TN
¢ i
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OFFICE OF ADMINISTRATION
Division of Accounting / Payroll
{573) 751-3141

What is the Pre-Tax Commuter Benefit Program?

» The Pre-Tax Commuter Benefit Program is an IRS authorized program that
allows you to set aside money for certain work-related Parking and/or Mass
Transit /Van-Pooling Expenses.

» Every dollar you set aside is deducted before Federal, State, and FICA (Social

Security and Medicare) taxes are taken from your check.
o Savings can be anywhere from 25-40% depending upon your tax bracket.

State and Federal tax laws allow employees of the State of Missouri to save taxes on

expenses such as:
o Parking at work;
o Mass fransit expenses incurred to get to work;
o Van-Pooling expenses incurred to get to work.

When does this program become available?
e The Commuter Benefit Program is available now on a pilot basis. It will
presented state-wide during open enrollment.

Who can enroll in the Pre-Tax Commuter Benefit Program?
» All State of Missouri permanent part-time and full-time employees are eligible
to participate.

What does taking advantage of the Commuter Benefits program do

- for you?

» Participants in the Commuter Benefit Program benefit by setting up a pre-tax
payroll deduction for expenses that you are already spending your money on;

* . Qualified expenses are exempt from Federal, State, and FICA (Social

~ Security and Medicare) withholding taxes;

¢ Your tax savings will vary, depending on your deduction amount and your tax

bracket;
o Most employees will save approximately $13.50 on every $50 they pay

for qualified expenses (approximately 27%).

Two categories of transportation benefits qualify under this program:

¢ Parking and
» Mass Transit / Van-Pooling




Limits on monthly pre-tax deductions and expenses:
» Parking is limited to $220/month for 2008.
e Mass Transit / Van-Pooling is limited fo $115/month for 2008.
» The IRS typically modifies these amounts each year.
¢ Any monthly costs above these limits cannot be exempt from taxes and
cannot be carried over to future months.

Program Specifics
' * Pre-Tax Parking Reimbursements Accounts _
o You can set aside up to $220/month pre-tax for parking expenses.
o Parking expenses incurred at or near your State work location or at or
near a location from which you commute to work by either a qualified
~car pool, commuter highway vehicle or mass transit are qualified.
o Out-of-pocket parking fees for parking meters, garages and parking
lots qualify at your MAIN place of employment.
o Parking at or near your home is not an eligible expense.
» Pre-Tax Mass Transit / Van-Pooling Reimbursement Accounts
o You can set aside up to $115 per month for transit passes, tokens, fare
cards, vouchers, or similar items entitling you to ride a mass transit or
van-pooling vehicle to or from work.
* For most Mass Transit participants, ASIFlex will issue you a
voucher, or transit, pass directly.
= Van-Pooling is defined as a commuter highway vehicle with a
seating capacity of at least 7 adults (including the driver). In
addition, at least 80% of the vehicle mileage must be for
transporting employees between their homes and workplace,
with employees occupying at least one-haif of the vehicle's

seats.

How does the Pre-Tax Commuter Benefit Program work?
e You authorize the State to deduct a pre-tax amount for parking and/or mass
transit / van-pooling expenses from each paycheck, up to the IRS fimits.
o This is done by completing an online Enrollment Form.
-+ You can enroll, change or terminate your pre-tax deduction at any time.
» All changes are effective the month following your enrollment.
e You must make a change and/or enroll by the last day of a month for the
change of deduction to be effective the first of the following month.
- o Forexample, if you enroll by May 31%, the deductions will begin with
your first paycheck in June; only charges incurred on or after June 1
are reimbursable. _
e Your election is fixed until you change the deduction amount or cancel your
enroliment
o This must be done by completing an Enroliment Form
* Election is fixed in perpetuity until you make a change or cancel your
enroliment; there is no annual re-enroliment.
o Maximum deductions:
o Pre-tax parking - $220/month
o Pre-tax Mass Transit / Van Pooling -  $115/month
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How do | access my money?
¢ By submitting a claim to ASI.
o Claims are processed within one business day of receipt.
o You can claim either the payment date or the period of coverage as the
service period.
» Payments are released the day the claim is processed, up to the amount you
currently have available.
o Sign up for direct deposit to have quicker access to your funds.
o For those not signing up for direct deposit, payments will be made by
check and mailed to your home address.
¢ Vouchers for Mass Transit will be purchased directly by ASI after funds are
available in your reimbursement account. ASI will mail the vouchers to your
home address.
* ASI will mail you a packet of claim forms after you enroll.
¢ You may copy the claim form or request more from ASL.
e Additional forms are available on the Internet at www.asiflex.com.

Do | have to send anything with the claim form?
¢ Submit receipts for the month or week and a signed reimbursement claim

form to ASL
o Service dates are either date paid or period of coverage.
o For example, if you pay for a parking pass on June 26th, to be used
July 1st-15th, you can submit a claim for:
s Service period of June 26th; or
= Service period of July 1st-15".
S o Service Period must have started before reimbursement can be made.
» When receipts are not available (e.g. when parking at a meter) this is still
reimbursable; just indicate why receipts are not available.

How do | submit claims?
¢ Claims and receipts may be sent to ASI| via U.S. Mail or
» Faxed (toll-free) to (866) 381-9682.

Are there any costs?
e $1.70 per pay period for reimbursement via check or for the purchase of a

Mass Transit Voucher;
¢ $1.20 per pay period for reimbursement via direct deposit.

Contact ASI to get more information on this valuable employee
benefit

¢ Online www.asiflex.com
* Phone (800) 659-3035
¢ Email asi@asiflex.com




The State of Missouri Commuter Benefit Program
Enrollment and Salary Reduction Agreement

Social Security Number

Name
{Last, First M} Agency/Org or University
Street
City
State, Zip
ENROLL: Deduct # of Pay
Per Pay checks Monthly  Not to exceed
Period per month Total per month
Mass-transit/Van-Pooling $115.00
Parking $220.00
CANCEL:
Please cancel my participation in the Mass-transit/Van-Pooling program
Please cancel my participation in the Parking program
DIRECT DEPOSIT REIMBURSEMENT
I anthorize ASI to credit my {checking, savings) account number at
(name of bank) , with my commuter benefit program payments,
Please attach a copy of a check or a void check and write the bank's routing number

E-MAIL
I'wish to receive my notification of direct deposit reimbursement via e-mail over the Internet at the address below instead of
- U.S. Mail.
E-mail address:

I wish to participate in the State of Missouri Commuter Benefit Program. I understand the benefits available to
me as well as the other rights and obligations that T have under the Program. 1 understand this agreement
revokes any prior election under this Program and that I can only change or revoke this election for future
months by completing a new election form and submitting it to the Program Administrator prior to the first day
of the next monthly period. I cannot make retroactive changes to this election. My election in this Program will
automatically cease upon my termination of employment with the above named employer.

I recognize that a monthly administrative fee will be assessed based upon my choices above. The
administrative fee will be $1.70 per pay period for Mass Transit participants receiving vouchers in the mail, or
for other participants receiving reimbursement via check. The administrative fee will be $1.20 per pay period
for participants that sign up for reimbursement via direct deposit.
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1-800-659-3035
email: asi@asiflex.com
http://www.mocafe.com




