King County Metro Vanpool Program  – Completing the Excel Version of the Monthly Report

Revised 12-13-06

Completing the Excel Version of the Monthly Report

The Monthly Report includes four sections:  Mileage, Revenue, Expenditures and Ridership.  The following information is provided to assist you with completing your group’s Monthly Report using Excel spreadsheets.  There are two tabs in the Excel worksheet file.  The first is called “Monthly Report – I, II, III”.  The second is called “Monthly Report – IV”.  The following tables identify the text from the form, the cell location on the spreadsheet where an entry is required or where a field is calculated, the type of entry and data required and what information should be entered.  If you have any questions about completing your group’s Monthly Report using the Excel form, call or email your Accounting Vanpool Services Representative.  Comments and suggestions to improve the Excel forms may be given to Karen Martin, 206-684-1543, karen.martin@metrokc.gov.

Identifying Information

Text On Form
Tab Name
Cell Location
Type of Entry
Type of Data
What to Enter

King County Metro Vanpool Monthly Report For
Monthly Report – I, II, III
G1
Drop-down list
Select from available choices
Select reporting period.  The first month shown is the mileage reporting month, the second month is the revenue reporting month.

King County Metro Vanpool Monthly Report For
Monthly Report – I, II, III
J1
Drop-down list
Select from available choices
Select year.

Van Size
Monthly Report – I, II, III
B3
Drop-down list
Select from available choices
Select your group’s assigned van size.

Schedule
Monthly Report – I, II, III
E3
Drop-down list
Select from available choices
Select your group’s work schedule.

Van #
Monthly Report – I, II, III
H3
Bookkeeper enters information
Enter number
Enter the number of the van assigned to you group.

Group ID #
Monthly Report – I, II, III
J3
Bookkeeper enters information
Enter number
Enter your group identification number.

Comments
Monthly Report – I, II, III
A53
Bookkeeper enters information
Enter short text description 
Use this field to alert Vanpool staff to items pertinent to what’s being reported.

Prepared By
Monthly Report – I, II, III
A56
Bookkeeper enters information
Enter text
Enter your name as the approved bookkeeper for your group.

Text On Form
Tab Name
Cell Location
Type of Entry
Type of Data
What to Enter

Signature
Monthly Report – I, II, III
F56
None
None
Approved bookkeeper signs printed report.

Date
Monthly Report – I, II, III
J56
Bookkeeper enters information
Enter date (MM/DD/YY)
Date report completed.

I.  Mileage Section

Text On Form
Tab Name
Cell Location
Type of Entry
Type of Data
What to Enter

I.  Mileage – for the month of
Monthly Report – I, II, III
E5
Drop-down list
Select from available choices
Select the mileage reporting month.

Van #
Monthly Report – I, II, III
D7
Calculated
=H3
This field pulls the information you entered in cell H3 above.

Loaner #
Monthly Report – I, II, III
E7, F7, G7
Bookkeeper enters information
Enter number
Enter the van numbers for all loaners used by your group during the month.

Ending Mileage
Monthly Report – I, II, III
D9, E9, F9, G9
Bookkeeper enters information
Enter number
Use cell D9 for your group’s assigned van.  Enter the end of the month mileage for your van.  Use cells E9, F9 and G9 to enter the ending mileage from any loaners used during the mileage reporting month.

Beginning Mileage
Monthly Report – I, II, III
D10, E10, F10, G10
Bookkeeper enters information
Enter number
Use cell D10 to enter the beginning of the month mileage for your assigned van.  Use cells E10, F10 and G10 to enter the beginning mileage for all loaners used during the mileage reporting month.

Double line below Beginning Mileage fields
Monthly Report – I, II, III
D11, E11, F11, G11
Calculated
=D9-D10, =E9-E10, =F9-F10
Calculates the total miles traveled for each van used by your group.

Total Miles Traveled
Monthly Report – I, II, III
J11
Calculated
=SUM(D11:F11)
Computes the total miles traveled for all vans used by the group.

Text On Form
Tab Name
Cell Location
Type of Entry
Type of Data
What to Enter

Round Trip Miles
Monthly Report – I, II, III
D13
Bookkeeper enters information
Enter number
Round Trip Miles, often referred to as “RTM”, is the mileage increment from the fare schedule on which the group’s fares are based.  The RTM entered here should correspond to the previous month’s fixed rate.

# of Working Days
Monthly Report – I, II, III
D14
Bookkeeper enters information
Enter number
Enter the number of days the van traveled to work.

Double line below # of Working Days field
Monthly Report – I, II, III
D15
Calculated
=D13*D14
Multiplies the RTM and the # of Working Days to compute the Total Allowable Miles.

Less Allowable Miles
Monthly Report – I, II, III
J15
Calculated
=-D15
This field displays the total Allowable Miles that will be subtracted from the Total Miles Traveled.

Maintenance Shuttle
Monthly Report – I, II, III
D17
Bookkeeper enters information
Enter number
Maintenance Shuttle miles are miles traveled when your group’s assigned van is driven to/from a maintenance service facility to pick-up/drop-off a loaner van.

Driver Training
Monthly Report – I, II, III
D18
Bookkeeper enters information
Enter number
Driver Training miles are the 25 “familiarization” miles allowed for newly approved drivers.

Other
Monthly Report – I, II, III
D19
Bookkeeper enters information
Enter number
Other miles are approved trips that do not fit into either of the previous categories.  An example is the annual trip to have the van's emissions tested.

Other
Monthly Report – I, II, III
E19
Bookkeeper enters information
Enter short text description
Explain purpose and or approval received for use of Other miles.

Double line below Other field
Monthly Report – I, II, III
D20
Calculated
=SUM(D17:D19)
Sums the total Other miles traveled.

Less Total Other Miles
Monthly Report – I, II, III
J20
Calculated
=-D20
This field displays the total Other miles that will be subtracted from the Total Miles Traveled.

Text On Form
Tab Name
Cell Location
Type of Entry
Type of Data
What to Enter

Less Monthly Driver Bonus Miles
Monthly Report – I, II, III
J21
None
-40
40 free miles are provided to the group’s primary driver each month.  These miles cannot be banked or accumulated.

Personal Use/Excess Miles
Monthly Report – I, II, III
J22
Calculated
= J11+J15+J20+J21
A positive number means that miles were traveled in excess of what was paid for with last month's Fixed Rate.  This number is “carried down” to the Revenue section of the report form.  A negative number indicates that your van traveled fewer than its Allowable Miles.

II.  Revenue Section

Text On Form
Tab Name
Cell Location
Type of Entry
Type of Data
What to Enter

II.  Revenue – for the month of
Monthly Report – I, II, III
E24
Drop-down list
Select from available choices
Select the revenue reporting month.

Fixed Rate (from fare schedule)
Monthly Report – I, II, III
J25
Bookkeeper enters information
Enter number
Enter the Fixed Rate from the fare schedule for your group’s van size, work schedule and RTM.

Based on new Round Trip Mile of (if different than last month)
Monthly Report – I, II, III
G26
Bookkeeper enters information
Enter number
On a report in which you are recording a change in RTM, enter the new RTM.

Flexpass
Monthly Report – I, II, III
I28
Calculated
='Monthy Report IV'!O36
This field is a formula that pulls the information you entered in Monthly Report – IV.

Commuter Bonus Vouchers
Monthly Report – I, II, III
I29
Calculated
='Monthy Report IV'!P36
This field is a formula that pulls the information you entered in Monthly Report – IV.

Metro Bus Pass
Monthly Report – I, II, III
I30
Calculated
='Monthy Report IV'!Q36
This field is a formula that pulls the information you entered in Monthly Report – IV.

Special Offers/Other
Monthly Report – I, II, III
I31
Calculated
='Monthy Report IV'!R36
This field is a formula that pulls the information you entered in Monthly Report – IV.

Text On Form
Tab Name
Cell Location
Type of Entry
Type of Data
What to Enter

Total Fare Media Amount
Monthly Report – I, II, III
J32
Calculated
=SUM(I28:I31)
Sums the total value of all Fare Media reported on Monthly Report – IV.

miles @
Monthly Report – I, II, III
D33
Calculated
=IF(J22>0,J22,0)
This field is a formula that pulls the Personal Use/Excess Miles figure from J22 above.

per mile
Monthly Report – I, II, III
F33
None
.43
Use the current Personal Use rate.  Effective 01/01/07, the rate is 43 cents per mile.

Personal Use Charge
Monthly Report – I, II, III
J33
Calculated
=ROUND(D33*F33,2)
Multiplies the number of Personal Use/Excess miles and the personal use rate per mile.

Late Fee
Monthly Report – I, II, III
J34
Bookkeeper enters information
Enter number
If the Monthly Report if postmarked after the 10th of the month, enter 10.

Monthly Report Adjustment
Monthly Report – I, II, III
J35
Bookkeeper enters information
Enter number
You may receive a Monthly Report Adjustment letter, detailing a reporting error from a previous Monthly Report.  The Monthly Report Adjustment will instruct you to make a payment or take a credit on your next Monthly Report.  Adjustment amounts should be entered on this line and may be positive or negative.

Other
Monthly Report – I, II, III
C36
Bookkeeper enters information
Enter short text description
Occasionally other adjustments to revenue may be necessary through arrangement with the Vanpool Office.  Explain purpose and or approval received.

Other
Monthly Report – I, II, III
J36
Bookkeeper enters information
Enter number
Enter the amount of the approved adjustment to revenue.

Total Revenue
Monthly Report – I, II, III
J37
Calculated
=J25-J32+J33+J34+J35+J36
Calculates the total monthly revenue for the group.

III.  Expenditure Section

Text On Form
Tab Name
Cell Location
Type of Entry
Type of Data
What to Enter

Bank Charge
Monthly Report – I, II, III
J40
Bookkeeper enters information
Enter number
The Bank Charge credit can only be deducted from cash due to King County/Metro.  You may deduct any charges associated with the account you use for your vanpool.  A copy of the account statement, showing charges must be submitted.  Please redact the account number from the statement before submitting it.

Date
Monthly Report – I, II, III
D42, D43, D44
Bookkeeper enters information
Enter date (MM/DD/YY)
Enter the date(s) of the Approved carpools.

Rate
Monthly Report – I, II, III
E42, E43, E44
Bookkeeper enters information
Enter .38
Use the current Personal Use rate.

RTM
Monthly Report – I, II, III
F42, F43, F44
Bookkeeper enters information
Enter number
Enter the fare RTM for the group.

# Carpools
Monthly Report – I, II, III
G42, G43, G44
Bookkeeper enters information
Enter number
Enter the number of Approved carpools.

Approved Carpool Expense
Monthly Report – I, II, III
J41
Calculated
=ROUND((E44*F44*G44)+(E45*F45*G45)+(E46*F46*G46),2)
Calculates the Approved Carpool Expense.

Other
Monthly Report – I, II, III
C45
Bookkeeper enters information
Enter short text description 
Occasionally a group might purchase items such as wiper blades, spare keys, replacement headlights, etc.  Note the items approved for purchase here.

Other
Monthly Report – I, II, III
J45
Bookkeeper enters information
Enter number
Enter the total cost of the items purchased and include receipts.

Total Expenditures
Monthly Report – I, II, III
J45
Calculated
=J40+J41+J42+J43+J47
Sums the total of all expenses.

Balance Due Metro
Monthly Report – I, II, III
J46
Calculated
=J37-J48
Total Revenue minus Total Expenditures is the total amount of the check, which should be enclosed with the Monthly Report.

IV.  Ridership Section

Text On Form
Tab Name
Cell Location
Type of Entry
Type of Data
What to Enter

King County Metro Vanpool Monthly Report For
Monthly Report – IV
L1
Calculated
='Monthly Report - I, II, III'!E24
This field is a formula that pulls the information you entered in Monthly Report – I, II, III.

King County Metro Vanpool Monthly Report For
Monthly Report – IV
N1
Calculated
='Monthly Report - I, II, III'!J1
This field is a formula that pulls the information you entered in Monthly Report – I, II, III.

Van #
Monthly Report – IV
P1
Calculated
='Monthly Report - I, II, III'!H3
This field is a formula that pulls the information you entered in Monthly Report – I, II, III.

Group ID #
Monthly Report – IV
S1
Calculated
='Monthly Report - I, II, III'!J3
This field is a formula that pulls the information you entered in Monthly Report – I, II, III.

Mark role for each rider
Monthly Report – IV
B6 TO F30
Bookkeeper enters information

For each participant in the group, indicate their role in the vanpool.  A participant may have more than one role.  Indicate all that apply.  If the number of participants in your group is more than 25, unhide the rows after XX for additional rows.

Last Name
Monthly Report – IV
G6 TO G30
Bookkeeper enters information
Enter text
Enter the Last Name for each participant in the vanpool for the current, or Revenue month.

First Name
Monthly Report – IV
H6 TO H30
Bookkeeper enters information
Enter text
Enter the First Name for each participant in the vanpool for the current, or Revenue month.

Fare Media Number
Monthly Report – IV
I6 TO I30
Bookkeeper enters information
Enter alphanumeric text
For each participant in the group who is using a Flexpass or Metro Bus Pass, enter the Fare Media number.

Employer
Monthly Report – IV
J6 TO J30
Bookkeeper enters information
Enter text
For each participant in the group, enter the name of their Employer.

Rode last month
Monthly Report – IV
K6 TO K30
Bookkeeper enters information
Check or fill
If the participant rode in the van last month, indicate so in the column associated with the participant.

New of leaving riders
Monthly Report – IV
L6 TO M30
Bookkeeper enters information
Enter date (MM/DD/YY)
For any new of leaving participants in the group, record the date they started riding in the van and or the date they stopped riding in the van.

Monthly Fare
Monthly Report – IV
N6 to N30
Bookkeeper enters information
Enter number
Enter the Monthly Fare for each participant in the group.  The Monthly Fare is calculated by dividing the Monthly Fixed Rate by the number of full-time participants.

Flexpass
Monthly Report – IV
O6 to O30
Bookkeeper enters information
Enter number
Enter the amount of the Flexpass that is going towards participant’s monthly fare.  This field cannot be greater than the amount entered in the Monthly Fare column.

Text On Form
Tab Name
Cell Location
Type of Entry
Type of Data
What to Enter

Commuter Bonus Vouchers
Monthly Report – IV
P6 to P30
Bookkeeper enters information
Enter number
Enter the amount of the Commuter Bonus Vouchers that are going towards participant’s monthly fare.  This field cannot be greater than the amount entered in the Monthly Fare column.

Metro Bus Pass
Monthly Report – IV
Q6 to Q30
Bookkeeper enters information
Enter number
Enter the amount of the Metro Bus Pass that is going towards participant’s monthly fare.  This field cannot be greater than the amount entered in the Monthly Fare column.

Special Offers/Others
Monthly Report – IV
R6 to R30
Bookkeeper enters information
Enter number
Enter the amount of the Special Offers/Other that are going towards participant’s monthly fare.  This field cannot be greater than the amount entered in the Monthly Fare column.

Net Fare
Monthly Report – IV
S6 to S30
Calculated
=N6-O6-P6-Q6-R6
The Net Fare due from each participant is computed by subtracting the Flexpass, Commuter Bonus Vouchers, Metro Bus Pass and Special Offers/Other amounts from the individual fare.

Subtotals
Monthly Report – IV
N36 to S36
Calculated
=SUM(N6:N35), =SUM(O6:O35), =SUM(P6:P35), =SUM(Q6:Q35), =SUM(R6:R35), =SUM(S6:S35)
Subtotal the Monthly Fare, Flexpass, Commuter Bonus Vouchers, Metro Bus Pass, Special Offers/Other and Net Fare columns.

Fixed Rate From Section II.
Monthly Report – IV
N38
Calculated
='Monthly Report - I, II, III'!J25
Displays the Fixed Rate from Monthly Report – I, II, III.

Adjustment
Monthly Report – IV
N39
Calculated
=N38-N36
If the Monthly Fare subtotal does not equal the fixed rate, an adjustment is needed.  An adjustment may also be needed do to rounding errors when dividing the Fixed Rate by the number of full-time participants.

Check math – should equal Fixed Rate
Monthly Report – IV
N40
Calculated
=N36+N39
No entry required, check to see that the result displayed is equal to the Fixed Rate.

Revisions

Date of Revision
Concern or Issue



08/08/06
Added “+J36” to formula to calculate Total Revenue, Part II Revenue Section

08/08/06
Updated Data Validation Source to include 7 passenger vans for Van Size

08/08/06
Updated Data Validation Source to include 2007 for years to select from

12/12/06
Updated Data Validation Source to delete 2004 and 2005 and added 2008 to select from

12/12/06
On Excel tab Monthly Report – I,II,III, part III Expenditures deleted the rows for Backup Driver Reimbursement and Van Wash credit.

12/12/06
Added a tab to the Excel spreadsheet named “Revision History” to list revisions to the Excel forms.
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