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qualified parking and transportation 
plan design checklist

employer and administrative information 
	Employer
	Phone

	     
	     

	Address
	City
	State
	ZIP

	     
	     
	     
	[bookmark: Text3]     

	Benefits included

	[bookmark: Check4][bookmark: Check5]|_| Parking reimbursement  |_| Mass transit/commuter (transportation) reimbursement

	Effective date
	Qualified parking and transportation plan

	[bookmark: Text5]     
	[bookmark: Check6][bookmark: Check7][bookmark: Text6]|_| New plan  |_| Updated version of existing plan which was originally effective on      

	Claims administrator’s name, address, and telephone number

	[bookmark: Check8]|_| Employer (use employer address and telephone number).
[bookmark: Check9]|_| Alerus, P.O. Box 64535, St. Paul, MN  55164-0535  |  877.661.4727



Eligibility requirements
	Which employees are eligible to participate in this plan?

	[bookmark: Check10]|_| All employees are eligible, there are not exclusions.
[bookmark: Check11][bookmark: Text7]|_| Part-time employees who work less than       hours per week.
[bookmark: Check12][bookmark: Text8]|_| Other:      

	Waiting period

	[bookmark: Check13][bookmark: Check14][bookmark: Text9][bookmark: Check15][bookmark: Text10]|_| Date of hire (no service required)  	|_|       Months after date of hire 	 |_|       Days after date of hire
[bookmark: Check16][bookmark: Text11]|_| Other:      



benefit information
	Maximum pre-tax benefit per month

	[bookmark: Check17]|_| Statutory limits established by federal government
[bookmark: Check18][bookmark: Text12][bookmark: Text13]|_| Other (cannot exceed statutory limits):  Parking $       Transit $     

	Post-tax contributions per month

	|_| No   |_| Yes (Needs to be indicated on the contribution file. However, if more than $1,000, please notify Alerus per plan year start.)

	# of days a claim for services incurred during a plan year may be submitted after the end of that plan year*

	[bookmark: Text14]      (i.e., 30, 60, etc.)

	Will a different filing deadline apply for participants who terminate employment?

	[bookmark: Check19][bookmark: Check20][bookmark: Text15]|_| No  |_| Yes,       days after termination.

	Carry forward for participants who no longer participate:

	[bookmark: Check21][bookmark: Text16]|_| Shall expire       days after participation ends, (i.e., 60, 90, etc.)
[bookmark: Check22][bookmark: Text20]|_| Shall not expire. However, $      minimum carryover required (any remaining balance below minimum will not carry forward. Per participant monthly administrative fees applicable for carryover balances).	

	Carry forward for active participants:

	[bookmark: Check23][bookmark: Text17][bookmark: Check24]|_| Shall rollover at       % into the new plan year.  |_| Shall not carry forward into a new plan year.

	Debit cards
	Shall participants be required to provide receipts for T/P claims/debit card swipes?

	|_| Yes |_| No
	[bookmark: Check25]|_| Yes, they shall.  |_| No, they shall not.

	Are participants allowed to make online enrollment changes to their parking/transit benefits?

	|_| No changes allowed.
[bookmark: Text19]|_| Yes,       days prior to current month to be effective the first day of the next month. (Generate the enrollment report from your employer plan access to view enrollment changes. Be sure to provide any applicable payroll vendors updates to enrollment. Contributions can only be uploaded by your payroll vendor or through your employer plan access, if allowing online enrollment changes for parking/transit benefits.)

	Additional provisions

	[bookmark: Text18]     


* Unless otherwise indicated, default will be the statutory safe harbor of 180 days.
Note: This document is not intended to serve as a plan document or summary plan description.

Employer Acknowledgement
I hereby acknowledge that I have received, read, and agree to the details on this form. 

	
	
	[bookmark: Text21]     

	Signature
	
	Date


SUBMIT REQUEST. Upload the completed form through Alerus’ employer website. Click Request > +New Request >  Request Type Other > Next. Upload your completed form and click Submit Request.
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