Eligibility Determination for Trade Transportation- Subsistence Assistance Instructions
Department of Commerce & Economic Opportunity

	

	
	
	              Participant Information


	
	Participant Name
	Enter the participant’s complete name.



	
	Street Address
	Enter the street address where the participant currently resides.  Enter the apartment number, if applicable. 

 

	
	City
	Enter the city of the participant’s current address.


	
	State

	Enter the state of the participant’s current address.


	
	Zip

	Enter the 5 or 9 digit zip code of the participant's current address.

	
	
	

	Training Institution Information



	
	Name of Training Institution
	Enter the name of the training institution location where the participant will attend training.

	
	
	

	
	Street Address
	Enter the street address of the training institution. 


	
	City
	Enter the city of the training institution.



	
	State
	Enter the state of the training institution.



	
	Zip
	Enter the 5 or 9 digit zip code of the training institution.



	
	Training Period
	Enter the beginning and ending dates of the training period.



	
	Participant Attending Training
	Select the appropriate type of training the participant is attending.

On-site – If participant is attending on-site training, mark the On-site box and enter the total number of days the participant will attend training on-site for the entire training program from the beginning to the end.

Online – If participant is attending online training, mark the online box.  Also make sure you enter a distance learning indicator in IWDS if this online training box is marked.

Out-of-State – If participant is attending training out-of-state, mark the out-of-state box and then skip to the out-of-state training section and complete it.

	
	
	

	
	Participant is attending training at
	Select the appropriate box for the number of training locations the participant will be attending training.

If the participant is attending at one training location (same as address entered above on the form), then mark this box and completed the Transportation/Subsistence Calculation section.

If the participant is attending at multiple locations, mark the multiple locations box and skip to the multiple locations section and complete it.

	
	
	

	
	
	

	
	
	

	Transportation/Subsistence Calculation

	
	
	

	
	Distance of Participant’s One-Way Commute
	Using Google Maps, determine the shortest distance between the participant’s residence and the training institution address. Print the Google Maps information used to calculate this distance and attach it to this form.  NOTE:  If Google Maps does not provide the exact location, the shortest route using one of the mapping programs can be used with supporting documentation and the appropriate box marked on the form.

Enter the distance of the participant’s one-way commute from the Google Maps to the first decimal in the space provided.

	
	
	

	
	Net Commuting Distance
	Calculate the new commuting distance by subtracting 10 mile from the one-way commuting distance determined above.  Enter the amount to the nearest decimal in the space provided.

	
	
	

	
	Is the participant attending On-site training?  Is the net commuting distance more than 0 miles?
	Check yes or no to both questions regarding the training attendance and commuting distance for the participant.  If yes is marked to both questions, continue completing the boxes below to determine the daily reimbursement rate.  If no is marked on either question, the participant is not eligible for transportation assistance and career planner should skip to the Certification section.

	
	
	

	
	Mileage Reimbursement
	Enter the net commuting distance from above in the space provided.  Multiply that amount by 2 to get the round-trip distance (round to the nearest decimal).  Then multiply the round-trip distance by the current Federal GSA Rate for mileage reimbursement to determine the mileage reimbursement.  Round the milage reimbursement to the nearest cent.  The mileage reimbursement rate can be found at www.gsa.gov.

	
	
	

	
	Subsistence
	To determine the subsistence reimbursement rate, enter the amount for the current GSA Lodging Rate and the current GSA Meals & Incidentals Rate for the training institution location.  Add these two amounts together.  Multiply that amount by .50 to determine the allowable daily subsistence reimbursement rate.  Round this subsistence reimbursement rate to the nearest cent.  Lodging and Meals & incidentals rates can be found at www.gsa.gov. 


	
	Other Modes of Transportation

	If the participant has other modes of transportation available to travel to the training site, enter the amounts for the modes of transportation available.  The least expensive of all the modes should be entered in the box for the Least Expensive Other Mode of Transportation.  Round the Least Expensive Other Mode of Transportation amount to the nearest cent.  If no other modes of transportation are available for the participant, these boxes can be left blank.


	
	Total Transportation/ Subsistence Cost


	Multiply the number of on-site training days from the training information section above to the Lesser of Mileage Reimbursement or Subsistence if Other Modes of Transportation is zero.  If Other Modes of Transportation is greater than zero, then it is the lesser of the three rates.  Round to the nearest cent.


	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Multiple Locations

	
	
	

	
	Training Locations (#1 - #4)
	Enter the name and address of the training locations the participant will be traveling to during the training period.

	
	
	

	
	Travel (Trips 1-5)
	For each trip print a Google Maps for the entire trip.  Enter the location #’s and the final one should be residence in the boxes above the calculations.  These boxes are not for dates, they are for location #’s and residence.
Next enter the total Round trip miles and subtract 20 to get the net commuting miles.  Then multiply by the current Federal GSA rate for mileage reimbursement found at www.gsa.gov to get the mileage reimbursement.  Round this to the nearest cent.  Then multiply the mileage reimbursement by the # of training days the participant will travel on this trip to determine the trip total transportation.  This amount should be rounded to the nearest cent.

	
	
	

	
	Total Transportation Cost for Multiple Locations Travel
	Add all the Trip 1-5 total transportation costs together to get the Total Transportation Cost for Multiple Locations Travel.

	
	
	

	Out-of-State Training

	
	
	

	
	Name of Training Institution
	Enter the name of the training institution where the participant will be attending training.

	
	
	

	
	Address
	Enter the address of the training institution where the participant will be attending training.

	
	
	

	
	How are lodging costs being paid?
	Mark the appropriate box for how lodging costs will be paid for the participant while attending the training.

Paid directly to training institution – do not include the lodging rate in the subsistence calculation below.

Paid direct to other third party – Include lodging rate in the subsistence calculation below.

Paid by participant – include lodging rate in subsistence calculation below.

	
	
	

	
	Mileage Reimbursement
	Enter the net commuting distance from above in the space provided.  Multiply that amount by 2 to get the round-trip distance (round to the nearest decimal).  Then multiply the round-trip distance by the current Federal GSA Rate for mileage reimbursement to determine the mileage reimbursement.  Round the milage reimbursement to the nearest cent.  The mileage reimbursement rate can be found at www.gsa.gov.

	
	
	

	
	Subsistence
	To determine the subsistence reimbursement rate, enter the amount for the current GSA Lodging Rate and the current GSA Meals & Incidentals Rate for the training institution location.  Add these two amounts together.  Multiply that amount by .50 to determine the allowable daily subsistence reimbursement rate.  Round this subsistence reimbursement rate to the nearest cent.  Lodging and Meals & incidentals rates can be found at www.gsa.gov. 


	
	Other Modes of Transportation


	If the participant has other modes of transportation available to travel to the training site, enter the amounts for the modes of transportation available.  The least expensive of all the modes should be entered in the box for the Least Expensive Other Mode of Transportation.  Round the Least Expensive Other Mode of Transportation amount to the nearest cent.  If no other modes of transportation are available for the participant, these boxes can be left blank.


	
	Total Transportation/ Subsistence Cost


	Multiply the number of on-site training days from the training information section above to the Lesser of Mileage Reimbursement or Subsistence if Other Modes of Transportation is zero.  If Other Modes of Transportation is greater than zero, then it is the lesser of the three rates.  Round to the nearest cent.


	
	
	

	
	
	                      Certification



	
	Participant is/is not eligible
	Mark the appropriate box based on the determine made by the calculations on the form to indicate if participant is or is not eligible for transportation/subsistence assistance.



	
	Acknowledgment of Participant Eligibility
	Participant must check appropriate box acknowledging eligibility or ineligibility for travel assistance.


	
	Participant Signature
	Participant must sign and date this form.



	
	
	

	
	Appeal Rights
	If the participant disagrees with the determination made on this form, he/she may appeal the decision by following the instructions in the appeal rights section.

	
	
	

	
	LWIA Career Planner Signature
	Career planner must sign and date this form. 
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