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Effective Date: March 8, 2001 Number: B-0205

FasTrak Transponder Use and Toll Fees Reimbursement

Purpose To provide approved policy and the required process for staff use of
county-issued toll road FasTrak transponders and for reimbursement to staff for
payment of toll/transponder fees.

Approved This policy was approved by Michael Riley, Ph.D., Director of CFS, on March 8,
2001. Signature on file.

Background FasTrak transponders shall be available for use by CFS staff who must travel
Southern California FasTrak toll roads and bridges while on County business.  In
addition, toll/transponder fees may be reimbursed under specific circumstances.
For further information, including a FasTrak map, access the FasTrak website:
Transportation Corridor Agencies or 91 Express Lanes

POLICY

Reimbursement
of Fees

A. Authorized staff may seek reimbursement of FasTrak fees imposed when
used in the completion of official duties in their privately owned vehicles.
The Mileage and Other Expenses Claim (F003-Mileage/Other) form is to be
used for this purpose.

 
B. Transponder/toll costs for miles traveled to and from home may be

reimbursed ONLY under the following circumstances:
 

  1. When an employee has supervisory authorization to make field calls
on the way to the assigned work location from home, he/she may
claim transponder/toll fees beginning from the first contact.

  
  2. When working overtime on a non-workday, transponder/toll fees

incurred on the way to and from home may be claimed.
  
  3. When staff are required to return to work (overtime) from home,

after working a regular scheduled day, e.g., “on call” staff,
transponder/toll fees may be claimed.

  
Use of County
Cars

The four County cars at Atrium Center are on the transponder user lists and
policy regarding their usage is the same as with an employee’s use of his/her
own car. The County cars at the garage downtown all have transponders on
them.
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Lost or Stolen
Transponders

Lost or stolen transponders are to be reported immediately to the individual’s
supervisor. The individual to whom the equipment was assigned must complete
a police/sheriff report as well as a Special Incident Report (SIR), F063-03-48,
immediately upon discovery of the loss. These reports are to be given to the
supervisor, with a copy of the SIR to the CFS Storekeeper.

REFERENCES

Hyperlinks Users accessing this document by computer may create a direct connection to
the following references by clicking on them.
 
•  Transportation Corridor Agencies
•  91 Express Lanes
•  SSA Administrative Policy and Procedure Special Incident Report (F13)

  
Other Sources Other printed references include the following:

 
•  Personnel and Salary Resolution, Article XI

REQUIRED FORMS

Online Forms Required forms that may be printed out and completed, or completed online,
are listed below and may be accessed by clicking on the link provided.
 
Form Name Form Number
County of Orange Mileage and Other Expense Claim
Form

F003

SSA Special Incident Report F063-03-48

Hard Copy Forms Required forms that must be completed in hard copy (including multi-copy NCR
forms) are listed below, and must be obtained in the CFS forms rooms. For
reference purposes only, links are provided to view these hard copy forms,
where available.
 
Form Name Form Number
None.  

CWS/CMS Forms The following required forms may only be obtained in CWS/CMS. For reference
purposes only, links are provided to view these CWS/CMS forms, where
available.
 
Form Name Form Number
None.  

PROCEDURE
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Required Actions The following actions must be completed when requesting and using a
FasTrak transponder.

 Staff
Responsible Step Required Action

    
 Staff using

Transponder
1. Contact the Program Secretary to add employee’s name to the

transponder user list.
   
 2. Provide the required information about employee’s vehicles.
    
  3. Keep vehicle information up-to-date.
    
  4. Check out a transponder with the Program Secretary when one is

needed.
    
  5. Report amount of toll/transponder fees paid when

checking the transponder back in. (Information available on
signs prior to entry of FasTrak lanes.)

    
  6. Pay for any personal toll fees for a checked out transponder that is

not accounted for on the tracking log.
    
 Program

Secretary
7. Maintain user list for Program.

   
 8. Obtain the following information from an employee who requests

to be added to the contract list:
   
  •  Make, model, year and color of all vehicles to be added.

•  Auto license plate number and State where issued.
    
  9. Provide new and revised information to CFS Facilities Operations

Staff Assistant responsible for transponders.
    
  10. Record the following information in a log when checking out and

using a transponder:
    
   •  Date transponder issued

•  Transponder number
•  Name of employee
•  Destination (North or South)
•  Purpose for using transponder
•  Signature of employee checking out transponder
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