State of Tennessee
Employee Transit Card Application

Thank you for participating in the State Employee Transit Card Program that will contribute to air quality
improvements and reduce congestion in the Metro-Davidson County area. The following information should be
reviewed, completed, and signed by the employee requesting the transit card. Submit to your Human Resources
Office (HR) to obtain approval, then HR will forward to the Tennessee Department of Transportation (TDOT).
You will be notified by HR when your card is ready for pick-up.

Qualifications

The employee transit card is available to all full-time and 120-day appointment state employees who work in
Metropolitan-Davidson County. The program is not available to the following individuals:

1. Temporary, seasonal, interns and co-ops
Contract Employees - Those individuals who are hired by an outside agency to provide services to state
agencies. (Some examples: temporary employees, janitorial personnel, consultants, security personnel, etc.)

3. Employees of the Board of Regents and/or Universities

4. State Employees who have abused the program and have had their transit card privileges suspended or
revoked.

A Human Resources Representative from the employee's agency will validate the above by signing the
employee's transit card application on the following page.

The transit card is only for state employees.

The transit card will expire after three years and must berenewed.

Upon exit from state service, the transit card is to be returned to the agency's Human Resource Contact.
All name changes and employees transferring to other state agencies must notify their agency Human
Resource contact to report the change to TDOT.

PN~

Violation of Rules

If an employee is found in violation of any rule or is found abusing the transit card program, the
employee's transit card privileges will be revoked for one vear.

NOTE: TDOT and/or the employee's agency head may, at their discretion, revoke an employee's transit
card at any time because of abuse.

Card Lost/Stolen/Damaged

In the event an employee's card is lost, stolen or damaged, the employee must immediately request
cancellation of the card to their HR office or the Long Range Planning Division's Smart Commute Team at
Swipe.N.Ride@tn.gov. If a replacement card is desired, the employee must fill out an application indicating that
they require a replacement and provide it, along with a $10.00 replacement fee (check or money order only) to
their Human Resource Office Program Administrator. Checks should be made payable to the "Nashville
Metropolitan Transit Authority”.




EMPLOYEE TRANSIT CARD APPLICATION
PAGE TWO

I, , an employee of the State of Tennessee have read and understand the privileges of using the Employee Transit Card Program (Swipe
and Ride), the consequences of violations/abuse, and agree to abide by the Policies herein stated or revisions thereof. | understand that the
privileges provided are for the benefit of the State employees only and may be revoked at any time due to misuse, abuse or cancellation of the
program. Upon transfer from one state department to another, | will notify my HR representative and/or the Program Administrator immediately of my
new department's five-digit allotment number. Upon leaving State service, | will relinquish my card upon departure. | acknowledge the receipt of a copy
of this document for my records. In the event that the card does not scan the card holder may be responsible for paying the appropriate fee to ride the
bus/train. These fees are nonrefundable.

STATE EMPLOYEE SIGNATURE DATE

Do you currently ride the RTA Music City Star to or from work? |:| Yes |:| No
Do you currently ride the MTA bus? If so what will your primary route be?

APPLICANT INFORMATION Complete All Fields

] New Employee ] Renew Card
DCurrent Emp|0yee 1st app”cation D Replacement Card ($10 fee payable to MTA)
[1120 Day Employee (Student/ [ Transfer
Intern)
First & Last Name Work Email Address
Home Address City State Zip Code
Department Allotment Code Employee ID Office Phone No.
Work Address City State Zip Code
Supervisor Supervisor's Phone No.
Employee’s Signhature Date
Human Resources Officer Signature Date

(Verifies the applicant is a State Employee.)

Please Complete Application Digitally
and Submit via Email To Your Office of
Human Resources Swipe and Ride
Program Coordinator For Further
Processing

FOR TDOT USE ONLY:

Date Issued Employee No. Transit Card No. Date Expires
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