State of Rhode Island
Department of Administration

INTER-OFFICE MEMORANDUM
Office of Accounts and Control

TO: Chief Payroll Officers DATE: August 10, 2010
All Departments and Agencies

FROM: Louise M. Anderson
Associate Controller - Operations

SUBJECT: Price Increase on RIPTA Passes
CPO 11-02

Effective August 1, 2010, the Payroll Deduction — RIPTA Transit Pass policy and deduction form
have been revised. The prices for RIPTA products will increase effective 10/1/10 as follows:

Monthly Passes $62.00
15 Ride Pass $26.00

In addition, the Internal Revenue Service has increased the amount an employee can deduct pre-
tax for the purchase of transit passes to $230 per calendar month or $2,760 per year. These
passes must be for the employee’s personal use only. This will allow an employee to purchase
up to one Monthly Pass or 3 — 15 Ride Passes every second pay period.

The revised policy, deduction form and 2010 payment schedule are attached. They are also
available on the Controller's Website.

If you have any questions, please call me at 401-222-2704.

Thank you.



State of Rhode Island
Department of Administration
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-RIPTA Transit Pass

BACKGROUND

Section 36-6-21 of the Rhode Island General Laws: The state controller is hereby
authorized and directed to make appropriate salary deductions effective January
1, 2008 and to adopt appropriate provisions to establish a transportation fringe
benefit program that offers qualified state employees the option to exclude from
taxable wages and compensation, consistent with section 132 of title 26 of the
United States Code employee commuting costs incurred from the purchase of
RIPTA commuting passes, not to exceed the maximum level allowed by law (26
U.S.C. 132 [f][2]}. The transportation fringe benefit program shall not require the
state to pay for the mass transportation commuting costs o f state employees but
may require the state controller to make appropriate payroll deductions.

POLICY

In accordance with federal and state law, employees are allowed to elect a payroll
deduction from their biweekly earnings to purchase and pay for transit passes
issued by the Rhode Island Public Transit Authority (RIPTA) for their personal
use only. The RIPTA transit passes may be used for bus transit services operated
by RIPTA. Also, regular RIPTA transit passes are honored on Providence LINK
trolleys.

This biweekly payroll deduction will be made on a pre-tax basis. This means that
the amount deducted to purchase transit passes is exempt from federal and
Rhode Island income taxes and is exempt from FICA taxes.

The maximum monthly amount of earnings that an employee can elect to defer is
$230 under federal law. (Maximum: $230/month X 12 months = $2,760/year.)
The maximum equivalent biweekly amount that an employee can elect as a
payroll deduction is $106. (Maximum: $106/ biweekly payroll period X 26 payroll
periods = $2,756 per year.)
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An employee will be allowed to purchase RIPTA transit passes via a payroll
deduction for their personal use only. An employee can elect to purchase any of
the following RIPTA transit passes via a biweekly payroll deduction:

e 15-RIDE PASS @ $26 each - An employee can purchase a maximum of three
15-RIDE passes every second payday. (3 - 15 RIDE passes X $26 = $78 or $39
payroll deduction each biweekly payday).

e MONTHLY PASS @ $62 each- An employee can purchase a maximum of one
MONTHLY pass every second payday. (1- MONTHLY pass X $62 = $62 or $31
payroll deduction each biweekly payday).

NOTE: Employees will be prepaying for their transit passes in accordance
with the accompanying schedule.

PROCEDURES

STARTING A PAYROLL DEDUCTION

An employee will complete, sign and submit a payroll deduction authorization
form to his/her agency payroll office AND ALLOW AT LEAST TWO (2) PAYROLL
PERIODS FOR THEIR REQUEST TO BE PROCESSED.

The agency payroll office will forward the completed form to the Office of
Accounts and Control central payroll office.

The Office of Accounts and Control central payroll office will update the
employee's payroll file to start the requested payroll deduction on the first of each
two payroll period cycle. If a payroll deduction authorization form is received on
the second of each two-payroll period cycle, the Office of Accounts and Control
central payroll office will wait until the next cycle to update the employee's payroll
record to begin the deduction.
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PURCHASE / DISTRIBUTION OF TRANSIT PASS

In accordance with the accompanying schedule the Office of Accounts and
Control will compile all payroll deduction amounts for transit passes along with a
list of transit pass types by employee and transmit both to RIPTA.

RIPTA will return to the Office of the General Treasurer the transit passes that
were purchased for distribution to agency payroll offices.

The Office of the General Treasurer will distribute the transit passes purchased
to each agency payroll office prior to the start of the month for which the passes
will be effective.

The agency payroll office will distribute the transit passes purchased to its
employees with their payroll checks prior to the start of the month for which the
passes will be effective.

ANY TRANSIT PASSES UNCLAIMED BY EMPLOYEES WILL BE RETURNED TO
RIPTA.

IT IS THE EMPLOYEE'S RESPONSIBILTY TO OBTAIN A REFUND DIRECTLY
FROM RIPTA (IF PERMITTED BY RIPTA) FOR ANY UNWANTED OR UNUSED
TRANSIT PASSES ONCE A TRANSIT PASS HAS BEEN PURCHASED ON BEHALF
OF AN EMPLOYEE VIA A PAYROLL DEDUCTION.

STOPPING A PAYROLL DEDUCTION

An employee will complete, sign and submit a payroll deduction authorization
form to his/her agency payroll office AND ALLOW AT LEAST TWO (2) PAYROLL
PERIODS FOR YOUR REQUEST TO BE PROCESSED.

The agency payroll office will forward the form to the Office of Accounts and
Control central payroll office.
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The Office of Accounts and Control central payroll office will update the
employee's payroll file to stop the requested payroll deduction on the first of each
two payroll period cycle. If a payroll deduction authorization form is received on
the second of each two-payroll period cycle, the Office of Accounts and Control
central payroll office will wait until the next cycle to update the employee's payroll
record to stop the deduction.

AVAILABILITY OF PAYROLL DEDUCTION FORM

The form to start or stop a payroll deduction for the purchase of RIPTA transit
passes is available on the Office of Accounts and Control web site

(http:/ /controller.admin.ri.gov) on the "FORMS" page under "PAYROLL" forms.
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State of Rhode Island
Department of Administration
Office of Accounts and Control

AUTHORIZATION CARD FOR R/IPTA COMMUTING PASS PAYROLL DEDUCTION

Employee’s Name (Print)

Last First Initial

Social Security No. Approp. Acct. No. Agency Name

Organization Name and Number Biweekly Amt. To Be Contributed
RIPTA $

To State Controller:

START PAYROLL DEDUCTION (Check below

I hereby authorize you to deduct from my salary each biweekly pay period the
amount indicated above and to pay this amount as a bi-weekly contribution to the Rhode Island
Public Transit Authority (RIPTA) to purchase a commuter pass(es):

HOW MANY TOTAL BIWEEKLY
15-RIDE PASS......ccveeeeeea$26 X $ $
(1 PASS =$13.00 BIWEEKLY; 2 PASSES = $26.00 BIWEEKLY; 3 PASSES = $39.00 BIWEEKLY)
OR
MONTHLY PASS....ccceeeeea$62 X 1 $_62.00_ $_31.00__

NOTE: YOU ARE ALLOWED TO PURCHASE TRANSIT PASSES FOR YOUR PERSONAL USE ONLY.
THEREFORE, YOU CAN PURCHASE UP TO 3 15-RIDE PASSES OR 1 MONTHLY PASS EACH
SECOND BIWEEKLY PAYROLL PERIOD.

This authorization is to be effective as soon as received by you and is to remain in effect
until I notify you in writing 30 days in advance of its cancellation.

STOP PAYROLL DEDUCTION (Check below
I hereby request you to stop deducting from my salary each biweekly pay period
the amount indicated above.

Date .ccceermnsmnnsnnnnnnnnaes Signature of Employee ..cceessessssssnsns

Preaudit

Revised 07/10



2010-11 RIPTA PAYMENT SCHEDULE

2010

2011

RIPTA
PAY CHECK CENTRAL PAYROLL | PAYMENT
PERIOD # DATE UPDATING PERIOD DUE
1 7/9/10 6/24/10 to 6/30/10
2 7/23/10  |[NO UPDATING AUGUST
3 8/6/10 7/22/10 to 7/28/10
4 8/20/10  |NO UPDATING SEPT
5 9/3/10 8/19/10 to 8/25/10
6 9/17/10  [NO UPDATING OCT
i 10/1/10  |9/16/10 to 9/22/10
8 10/15/10 |NO UPDATING NOV
9 10/29/10 |RIPTA PAY HOLIDAY
10 11/12/10  |10/14/10 to 11/3/10
11 11/26/10 |NO UPDATING DEC
12 12/10/10  |11/25/10 to 12/1/10
13 12/24/10 |NO UPDATING JAN
14 17111 12/23/10 to 12/29/10
15 1721/11 NO UPDATING FEB
16 2/4/11 1/20/11 to 1/26/11
17 2/18/11 NO UPDATING MARCH
18 3/14/11 2/17111 to 2/23/11
19 3/18/11 NO UPDATING APRIL
20 411111 3/17/11 to 3/23/11
21 4/15/11 NO UPDATING MAY
22 4/29/11 RIPTA PAY HOLIDAY
23 5/13/11  |4/14/11 to 5/4/11
24 5/27/11 NO UPDATING JUNE
25 6/10/11 5/26/11 to 6/1/11
26 6/24/11 NO UPDATING JULY

MONTHLY
TRANSIT
EFFECTIVE
MONTH
SEPTEMBER
OCTOBER
NOVEMBER

DECEMBER

JANUARY
FEBRUARY
MARCH
APRIL
MAY

JUNE

JULY

AUGUST




