
   

    

  

  

Key Requirements to apply for Transit Subsidy 
Benefit 

1. Use your federal email address to create a User 

Account and register. 

2. Complete the Transit Benefit Program Application. 

a) Complete the Transit Benefit Program Expense 

Worksheet. 



   

 

 

 

  

 

  

 

  

Step 1. Access DOT application system and register 

1. Open a browser 

2. Go to: www.transportation.gov/transerve 

3. Select: PARTICIPATING AGENCIES 

4. Scroll down to bottom of page/Select U.S Patent & 

Trademark Office 

5. Select: Register 

6. Complete: Register Account Information 

7. Select: Blue “Register” prompt at bottom of page 

8. Check emails/Sign in with system-generated password 

9. Select: Transit Benefit Application 

10. Select: Certify/Enroll 

http://www.transportation.gov/transerve
www.transportation.gov/transerve


   

  
  

Step 2. Click “Register” and complete registration 
account information form 

A temporary password is emailed to your official 
federal government email address. 

Presenter
Presentation Notes
Enter Government Email Address, Name and Phone Number
Retrieve the Temporary Password from your email.
Log in to TRANServe’s Application System
Change the Password
Add a Reminder Hint




   Step 3. Wait for temporary password to Login to 
DOT TRANServe System 



  
 

An example of the automated email from 
the DOT/TRANServe system. 

Presenter
Presentation Notes
An example of the automated email from the new system.



   

    
    

 

Step 4. Select “Transit Benefit Application” 

The USPTO does not offer a parking subsidy. Contact 
Compensation and Benefits for Parking Reimbursement 
Account (PRA) info. 571-272-6209. 

Presenter
Presentation Notes
The USPTO does not offer a parking subsidy. Contact Compensation and Benefits for Parking Reimbursement Account (PRA) info. 571-272-6209.




  Step 5. Select “Certify/Enroll” and continue 



  Step 6. Select “I Agree” to USPTO program 
certification statements. 



  Step 7. Certify/Enroll - Complete Transit Benefit 
Application Worksheet 

Presenter
Presentation Notes
Civilian, full-time should pre-populate.



    
 

   
   

   

Step 7. Certify/Enroll – Select New Transit Benefit 
Participant. Check box for training. 

All participants must complete this online training. 
Watch the recorded video session; you may fast forward 
through the repeated portions. Pay attention to the details. 

Presenter
Presentation Notes
New Transit Benefit Participant. All participants must complete this online training. Watch the recorded video session; you may fast forward through the repeated portions.




  
 

Step 8. Expand to enter daily transportation 
method to/from work (e.g. Bus, Rail, Vanpool) 



  
   

     
 

Step 9. Complete Expense Worksheet 

Note: Key in “WMATA” instead of “Metro” for 
National Capital Region/ Washington DC Metro area. 
All rails need a starting station. Applications without rail 
stations will be disapproved. 

Presenter
Presentation Notes
Use WMATA instead of Metro for National Capital Region



 
     

Step 10. Complete the application – enter USPTO 
Employee ID number (all fields w/asterisks * are required) 

Presenter
Presentation Notes
All fields w/asterisks * are required (Employee ID, Work phone, etc.)



Complete alternate name field 

Presenter
Presentation Notes
Alternate Name-Multiple names used in USPTO systems. Please let us know all…





 Select Region (based on current official duty location) 



   

     

Select Employment Type (Federal Employee, Extern/Intern only) 

NOTE: Application will be disapproved if “None” is 
selected. 



  Select Duty Station (Note: Options are on two pages) 

Presenter
Presentation Notes
None is not an option for USPTO employees.



   Step 11. Enter Address for usual commute to/from 
work 

Presenter
Presentation Notes
No PO Boxes. 



 

      
      

  

Step 12. Select Point of Contact 

POC’s do not approve applications. They will receive the debit 
cards in each location. Shirlington/Randolph Square employees 
will receive cards in Alexandria (Shirley Plummer). 

Presenter
Presentation Notes
POC’s do not approve applications. They will receive the debit cards in each location.  Shirlington/Randolph Square employees will receive cards in Alexandria.



   
  

 

 

 

Step 13. SmarTrip card users must provide 
registered card information or enter NA 

Enter NA 
(No spaces or special 
characters) 
If you are: 
• A Regional Office Employee 
or 
• A commuter who rides 

o VRE 
o Vanpools, Amtrak 
o Metro Access 
o MTA 

Presenter
Presentation Notes
NOTES: Regional Offices enter NA
VRE (Only), Vanpools, Amtrak, and MetroAccess enter NA..  MARC & MTA add ST number; also add debit card to comments.  (1/2 & ½). VRE with a SmarTrip enabled bus-enter ST card number.
SMARTRIP NUMBERS: 9 digits versus 20 digits.  CARD MUST BE REGISTERED AT TIME OF SUBMISSION.  




   
 

 
 

  
  

 
 

 
 

  

 

 

If your commute requires 
a split distribution 

(SmarTrip card AND debit 
card, please add 
Comments for Agency 
Approvers to tell us: 

How much money to 
assign to your debit card 
How much money to 
assign to your SmarTrip 
card. 

NOTE: The total must 
match your total commute 
costs. 

COMMENTS FOR AGENCY 
APPROVERS 



    
  

 

  
  

 
 

Step 14. Check application for accuracy and 
completeness.  Correct errors or select “continue”. 

Continue = Submit 

There is no summary 
or review page. 
Selecting continue 
will submit your 
application. 

Presenter
Presentation Notes
Look for boxes outlined in red.  Missing items or incorrect formatting. Cannot continue without correcting.



   

          

       

         

Step 15. Select YES or NO for SmartBenefits Program 

• If you need funds on your SmarTrip card, select YES, I would like to enroll 
(in SmartBenefits Program) 

• If you do not want funds on your SmarTrip card, select NO Thank You. 

• If your provider does not accept a SmarTrip card, you should not see this 
page. 

Presenter
Presentation Notes
MARC & MTA-split distribution; add SmarTrip card number + add debit card to comments.



 
    

  
 

 
 

 

CONGRATULATIONS!! 
You have now completed the application process for the 

USPTO Transit Subsidy Program. 

Look for this 
message. You 
will not receive 
an email until the 
application is approved or disapproved. 



    

   

 

    

  
 

NEXT STEPS 

Applicants will receive “Application has been 

submitted” message on the screen. There is NO email 

for submitting an application. 

Applicants will receive a confirmation e-mail when  

the application is approved or if disapproved 
 Explanation of disapproval is provided 



 
 

   

    

Application Status: 
If your application is disapproved, see the Reason. 

• Select Update Disapproved Certification to correct the 
application. 

• If you do not understand the Reason, you may Request 
Information. 



     
       

     
     

Update Disapproved Certification: Prior to contacting the 
Transit Subsidy Coordinator, see Disapproved Reason (top and bottom 
of app). Either continue with pre-populated data and update 
accordingly or select Delete Application and Start Over. 



    
 

    
   

  

 DISTRIBUTION OF BENEFITS 

For SmarTrip card commuters: Benefits will load on the 
first day of each month. 

For debit card commuters: Benefits will load on the 
10th of each previous calendar month for advance 
ticket purchases. 

Please note: benefits do not roll-over or accumulate. 



  

    

    

   

   

   
     

   
   

When do I make changes to my application? 

SITUATION ACTION 

Change in hoteling status 

Change in # telework days 

Transition to monthly parking 

Fare increases 
Leaving the agency 

Change [commute] Days per Month or Withdraw 

Change [commute] Days per Month 

Withdraw from Transit program 

Modify Daily Expense 
Withdraw from Transit program/Return debit 
card 

NOTE: When/If the maximum allowable subsidy amount increases, 
you DO NOT need to change your application unless you also have a 
change in commuting data. Increases for the maximum allowable 
subsidy amount is automatic, based on the data provided. 

Presenter
Presentation Notes
Hoteling participants are entitled to benefits.



   
   

 

   

 

  Thank you for choosing to commute using mass transit. 
For USPTO questions about the Transit Subsidy Program or to report 
a concern and/or claim of non-receipt, please email: 

Transit_Subsidy_Coordinator@uspto.gov 

For virtual assistance, call: 
571-270-5578 

Additional information is available on the following sites: 

Commuter SharePoint site: 

https://usptogov.sharepoint.com/sites/0782646c/Pages/Transit-Program-Commuters.aspx 

Department of Transportation (DOT)/TRANServe site: 

https://www.transportation.gov/transerve/faq 

mailto:Transit_Subsidy_Coordinator@uspto.gov
https://www.transportation.gov/transerve/faq
https://www.transportation.gov/transerve/faq
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