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NJ TRANSIT 
Monthly Summary Report (MSR) 

Introduction

The Monthly Summary Report (MSR) form is used by CONTRACTORS to report the transportation services supplied to all funding sources during each month.

For NJ TRANSIT to make payment, the CONTRACTOR must submit monthly properly executed Expenditure Reports and Reimbursement Request forms accompanied by supporting documentation of actual expenses incurred.   NJ TRANSIT now requires you to electronically upload Expenditure Reports and Reimbursement Request forms with all back-up documentation when submitting your Monthly Summary Report. See Exhibit A for instructions on electronic submission. If your agency is also interested in reimbursement funds being directly deposited into an account, please see Exhibit B NJT Supplier EFT ACH Form.  
Please Note: Each expense you are requesting reimbursement for MUST include back up documentation identifying the expense incurred (invoice/ receipt), and proof of payment identifying that your agency has paid the vendor.

The Monthly Summary Report information must be compiled monthly and submitted electronically to NJ TRANSIT no later than forty-five (45) days after the close of each month.

General Instructions:

The MSR provides for the reporting of non-financial data which is necessary to fulfill both State and Federal requirements to support coordinated transportation operations.  The non-financial data includes the Number of Passengers, Passenger Trip Purposes, and Client/User Characteristics to measure the benefits provided to agency consumers.

The MSR maintains data on the units of service received each month through grants that reimburse the transportation project.  The MSR is used to summarize monthly services received by each grant or program on a separate line.

The Service Report is the basic document of accountability of services provided and enables each funding agency to monitor these services on a regular basis.

Program:

This column lists the various funding sources, and then following the columns to the right is where you input the data per each funding source.  The MSR must list all the funding sources your agency receives that helps fund the operation of your transportation program.   While NJ TRANSIT will only review and provide feedback on the programs that we administer, ridership must be submitted for all your funding sources. NJ TRANSIT administered funding programs include the following: 
· SCDRTAP (on the report this appears as Casino)
· CMAQ
· Rural Transportation (Section 5311), 
· NJ-JARC 
· Urbanized Area (Section 5307),
· Enhanced Mobility for Seniors and Persons With Disabilities (Section 5310) 
· TTF and NJT Operating


For Federally funded programs that require a match you are to report the data as if fully funded by the Federal program.  You may however break out a county contribution if the cost of the service is above and beyond the cost of the Federal funding being provided. 

Mode of Service Headings:

This section is split into two areas: Demand Response and Route Deviation as defined below. Complete the requested data by funding source in each of the columns below these headings.
Demand Response – Shared ride service operating in response to calls from passengers or their agents to the transit operator who schedules a vehicle to pick up the passengers to transport them to their destinations.  Demand Response mode of service consists of Regular Passenger Trips and Subscription Trips as defined below.
Route Deviation – Transit service that operates along a fixed alignment or path at generally fixed times, but may deviate from the route alignment to collect or drop off passengers who have requested the deviation.

The following definitions correspond with each column’s heading:

Demand Response and Route Deviation

Demand Response Passenger Trip – In order for a customer to take this trip, they must have requested transportation from origin to a destination on a specified date and time.  A unit of service equals one passenger traveling in one direction from an origin to a destination; also referred to as a “one-way trip” or “unlinked passenger trip”.  For example, two people are traveling in one direction equal two one-way trips: two people making a round trip equal four one-way trips.  Personal care attendants and companions of a passenger are counted in the “Other” category.  For the purpose of this report, you are to count your regular Passenger Trips separately from your Subscription Trips.

Demand Response Subscription Trips – Trips that customers take on a regular basis, usually 3-5 days a week.  Unlike regular demand response trips once given a subscription trip these customers do not have to call daily to arrange their trip, instead these trips are scheduled to meet the travel needs of customers who sign up for the service in advance.  For the purpose of this report, you are to count your Subscription Trips separately from your regular Passenger Trips.  Personal care attendants and companions of a passenger are counted in the “Other” category.

Demand Response Fares – The amount of money collected in fares from the Demand Response Services during the reporting period.

Total Trips for Demand Response - This number is automatically calculated by the system as a sum of your regular Passenger Trips and Subscription Trips.

Route Deviation Passenger Trips – In order for a customer to take this trip, they either board the vehicle as it operates along its fixed alignment or path, or they call to request a deviation of that route for their pick-up or drop-off.  A unit of service equals one passenger traveling in one direction from an origin to a destination; also referred to as a “one-way trip” or “unlinked passenger trip”.  For example, two people are traveling in one direction equal two one-way trips: two people making a round trip equal four one-way trips.  Personal care attendants and companions of a passenger are counted in the “Other” category.  

Number of actual deviations – This is the actual number of times your vehicle deviated from its original route to pick up a passenger.

% of actual deviations- The system will calculate this for you.

Route Deviation Fares – The amount of money collected in fares from the Route Deviation Services during the reporting period.

Total Trips for Demand Response & Route Deviation - This number is automatically calculated by the system as the sum of each mode of service’s trips.  Total Trips = Demand Response Passenger Trips + Demand Response Subscription Trips + Route Deviation Passenger Trips.



Customer Trip Purpose:

Medical – trips taken for medical appointments such as dialysis, doctors’ offices, physical therapy, chemotherapy, etc.

Non-Competitive Employment – trips to places of employment of a non-competitive
nature (i.e. sheltered workshop or extended employment center).

Competitive Employment – trips to places of gainful employment.

Recreation – trips to senior centers, sporting events, concerts, plays or community sponsored special events as well as planned social outings.

Education & Training – trips to schools or vocational training centers, full-time or part-time, day or evening, credited or non-credited.

Nutrition – trips exclusively to/from designated nutrition sites and centers with the primary purpose of obtaining a meal.

Shopping & Personal – trips to any shopping area or store, or for individual recreation purposes.

Other – Any trip that does not fit in any of the above trip purpose categories, for example personal care attendants, companions or for a deviated route service (open door policy) where you do not collect this data.

Total Trips - This number is automatically calculated by the system as the sum of each Trip Purpose.  

Customer Characteristics:

Senior Ambulatory – A trip taken by a customer who is 60 years of age or older, who can walk with or without a mobility device such as a cane or walker.

Senior Non-Ambulatory – A trip taken by a customer who is 60 years of age or older who uses a mobility device such as a wheelchair or scooter.

Disabled Ambulatory – A trip taken by an individual who has a physical or mental impairment that substantially limits one or more major life activities, has a record of such an impairment, or is regarded as having such an impairment who can walk with or without a mobility device such as a cane or walker.

Disabled Non-Ambulatory – A trip taken by an individual who has a physical or mental impairment that substantially limits one or more major life activities, has a record of such an impairment, or is regarded as having such an impairment who uses a mobility device such as a wheelchair or scooter.

Other – Any customer trip that does not fit in any of the above Customer Characteristic categories such as personal care attendants, companions or for a deviated route service (open door policy) where you do not collect this data.

Total Trips - This number is automatically calculated by the system as the sum of each Customer Characteristic.

Demand Response Only and Route Deviation Only Headings (for all programs):

This section is also split into the two areas: Demand Response Only and Route Deviation Only.  This section is a total for all funding sources combined. The heading will indicate for all programs, please enter total in each of the columns below these headings.

VOMMS (Vehicles Operated in Monthly Maximum Service) – The number of vehicles operating to meet the maximum service requirement (exclude atypical days such as holiday celebrations or one-time special events), or how many vehicles you operate during your peak hours of service.

Number of Days Operated – The number of days the vehicle operated to meet the maximum service provided for the reporting month (exclude atypical days such as holidays but include weekends if you offer service during that time).

Number of Days Not Operated - The number of days the vehicle did not operate to meet the maximum service provided for the reporting month (exclude atypical days such as holidays but include weekends if you offer service during that time).

Days Not Operated Due to Emergency – The number of days that service did not operate due to emergencies, such as floods, snowstorms, or tornadoes. A person in authority (usually the executive director, mayor, county head or governor) must officially declare an emergency.

Monthly Ridership (for all programs):

Passenger Miles – This number shall be the cumulative sum of passenger miles for all of your funding sources including those not listed above.  Passenger miles are the cumulative sum of distances ridden by each customer.  A unit of service equals one customer traveling in a vehicle per one mile; example: ten customers traveling one mile equals ten passenger miles.  Your passenger miles shall be inclusive of all your funding sources supporting all demand response service that you operate.  This definition also applies to Route Deviation Service.

Actual Miles – The actual miles a vehicle travels; the sum of vehicle service and non-service miles. This definition also applies to Route Deviation Service.

Revenue Miles – The number of miles a vehicle travels in service from the time of the first passenger pickup and the last passenger drop off.  It does not include deadhead miles, those miles between the garage to the first passenger pickup and between the last passenger drop off and garage.  This definition also applies to Route Deviation Service.

Actual Hours – The actual hours a vehicle is in service, the sum of vehicle service and non-service hours.  This definition also applies to Route Deviation Service.

Revenue Hours - The total number of hours driven from the time of the first passenger pickup to the last passenger drop off.  It does not include the time between the garage to the first passenger pickup and between the last passenger drop off and the garage.  This definition also applies to Route Deviation Service.

Monthly Cancellations (for all programs):

Provider Cancelled Trips - A trip that the provider/operator cannot provide as scheduled.  The customer is expecting service and the transportation provider cancelled the trip.

Customer Cancelled Trips – A trip that the customer cancelled within the prescribed timeframe allowed for cancellations.

Customer No Shows - A trip in which the vehicle arrives at the pick-up point of the customer but the customer requesting the trip is not available or present.  In many cases a NO SHOW is also defined as when a passenger gives less than a prescribed notice of cancellation. (For example: less than 30 minutes before a scheduled trip).

Denials - A trip request, which was not accepted because the service provider, for a variety of reasons, cannot accommodate the trip for the day and/or time requested; the provider is not able to offer an alternative acceptable to the passenger.  





MONTHLY SUMMARY REPORT (MSR) must be submitted to NJ TRANSIT electronically via S-RIDES
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