
Employee completes 

“Commuter Benefits 
Claim Form.”

If using private 

transportation, employee 

attaches print-out of 

MapQuest mileage to/

from work/home.

Employee attaches all 

applicable receipts.

Employee submits 

documents to their Manager 

by the 10
th

 of each month 

(for the prior month).

Manager reviews all claim 

forms and supporting 

documentation for accuracy.

Manager prints and signs 

their name on claim form, 

certifying that each employee 

worked for days listed.

Manager submits claim forms 

and all supporting 

documentation to HR, no later 

than the 15
th

 of the month.

HR validates requesting 

employee’s benefit 
eligibility.

HR validates that employee’s 
address on claim form matches 

the address on file.
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Manager.

Does not 
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HR provides claim form and 

documentation to Finance.

Finance makes 

payment.
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