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Transportation Expense Reimbursement Plan

Information on Parking & Transit Reimbursement Accounts 
If you pay for parking or use mass transit associated with your commute to work, you will be able to contribute 
money, before taxes, from your paycheck into an account(s) which will be used to reimburse you for your 
eligible commuting expenses. By utilizing the accounts provided through our Transportation Expense 
Reimbursement Plan, you pay no federal taxes on your contributions.  Additionally, your contributions are 
exempt from state income tax as well (except for residents of New Jersey and Pennsylvania). 
  
You may set up one or two reimbursement accounts — one for parking expenses and one for transit expenses. 
 
How the Accounts Work  
Each month, you have the ability to choose whether to contribute pre-tax dollars to either account.  If you do not 
submit an election prior to the beginning of a month, the election that you had in place during the prior month will 
continue in force.  You can enroll for the first time in the plan prior to the beginning of any month. 
  
Admin America, our third party vendor, processes reimbursements for you. When you incur an eligible expense, 
save the receipt and mail, fax or scan it with the appropriate expense account form, to get reimbursed. If you 
have the funds available, and your transportation vendor takes the card, you can use your Benny card to pay for 
your expense. All unused funds remaining in your account at the end of the plan year will be rolled over to the 
next plan year. 
  
These programs apply only to employees. Parking or transit expenses of dependents are not covered. 
  
When Your Employment or Participation in the Program Ends 
When your employment ends or you terminate your participation in either program and you have unclaimed 
contributions, the money will be forfeited.   
 
Parking Reimbursement Account 
The Parking Reimbursement Account is a program that allows you to set aside money, before taxes, from your 
paycheck to pay for parking costs associated with commuting to work. You may set aside up to $260 per month 
into a Parking Reimbursement Account during 2018. 
  
For example, if you put in $1,000 and are in a 20 percent federal tax bracket, you save $200 ($1,000 x 20% = 
$200.)  If you reside in a state with a personal income tax, your savings will be even higher.  If you pay for 
“qualified parking” as described below, the Parking Reimbursement Account may save you money. 
  
Qualified Parking Expenses 
For parking expenses to qualify under this program, the parking must be located:  

 on or near your employer’s business premises or 

 on or near a location from which you commute to work, either by mass transit, commercial commuter 
highway vehicle, qualifying non-commercial commuter highway vehicle, or carpool. 

 
Transit Reimbursement Account  
The Transit Reimbursement Account Program allows you to set aside money, before taxes, from your paycheck 
to pay for mass transit costs associated with commuting to work. You may set aside up to $260 per month into a 
Transit Reimbursement Account during 2018. 
  
For example, if you put in $1,000 and are in a 20 percent federal tax bracket, you save $200 ($1,000 x 20% = 
$200.) If you reside in a state with a personal income tax, your savings will be even higher.  If you pay for mass 
transit and your expenses are considered eligible as described below, the Transit Reimbursement Account may 
save you money.  

http://www.princeton.edu/hr/benefits/newhire/parktrans/
http://www.adminamerica.com/
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Eligible Transit Expenses 
An expense for “Transit Passes” (the cost of purchasing any pass, token, fare card, etc.) entitles an employee to 
transportation that either is:  

 on mass transit facilities or  

 provided by a person in the business of transporting passengers for hire and in a vehicle with a seating 
capacity of at least six adults plus drive; use of limos and taxis are excluded as eligible expenses from 
this program.   

 
Expenses may also include transportation in a “commuter highway vehicle,” defined by the IRS as the cost of 
transportation between an employee’s residence and place of employment, provided the vehicle:   

 has a seating capacity of at least six adults plus driver and  

 is reasonably expected to be used for at least 80 percent of its mileage in commuter trips in which the 
vehicle is at least half full, not including the driver; use of limos and taxis are excluded as eligible 
expenses from this program.   

 
How the Accounts Work  
1.        Estimate the amount of eligible parking or transit reimbursement expenses you are likely to have during 
the next month. See parking and/or transit reimbursement eligibility rules (above). 
  
2.        The amount you elect to defer to the plan will be automatically reduced from your paychecks during the 
month on a pretax basis and credited to your account(s). 
  
3.        As you incur eligible expenses during the year, you pay for them out of your own pocket. After you submit 
a claim form to Admin America you are reimbursed from the plan. You can obtain the Parking Claim form  or the 
Transit Claim form from Admin America’s website. You may also use your Benny card if you have the funds 
available. 
  
4.        IRS regulations stipulate that any unused funds remaining in your account at the end of any month will be 
rolled over to the next month. 
  
5.        You may enroll or disenroll in these programs at any time using the appropriate enrollment/change form. 
Your changes will be effective with the next payroll cycle after your enrollment/change form has been received. 
  
6.        If you terminate employment with unclaimed contributions, that money will be forfeited. 
 
Limits 
Only expenses incurred on or after the participant's effective date in the program and before the participant's 
termination date from the program can be reimbursed from the account. Expenses are considered as incurred 
when you receive the service, not when they are billed, charged or paid.  

 Supporting documents must be attached to the parking and/or transit reimbursement request forms  

 Limos and taxis are not eligible for this program 

 Gas, tolls and parking on or near the employee's own residence are not eligible expenses 

 If you terminate employment with unclaimed contributions, that money will be forfeited   
  
You can count on support from knowledgeable and responsive support staff at Admin America when 
you have a benefits question or problem. Just call or e-mail us. We’re here to help! 
 
 
 

 


