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DEPARTMENT OF THE NAVY  
OFFICE OF FINANCIAL OPERATIONS CONTACT INFORMATION  
 

PROGRAM MANAGER: PROGRAM ASSISTANT: 
202-685-0399  202-685-0374 
  
  
 

MAILING ADDRESS FOR MONEY ORDERS:  
Office of Financial Operations 
c/o Field Support Activity 
1013 O St., SE, Bldg 166, Suite 301 
Washington Navy Yard, DC 20374 
ATTN: Transportation Incentive Program 
 

E-MAIL ADDRESS: TIP@navy.mil 
APPLY ONLINE AT: https://tips.navy.mil 
TIPS HELP DESK EMAIL: tips@spawar.navy.mil 

DEPARTMENT OF TRANSPORTATION  
TRANSERVE CONTACT INFORMATION 
 

TRANSIT BENEFIT MANAGER: ELECTRONIC MEDIA SUPPORT TEAM: 
202-366-1641 202-366-9244 
  
  
 

MAILING ADDRESS FOR RETURNING VOUCHERS:  
DOT/TRANServe  
1200 New Jersey Avenue, SE 
Room W12-190 
Washington, DC 20590 
 
 
 

JP MORGAN CHASE: 
LOST OR STOLEN CARD CONTACT NUMBER: 866-891-6951 
TRANSACTION HISTORY ACCOUNT ACCESS: https://ucard.chase.com 
 
 

UPCOMING ENROLLMENT DEADLINES:  
 

Next:  
Monday, February 22, 2016 
(for April benefit) 
 

Future:  
Wednesday, March 23, 2016 
Thursday, April 21, 2016 
 

 
 

VANPOOL POLICY REVISED 
 

The Deputy Assistant Secretary of the Navy for Financial Operations 
recently signed a memorandum revising the Transportation Incentive 
Program (TIP) Outside the National Capital Region (ONCR) vanpool 
policy. The memorandum is available on the TIP website at 
http://www.secnav.navy.mil/fmc/fmo/Documents/TIP_ONCR_Vanpool_Poli
cy_Memo_20151231.pdf.  The vanpool policy was originally issued in 2012 
and is largely unchanged, but there are a few important revisons that both 
participants and reviewing officials should note. The main revisions include 
the following: 
 

Second warning month provided for 80/50 rule: To be considered a 
qualified means of transportation, vanpools must have a seating capacity 
of at least six adults, not including the driver, and meet the 80/50 rule. The 
80/50 rule is defined as at least eighty percent (80%) of the mileage use of 
the vehicle must be for: 
 

1. the purpose of transporting personnel in their local commute to and from 
their residence to their place of employment/duty station and 

 

2. on trips during which the number of riders is at least one-half the adult 
seating capacity (not including the driver). 

 

Effective January 1, 2016, vanpool participants whose vanpool fails to 
meet the 80/50 rule may receive two warnings per calendar year before 
being required to repay the  government.  If a participant’s van fails to meet 
the 80/50 rule for a third month in a calendar year, repayment is required, 
and ultimately the participant will be withdrawn after the fourth month in a 
calendar year in which they ride in a vanpool that fails to meet the 80/50 
rule.  This revision will add more flexibility for vanpools to accommodate 
the occasional month where ridership is lower than normal. 
 

Vanpool logs must be uploaded to TIPS: The original vanpool policy 
required participants to submit a vanpool log to their local reviewing official 
by the 5th calendar day of the month following the commuting month.  In 
many locations, vanpool coordinators have used the Transportation 
Incentive Program System (TIPS) to meet this requirement, but now all 
vanpool coordinators will need to upload their vanpool logs directly to TIPS 
in order to keep their vanpool active in the program.  Vanpools that do not 
have a vanpool log uploaded by the 5th day of the month following the 
commuting month may experience a delay or disruption in transit benefits. 
 

Credit balances are no longer permitted: In the 
past when transit benefits were distributed in 
denomination-specific paper vouchers, it was 
difficult for participants to pay the exact amount due 

on their vanpool invoice.  The 
Department’s previous policy 
permitted vanpools to carry a 
credit balance on the vanpool 
invoice up to $200.  Under the 
revised policy, participants may 
not carry a credit balance on their 
vanpool invoice from month-to-
month.  Participants are 
responsible to only pay the 
amount due on the invoice and 
leave any additional transit 

benefit on their TRANServe debit card to be returned to the Department of 
the Navy.  The amount due on the invoice each month should equal the 
amount charged by the vanpool company during the same period. 
 

Vanpool recertificaiton required quarterly: Vanpool coordinators are 
also required to recertify their vanpool registration on a quarterly basis.  
What does this mean?  Each quarter the vanpool coordinator will need to 
log into TIPS and update any information that has changed.  This will be a 
good opportunity to ensure the gas price per gallon is reported correctly as 
well as any other changes to the vanpool registration.  A current financial 
supporting document such as an invoice or receipt will be required to 
support the recertified vanpool registration. The supporting documentation 
must demonstrate the current amount being charged and that there is no 
credit balance accruing on the account. 
 

Individual riding requirement clarified: Participants are required to ride 
at least fifty percent of their eligible/scheduled work days in order to 
receive the full certified commuting cost (up to the maximum benefit) for 
that month.  There has been some confusion as to what constitutes riding 
in the van.  The revised policy clarifies that those who ride in the van only 
in the morning or only in the evening should be recorded as riding only 
one-half of a commuitng day toward their individual riding requirement. 
 

A revised vanpool information sheet has been developed to reflect these 
recent changes and can be found at: http://www.secnav.navy.mil/fmc/fmo/ 
Documents/VanPool_Info.pdf.  This is good resource to help new vanpool 
participants understand the vanpool policy so they can optimize their 
transit benefit. 
 
 

QUESTION OF THE MONTH:  
 

When does the increased maximum benefit take effect? 
 

Effective March 1, 2016, the maximum benefit for the Transportation 
Incentive Program – Outside the National Capital Region will increase to 
$255 per month. 
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