Trade Out-of-Area Job Search Activities LWIA Workshops Verification Instructions


	To be eligible for an Out of Area Job Search Allowance the customer must meet the following criteria:
1.  Total separation from adversely affected employment at the time the job search commences.

2.  Apply before the 365th day after the date of the certification under which the Customer is covered, or the 365th day after the date of the customer's last total separation, whichever is later, or the 182nd day after the completion date of Trade approved training.

3. The customer must be a Registrant in IWDS.

4. A determination by the Career Planner that the customer has no reasonable expectation of securing suitable employment in the commuting area (documentation required), and has a reasonable expectation of obtaining suitable employment of long-term duration outside the commuting area and in the area where the job search will be conducted.  

5. Completion of the job search within a reasonable period not exceeding 30 days after the day on which the job search began.

6. Verification of employer contacts. The Career Planner shall verify contacts with employers certified by the individual. Completion of this form by the LWIA Contact and the Customer will meet these criteria.   

A Commerce/TAA Form #12 Application for Trade Out-of-Area Job Search Allowance must be completed and all the above criteria for an Out-of-Area Job Search Allowance must be met, the Out-of-Area Job Search Application Service Record must be entered into IWDS and Merit Staff approval must be received prior to allowing a customer to attend an Job Search related workshops at the Local Area.  Incomplete information on the form or entries that don’t meet the above criteria may invalidate the ability for the customer to receive reimbursement for attending the Workshops.  
   

	1.
	Date


	
	Enter the date this form is being created.



	2. 
	Time of Contact
	
	Enter the time the activities begin.



	3.
	Cert. Number
	
	Enter the Certification number.


	4.
	LWIA #

	
	Enter the Local Workforce Innovation Area Number.

	5.
	Customer SSN
	
	Enter the last four digits of the customer’s SSN


	6.
	Customer Phone
	
	Enter the customer’s phone number.


	7.
	Customer Name
	
	Enter the customer’s complete name.



	8.
	LWIA Contract
	
	Enter the Name of the LWIA person conducting the Job Search Activities
for this customer.


	9.
	LWIA Phone
	
	Enter the LWIA Contact person’s direct phone number with extension.


	10.
	LWIA Address
	
	Enter the physical address at the LWIA where the job search activities are being held.



	11.
	Check All Job Search Activities Completed

	
	The LWIA is asked to check all job search activities completed by the LWIA and the customer during this visit.  These job search activities must be actual LWIA conducted workshops and cannot be self-serve for the customer.     
Choices include: Attended Resume Workshop – Started Resume; Completed Resume; Faxed Resume to Suitable Employers; Attended Interviewing Skills Workshop; and Attended Job Search Skills Workshop.  


	 12.
	Customer Signature
	
	The customer will sign the form upon completion of the day’s job search activities.


	
	
	
	

	13. 
	LWIA Signature
	
	The LWIA Contact conducting the job search activities will sign the form upon completion of the day’s activities.
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