-pools by drivers working at the HQ Complex.

     If you have any questions regarding the application process, please contact Ms. Kathy Elliott at (703) 767-7380 or e-mail kathryn.elliott@dla.mil.  If you have any questions regarding the registration of vehicles on the HQC, please contact the Pass and Identification Office at (703) 767-4008 or e-mail PassID@dla.mil.
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