EXHIBIT B

COMMUTER BENEFITS PROGRAM INFORMATION
This section is for informational purposes; no response is required.
Program Administration

The Commuter Benefits program is a qualified transportation benefit plan authorized under Section 132 of the Internal Revenue Code and implemented in 2002.  The Commuter Benefits program offers State employees pre-tax deduction for qualified parking expenses or mass transit expenses.  The program currently offers direct-pay to parking facilities, purchase and distribution of bus passes, and reimbursement of qualified transportation expenses.  

The oversight authority for the Commuter Benefits program rests with the Employee Trust Funds Board (Board).  The Program is administered for the Board by the Department of Employee Trust Funds (Department).  A third-party plan Administrator was secured through the competitive bid process in 2000.  The Administrator is responsible for complete enrollment services, including development, production, and distributions of all enrollment materials, on-line enrollment processing, program communication to employees and employers, and claims processing and reimbursement services .

Employee Eligibility and Participation

The Commuter Benefits program is available to all full-time and part-time, classified and unclassified State and University employees. 

Approximately 65,000 eligible employees located in about 43 State agencies and 13 University of Wisconsin college campuses and UW campus centers (2-year campuses) at locations throughout the state are currently eligible to enroll in the Commuter Benefits program.  Employees at some agencies do not use the benefit because they are located in small metropolitan or rural areas where there is no mass transit and parking is free or is available in a State-owned facility and already deducted on a pre-tax basis.  As of December 2004 there were 1,501 participants.

Administrative Expenses
Employees do not pay a fee to participate in the Program.  Administrative expenses charged to the Program for the Department's costs and the Administrator's fees are funded from two sources: interest income on the withheld contributions, and an annual charge to state agencies.  The amount charged to each state agency is based on the number of their employees who actually participate in the program. 

Communication and Enrollment

Enrollment in the Commuter Benefit program is on-going. A combination of internet enrollment and paper forms are used for enrollment.  The Administrator is responsible for receiving and processing all enrollments.  Employees must enroll on-line or submit a paper form by the 10th of the month for participation in the subsequent month.  Enrollment may be for one month only or continuing indefinitely.  Deductions are taken from the participant’s paycheck once a month. 

The State’s payroll processing centers provide the Administrator with an eligibility file, in an agreed upon format (tape, electronic, or paper), on a regular basis (See Exhibit F).  The file lists all employees who are eligible to enroll in the program. 

The Administrator is responsible for producing all enrollment and other program materials and forms.  The Department must approve all materials prior to distribution to state employees, including generic material that is prepared by the Administrator for use by Wisconsin and other Section 132 clients.  The Administrator is responsible for distributing the materials to the employers.  Employers then distribute materials to their employees via their own inter-departmental distribution channels.

Following the monthly enrollment deadline, the Administrator will produce an enrollment deduction data file of salary reductions elected by employees, in the format required by each state payroll system to be entered into the payroll systems.  

Claims Processing and Reimbursement

The Administrator is responsible for receiving, properly authorizing, and processing reimbursement claims, ensuring that all claims authorized for reimbursement are in compliance with all applicable IRS Codes and Regulations. 

As of December 2004, the Administrator paid 817 parking vendors directly, purchased and distributed 314 bus passes and issued reimbursements to approximately 360 Wisconsin plan participants each month.

Reimbursement requests can be submitted using a paper form, or may be submitted on-line. The Administrator will process all claims and issue a reimbursement check or electronic fund transfer to program participants within five (5) business days of receipt of a valid and complete reimbursement claim.  

Reimbursement checks are accompanied by a claim remittance advice containing a clear "Explanation of Reimbursement" statement showing the amount of the claim paid, and the reasons for a claim rejection, if applicable, or for any differences between the amount of the claims submitted and the amount authorized for payment.  The Administrator is responsible for resolving all servicing issues related to reimbursement accounts including check issuance, direct deposit, stop payments, etc.

The Administrator will provide participants with a monthly or quarterly transactional summary of deposits and claims paid and detail of account balances. 

Services Provided to Employers

The Administrator must provide continuing program support services to State agencies and University campuses.  State agency payroll personnel may require periodic assistance and training for the enrollment process, payroll deduction issues, terminations, etc. 

Customer Service

The Administrator will provide a toll-free customer service line.  The current Customer Service line is available 7 a.m. to 9 p.m. CT each business day.  The customer service department responds to participant's inquiries regarding account balances, enrollment and program information, forms completion, and complaints. The Administrator documents the number and types of inquiries received by the Customer Service department.  Call activity is reported to the Department on a monthly basis.  

The Administrator will also provide a Customer Service e-mail address that participants can use to ask questions and resolve problems. 

Participants can access their personal account information 24-hours-a-day via the internet 

The Administrator will maintain an office in the Madison area to serve as an information and troubleshooting resource for the Department, State agencies, and participants. 

The Administrator must have a complaint/grievance procedure in place, subject to Department approval, to address participant complaints regarding claims, eligibility, or coverage issues.  The Administrator is responsible for researching the issue and providing the participant with information that supports their decision or resolves the issue.  If the participant does not agree with the Administrator’s decision, he or she may ask for a determination from the Department.  The Administrator is then responsible for forwarding adequate information and documentation upon which the Department can issue a determination.  The Administrator will submit a quarterly report to the Department which shows the number of grievances filed, the type of grievance, and the time frame for resolution of the grievance.  

Services Provided To The Department

The Administrator provides technical and legal expertise to the Department to assure compliance with applicable IRS codes and regulations and alerts the Department when potential non-compliance is noted. 

The Administrator provides any necessary technical information and/or assistance in the collection, preparation, and filing of any statistical or other program data that may be required by the IRS or other regulatory agency.

The Administrator provides the Department with on-line access to the Administrator’s participant files.

Performance standards/penalties for selected business activities will be implemented.  Final standards and penalties are subject to negotiation. A quarterly report will be provided to the Department, detailing State of Wisconsin Program statistics to document that the performance standards are met.

Record-keeping, Accounting and Reports

The Administrator works with multiple payroll processing centers to accurately withhold and report participant contributions. 

The state's major payroll processing centers are:

· the Department of Administration Central Payroll Office which processes the payroll for approximately 43 state agencies (approximately 31,000 eligible employees); 

· the University of Wisconsin Processing Center which processes the payroll for the entire UW System (approximately 32,000 eligible employees); and 

· the University of Wisconsin Hospital and Clinics (approximately 3,000 eligible employees).  

The Administrator currently reports the monthly election amounts to each payroll processing center via electronic transmission.  Exhibit F contains payroll format descriptions of the three major payroll systems.

The election files are loaded on the payroll processing systems and amounts are deducted from payroll.  Participant contributions that are deducted from payroll are sent to the Department and the participant deduction information is sent back to the administrator for verification. 

All participant contributions received by the Department are held until paid out by the Administrator.  The current Administrator maintains a local bank account on the Department’s behalf from which claims are paid.  As the Administrator completes each claims payment processing cycle, the Administrator faxes an invoice for claims paid to the Department, providing the total amount that was disbursed for each account.  The Department then electronically transfers funds to the Administrator's local bank account in the amount of the invoice.  The Administrator mails the original copy of the invoice to the Department.  All interest earned from participant contributions, including interest earned on the Administrator's local bank account is credited to the Commuter Benefits program.

The Administrator performs all administrative and record-keeping functions necessary to ensure accurate disbursement of the participants' contributions and accurate accounting of the participants' accounts.  The Administrator maintains accounting records on both the plan level, recording all fund transactions between the Department and the Administrator, and the employee level, recording transactions for each participant. The Administrator will conduct and send to the Department a quarterly reconciliation of accounts.  An annual independent audit of the Commuter Benefit plan will be provided to the Department.

The Administrator will conduct internal audits within the individual departments to validate controls, processes, system, and accuracy.  The Administrator will also provides monthly bank account reconciliation. 

The Administrator will be required to submit reports to the Department to allow adequate program monitoring.  
