Trade Transportation-Subsistence Assistance

 Multiple Location and Out-of-State Subsistence Instructions
Department of Commerce & Economic Opportunity

	

	PARTICIPANT INFORMATION


	1.
	Participant Name

	Enter the participant’s complete name.


	2.
	Date
	Enter the date this form is being completed. 

 

	MULTIPLE LOCATION



	3.
	Training Locations

	Enter the address for each training location the participant will be traveling to.


	4.
	Travel

	Enter the locations for each leg of the trip the participant will be traveling.  Enter the net round trip miles for the trip, the GSA mileage rate currently in effect, the mileage reimbursement (Net RT miles x GSA mileage rate), and # of training days for this trip, and the total transportation cost (Mileage reimbursement x # of training days).  Repeat for other trips if necessary.


	5.
	Total Transportation Cost for Multiple Location Travel (#4a + #4b + #4c)

	Sum the totals in Trip 1 (#4a), Trip 2 (#4b), and Trip 3 (#4c) and enter the amount in this box.


	OUT-OF-STATE TRAINING TRANSPORTATION-SUBSISTENCE CALCULATION



	6.
	How are lodging costs being paid?
	Mark the appropriate box to indicate how the lodging costs will be paid.


	7.
	Calculate Mileage Reimbursement Rate to/from Training Institution
	Complete boxes 7(a) through 7(d) for the commuting distance the participant will be traveling round trip from residence to the training site and return to residence.

	
	
	

	8.
	Calculate Subsistence Cost
	Complete boxes 8(a) – 8(d) for the Subsistence rates per www.GSA.gov for the training institution location.  


	9.
	Estimated Actual Costs

	Complete boxes 9(a) through 9(d) for the estimated actual costs of lodging, and meals & incidentals that will be incurred by the participant for the duration of training.

	10.
	Total Out-of-State Training Transportation/
Subsistence Cost


	Calculate the total cost (#7d + (lesser of #8d or #9d)).
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