“ WILLIAM + FLORA

| F Hewlett Foundation

East Bay Shuttle FAQ

Last Updated 7/8/2025

Shuttle SUMMAry & ELGIDILItY:.........cooiii et st sttt st b e s b e sme e et eeeerees 2
2025 Shuttle NoN-OperatioNal DaysS: ... e e e e st et e e e s s s sabtaeaeeeeesssssbtaaaeaeesssssssrtnneesesssanas 2
Important Shuttle Pickup and Parking Details: ... s e e e s s s s sanbeaaeees 2
7o 1 L=To (U1 TSRO U PO PUTTOUR 2
VEhICLE PICEUI@:. ...ttt e b e et e s bt e s b e e s me e e sb e e s bae s smreesnesesanes 3
EXQCt STOP PiCKUP LOCAtiONS: ..o e e s s e e e e e e s s s s bt et e e eeessassasbaaeeeeeeesasnsssnanneesessnnnsere 3
Noteworthy Parking Information for Certain StOoPS:.........ccoooiiiiiiiii e s e e s s neeas 3
Making YoUr ShUttle RESErVAtioNS: ... e e e e e st e e e e e s s ab b e e e e eeeesessasbtaaeeeesssassssreranees 4
Weekly Deadline to Reserve the ShUTELe: ... e rre e e e e s s s abraeeees 4
ReServation INSTIUCTIONS: ......cc..oii ettt e et e e st e e s bt e s bt e e s be e e beeesabeesneeesaneesareeesnreesareeanns 4
CanNCEling @ RESEIVALION: ... e e st e e e e e s st teeee e e e e sa bt e e e e eeeeeesaabtaraeeeeeeeenartareeeeeeeanns 6
Day of ShULLLE SEIVICES & SUPPOIL: ... e s e e e e s s s bbb aeeeeeesessabtareeeeeessssasbtnaeeeesssansssrenanees 7
Shuttle DisSPatCh NUMDET: ... e e e ee e e e e e e e e e b teeeeeeeeesssettaeeeaeeesaaasestaeeeaaeesaansrasaeaeeeanans 7
LiVE SNURTLE TraCKING: .....ooi ittt e sttt e e sttt e e e s bte e e s s beeee s s beeee e s beeeeesaseaeesanseeeeesaseaeesaseaeessnseneesnsens 8
Boarding INSTIUCTIONS: ....... ..o e e s e et e e s s e st bt e eeeeeessasaabaeeeeaeessaasassaaaeeeeessassssnnnneesessnnnrenn 8
Wi-Fi 0N the SRURELE: ... ettt et e e s bt e e bt e e s a b e e s be e e s abeesabeeeneeesabeeeneeeanreesarenesanes 8
] L 4 o e =] o] oY oo X=T o KT RSN 9
Other CommuUEEr Program BeNefits: ... e e e s st e e e e e s s s abbaaeeeeeessasaasbraeeeeeessnsnnenns 9
GONaVIa Parking SUDSIAY: .........coooiiiiiiiii e e e st e e e st e e e saateeeesaateeeesasteeessanteeessanteeessansaeessanseeeesanes 9
Caltrain GO PassS: ... .ottt ettt et e bt e st e e s bt e e s h bt e st e e e heee s b e e e he e e aa Rt e e be e e e Rt e e be e e enEee e beeeanneesareeeaneeesareenn 9
Uber ComMUEET FUNAS: .........oooiiiiii et st s s s e e s s bt e sme e e sane e sbeessmneesneeeans 9

(@ 1T Lo Y o K-35 Lo T gl o 1 2 RTINS 9



=
Shuttle Summary & Eligibility:

As part of our ongoing efforts to support staff, the foundation offers an East Bay Shuttle for all benefit-eligible
employees who live in the East Bay. The shuttle can comfortably fit twelve benefit-eligible employees. Before
planning to ride the shuttle, please confirm with your manager that the shuttle hours align with your schedule.

Effective the week of March 17, 2025, the East Bay Shuttle will only operate on Tuesdays and Wednesdays
each week. This adjustment aligns with our in-office common days and high ridership days. Effective March
17™, we also have a new vendor, CLS Global Transportation and they operate their shuttle technology with an
app called Tripshot.

2025 Shuttle Non-Operational Days:

e All Hewlett Foundation Holidays
e Effective 3/17/2025: all Mondays, Thursdays, and Fridays
e Non-Operational Days due to anticipated low demand leading up to holidays/unrelated to in-office
attendance requirements:
o Week of Thanksgiving 2025: Monday, November 24-Friday, November 28
o Monday, December 22, 2025 - Thursday, January 1, 2026

Important Shuttle Pickup and Parking Details:

Schedule:

Below is the shuttle schedule and morning map*. While drivers will do their best to arrive at stops on time, the
times are estimates and may fluctuate with traffic conditions.

Punctuality: Please arrive on time for your scheduled shuttle departures. To stay on schedule, CLS has been
informed that drivers can leave if a rider is more than two minutes late. We know things can come up, and we
appreciate everyone’s efforts to stay on time.

Location Scheduled

Emeryville Amtrak - 5885 Horton Street 7:30 AM

19 St. BART Station - Oakland 7:45 AM

Civic Center Garage - Alameda 8:00 AM

699 B St. - Hayward BART 8:41 AM

2121 Sand Hill Road - Menlo Park 9:30 AM
Afternoon Estimated Return

2121 Sand Hill Road - Menlo Park 3:15PM

699 B St. - Hayward BART 4:05 PM

Civic Center Garage - Alameda 4:50 PM

19 St. BART Station - Oakland 5:05 PM

Emeryville Amtrak - 5885 Horton Street 5:10 PM

*Effective 4/1/2025 we suspended our San Leandro BART stop due to lack of ridership. If an employee or new
hire expresses interest in the San Leandro BART stop, we will reinstate it due to the significant distance
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between Alameda and Hayward.

Vehicle Picture:
Our shuttle has a Hewlett Foundation logo in the window for riders to identify the shuttle. Below is a picture of
our CLS shuttle (currently a white Mercedes Sprinter van).

Exact Stop Pickup Locations:

The Tripshot app displays the precise pickup locations for stops under “Trip Planner” on the homepage.
< Back Choose Location @

Q Search

Q Current Location

I Choose On Map

Hewlett Foundation (=]
19th St BART - Oakland

Bus stop on Broadway between 16th & 17th E
Street (in front of Aardvark Laser Engraving).
Civic Center Garage — Alameda

1416 Oak Street just beyond the Entrance/ B (P]
Exit of the Civic Center Garage.

Emeryville Amtrak

Emeryville Amtrak passenger drop-off/ El 0
pick-up roundabout at 5885 Horton Street
Hayward BART

White passenger loading zone on Bo

Montgomery Avenue, in front of the BART
station.

Noteworthy Parking Information for Certain Stops:
e Emeryville Amtrak: Next door at 5959 Horton Street parking is available for $30 per day. There is no
monthly parking pass available.
e 19th Street BART Station — Oakland: This BART station does not have a parking lot operated by BART.
e Civic Center Garage — Alameda:
o $0.75 per hour or Monday - Friday monthly parking for $35 plus a $10 one-time activation fee.
o More information on how to obtain a monthly parking pass can be found here: Civic Center
Parking Garage (alamedaca.gov).



https://www.alamedaca.gov/RESIDENTS/Auto-Parking-in-Alameda/Park-and-Webster-Street-Area-Parking/Civic-Center-Parking-Garage
https://www.alamedaca.gov/RESIDENTS/Auto-Parking-in-Alameda/Park-and-Webster-Street-Area-Parking/Civic-Center-Parking-Garage
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Making Your Shuttle Reservations:

Weekly Deadline to Reserve the Shuttle:

To ensure smooth planning, we ask that you register for your rides in Tripshot by the end of the day each
Thursday for the following week. If you miss this deadline, you can still register for a ride (if space is available)
up until the shuttle route begins (7:30 AM for the morning and 3:15 PM for the afternoon). Please note that
once the route starts, registration will no longer be possible, and a registration is required to board. Riders are
instructed to be turned away starting the week of March 23, 2025, if they do not have a registration.

Reservation Instructions:

1) Download the free Tripshot app from the App Store or Google Play store onto your phone. Besides

creating a reservation, the app can provide you alerts about the shuttle service, real-time location, and
ETAs for arrival.

a. Tripshotis also available by visiting hewlettfoundation.tripshot.com (with the same login
credentials as the app); however, the mobile app has many more features and is highly
recommended. The app was used to make the instructions in this FAQ.

2) After downloading the app create your account with your work email address and a cell phone number. Also,
if desired, you can select “Allow” to let Tripshot use your location while using the app and to send
notifications.

Setup

— | —_— l Hewlett Foundation

Choose public system

< Setup Login

...........

= Howleft Eoundation Sign up - By clicking on “Sign up” you will be
prompted to input your corporate email address. If
Login with TripShot » | You have a valid corporate email address, Tripshot

or will reply via email with a link to create your
account

Enter your @hewlett.org and @florafamily.org
email address

Allow “Tripshot” to access “Tripshot” Would Like to
your location while you are Send You Notifications
i Notifi alerts,



https://hewlettfoundation.tripshot.com/g/tms/TMS.html#LoginPlace:%7B%22r%22:%22NONE%22%7D
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3) After successfully creating your account, make your first reservation by going to the app’s homepage

and selecting “Routes,” then click the calendar icon in the top-right corner. Next, choose your desired
date and click “Select” to proceed.

lills Park: o STANFORD HILLS

o >
z
3
2
STANF
Q Where would you like to go?
Favorites  Trip Planner | Routes ebruz
March 18 2025

3

Boarding

Cancel Select .
p)

4) Next select the “Hewlett AM” option and then from there select your AM stop location/time by selecting
the purple box for the clickable appropriate time.
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Routes

Timetable Details

] 7:30AM
& Hewlett AM  Hewlett AM :
® Emeryville Amtrak 7:30AM

7~ ~

7:45AM | |
/

19th St BART

M Hewlett PM  Hewlett PM - Oakdand
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5) Next, select the purple “Reserve” button. Note, before clicking the “Reserve,” the Tripshot app will
display the number of available seats, so you will always know in advance if there is room for you.
Therefore, if you made a reservation but will not be riding, please remember to cancel your reservation
ahead of time since the app will not allow reservations over 12 riders each day.

6) Our shuttle operates on roundtrip rides, but currently, the Tripshot app does not automatically select a
return trip. To add your PM ride, simply click the green plus sign next to “Add Travel” and then your PM ride
starting from the Hewlett Foundation office. Once you have added your ride home, you can set your

reservation to recur up to one month in advance. Finally, click “Save” at the bottom to confirm your
reservation.
RESERVATIONS

e 7:30 AM departure from Emeryville
Amtrak on Hewlett AM.

@ Add Travel ]

START (MAXIMUM: APR 12, 2025)

Tue, Mar 18

END (MAXIMUM: APR 12, 2025)

Tue, Mar 18

Max End Date
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7) After successfully creating your reservation, you will see “Reservation Confirmed” in green font with an

option to select “View” to check your details. Please note, you will not receive an email confirmation from
Tripshot.

- i
££74 19th St BART - Oakland

e
ININN @
LD TN

19th St BART - Oakland
= Hewlett AM

G Reservation confirmed. V\ew

8) Your reservation details are viewable as described in step 7 above. You can also find your reservation by
tapping the three lines in the upper left corner of the homepage and then “My Trips.”

My Trips C
March 2025 >

TUE, MAR 18

19th St BART - Oakland
7:45AM

& Reservation confirmed.
& Hewlett AM

8
Al (ard

LAN

I% My Trips

Canceling a Reservation:

Since the Tripshot app displays the number of available seats left at each reservation, in the event you no
longer need your ride please cancel it by following these steps as soon as possible:

1) Tapthe three linesin the upper left corner of the homepage and then select “My Trips.”

TaNCiSCOoa

\r:: | 6 Wallet
2
Eam '[I'E'; My Trips |
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2) Selectthe “Reservation Confirmed” text (not “Reserve Again”).

= My Trips C

< March 2025 >

WED, MAR 26

Hewlett Foundation
3:115PM

& Reservation confirmed.
& Hewlett PM

Reserve Again

3) Next, click the trashcanicon in the upper right and then select “Save” at the bottom. Please ensure
that you are canceling the correct roundtrip reservation for the desired day.

< My Trips  Reservation Plan @]

RESERVATIONS

° 7:30 AM departure from Emeryville
Amtrak on Hewlett AM.

e 3:15PM departure from Hewlett
Foundation on Hewlett PM.

Day of Shuttle Services & Support:

Shuttle Dispatch Number:
e For 24/7 assistance or real-time issue resolution related to the shuttle or app, call or text CLS Global
Transportation’s dispatch number at (650) 460-8778.
e Within the Tripshot app, the dispatch number is located within the “Help & Feedback” section, along
with a way to submit positive or constructive feedback. You can find this by tapping the three lines in the
upper left corner of the homepage and then selecting “Help & Feedback.”

|~ " Apal HELP
C,Ly;q 4 @@ Home
(7
N Oak Knoll Welcome Guide
f— Elementary School ) wallet
l Help Center
— [[3 My Trips
@ .-
) @ - % . o If you need to contact CLS Global
N "”% 8 Notifications Transportation's Dispatch Center, please call or
‘Vbs 2 text 650.460.8778. Thank you!
Settings
, FEEDBACK C
(?)  Help & Feedback .
’,, elp & reedback Submit Feedback
Safeway Q @» B
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Live Shuttle Tracking:

Within the Tripshot app you can see real-time shuttle tracking.

Boarding Instructions:
1) Launch the Tripshot app on your phone and select "Boarding" from the homepage.

\\o 7 \& 8-
SanvMateo JFtemor
NN

Jm Redwood Clt\y

@ntal

Q Where would you like to go?

| e | 8| @

Favorites Trip Routes Nearby
Planner Stops

L

Boarding

2) Scroll down and select the large purple "Board by scanning QR code" at the bottom. The first time this is

selected, you must allow Tripshot to access your phone’s camera.
= Wallet ® cC

WALLET

Balance: $0.00 Refill

NEARBY VEHICLES

Blue Route

Board by scanning QR code

3) Once your camera opens, scan the QR code located near the driver on the shuttle to confirm your booked
reservation. You cannot successfully scan the QR code if you don't already have a reservation. Please note
that registration is required to board, and once the start of the route begins, registration is no longer
available for that trip. Starting March 23, 2025, riders are instructed to be turned away if they do not have a
registration.

Wi-Fi on the Shuttle:

Wi-Fi will be available on the shuttle, allowing employees to work during their commute. Instructions for connecting
to the Wi-Fi are posted inside the shuttle.

8
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Shuttle Taxable Expenses:

Reducing the shuttle to operate two days a week effective the week of March 17, 2025, enables us to offer the
shuttle as a pre-tax commuter benefit again. Therefore, there will be no more taxable income for any shuttle
rides taken in 2025 effective 3/17/2025. Riders must still register and show the driver their registration since
we track ridership to ensure we comply with IRS guidelines, which allows us to offer the shuttle as a pre-tax
benefit each year.

Other Commuter Program Benefits:

GoNavia Parking Subsidy:

Through our GoNavia Program, the Foundation will also subsidize up to the monthly IRS limit for your GoNavia
Parking account for eligible work-related parking costs due to commuting for all benefit-eligible employees.
More information can be found here.

Caltrain Go Pass:

The foundation offers all benefit-eligible employees an annual Caltrain Go Pass. The Go Pass provides
unlimited travel seven days a week between all Caltrain zones. Please refence this document for more
information.

Uber Commuter Funds:

Effective the week of March 17, 2025, Uber funds will be available for benefit-eligible employees who reside
along the East Bay Shuttle route to take Uber trips between Palo Alto or Menlo Park Caltrain stations and the
Hewlett Foundation office for two weekdays per month. These taxable funds are an alternative for the days
when the shuttle is unavailable (Monday, Thursday, or Friday), though employees must arrange their own
transit to the necessary Caltrain station and sign up for the Uber funds. Please reference the Uber FAQ
document for more information.

Questions for HR:

Please contact Megan Olmsted (molmsted@hewlett.org) or Christine Nishimura (chishimura@hewlett.org)
for questions.


https://hewlett.box.com/s/ox3sy1h2rmr48bsspqtkgci0jj9nbmsi
https://hewlett.box.com/s/ekefjhebi8i0rkt8zusl4a7po6qqc2f2
https://hewlett.box.com/s/v2t1pvinjdf7c14fuanhze0nh77rn5nm
https://hewlett.box.com/s/v2t1pvinjdf7c14fuanhze0nh77rn5nm
mailto:molmsted@hewlett.org
mailto:cnishimura@hewlett.org
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