Completing the Commute Trip Reduction (CTR)

Employer Annual Report & Program Description

These instructions correspond to the new Employer Annual Report & Program Description form available on the Internet at http://www.wsdot.wa.gov/tdm/tripreduction/annreport.cfm.If you do not have Internet access or have questions about completing the form, call the King County CTR Info Line at (206) 684-4444 or your Employer Transportation Representative.

Please be sure to complete all questions.  If a particular question does not apply, make sure to answer “no” or “N/A” as applicable.  To take as much uncertainty out of completing the form as possible, we’ve provided the following information about how to complete certain questions:

Questions 29 & 30:
Both are required in King County and should be checked “yes.” Please attach a copy of your current CTR Program Summary when you submit your report.

Question 39:
Check here to indicate distribution (either electronically or in hard copy) of public agency ridematch applications to employees.

Questions 41, 66, 79, 85, 92 & 95:
Use these areas to note any anticipated changes to a particular program element in the next 12 months. For initial CTR programs, use these areas to indicate the elements your worksite plans to implement in the next 6 months.

Questions 61 & 62:
If all the site’s HOV spaces are dual-use spaces (both car and vanpool), enter the number of spaces in Question 61 and explain that the spaces are dual-use in Question 65.



Question 65:
Use this area to describe parking program. Also use this area to indicate if your organization does not provide any parking for employees.



Questions 67 – 73:
If an employer provides the use of a subsidized bus pass to cover vanpool fare, (e.g. Metro Vanpool/Transit Pass, FlexPass) include each here as a separate element.

Question 74:
Indicate “FlexPass” here and enter each FlexPass component as a separate element.

Questions 76:
Use these Questions for regular incentives or prize drawings provided by employer, such as: commuter drawings and carpool/vanpool driver incentives. If yes, explain using the space provided below.



Question 77:
Indicate a tax credit for the year you are reporting only.

Questions 89-92:

These Questions pertain to the program element:  “credit for shifting employees out of the 6–9 am commute window.”  Questions 89-91 pertain to receiving credit for past shifts of employees.  Question 92 pertains to plans to shift employees outside of the 6–9 am commute window within the next 12 months.  These are employer-mandated changes, not flextime.



Questions 94 b:
If you offer this program (even though no employees may be utilizing it) mark the “Do you offer?” section yes.  

Question 94d: 
Indicate internal ridematching service done on a proactive basis for your employees or if you contract for Rideshare Plus.  Use question 39 to indicate distribution of public agency ridematch applications and materials.


Program Element Anomalies:
Financial Partnerships & Grants:
Indicate employer’s portion on report form.  In narrative area (question XX), describe total dollar benefit to employee.

Quarterly drawings, carpool/vanpool driver incentives & other regular incentives provided by employer:
Enter under Questions 76.  Do not enter as a site amenity, a subsidy or as a promotion.  A “subsidy” is defined as a regular payment to each employee using a particular commute mode.
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