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Vanpool Subsidy Certification Form
FORM INSTRUCTIONS:
Employees riding in vanpools may claim 75 percent reimbursement of their monthly vanpool fees, up to $65 per month. Calculate the subsidy for which you are eligible using the table below. Ensure you have filled in all fields on this form, then read and sign the certification at the bottom. Attach the signed form and your vanpool receipt(s) to a Travel Expense Claim and submit the claim, once approved, in duplicate to the Travel Section. 
	
	Employee’s Full Legal Name 
Click here to enter name.

	Division / Branch / Unit
Click here to enter Division / Branch / Unit.
	Bargaining Unit
 
	Month Claimed for Subsidy
Click here to enter month and year.

	Vanpool Driver’s Full Legal Name 
Click here to enter driver’s name.
	Vanpool Driver’s Phone Number
(XXX) XXX-XXXX

	Row A:
	Vanpool Cost Paid for the Month
	$0.00

	Row B:
	x .75 = 
	$ 0.00

	Row C:
	Subsidy Claimed =
(the lesser of the amount in Row B and $65.00)
	$ 0.00

	Vanpool Subsidy Certification:

	☐ By checking this box, I certify that I participate in a vanpool that meets all of the following requirements:
· A group of 7 to 15 people, including the driver, enrolled in the vanpool and commuting together; 
· At least 80 percent of the vehicle’s mileage usage is for transporting employees in connection with travel between their residences and their place of employment; and
· The number of employees transported for such purposes is at least 50 percent of the adult seating capacity of the vehicle (not including the driver).
I also certify that have not submitted a request for a Vanpool Driver Incentive for the month indicated above.

	Employee’s Signature 
Click here to enter name/signature.
	Date
Click here to enter the date.
	Work Phone
(XXX) XXX-XXXX

	Supervisor’s Signature
Click here to enter name/signature.

	Date
Click here to enter the date.
	Work Phone
(XXX) XXX-XXXX
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