Trade Job Search Allowance Reconciliation Instructions


Participant Information

	

	
	Participant Name
	Enter the participant’s name.


	
	Participant SSN
	Enter the last four digits of the participant’s SSN.


	               Job Search Allowance Payment Eligibility

	
	Job Search Completion
	Mark the appropriate box from the first two options that is applicable to the participant:
    Participant obtained a “bona fide” offer of employment (al offer of suitable

    employment is made in good faith by a prospective employer);  OR

    Participant contacted each employer he/she planned to contact, or to whom

    the State or other one-stop partner referred the participant to as part of the

    job search.

    NOTE:  Documentation of the selected option must be provided.

The following two tasks must also be completed and marked if completed as part of the job search:

    The job search was completed within 30 days of the beginning of the

    job search.

    The career planner hs verified documentation provided by the participant to

    ensure the participant did attend the job search activity being requested

    for reimbursement.


	
	
	Job Search Allowance Actual Costs


	
	Dates & Times
	Enter the departure date and time and return date and time the participant conducted the job search activity.


	
	Mode of Transportation
	Check the box for the type of transportation that was used to conduct the job search activity.  If Other is selected, a description must be provided.


	
	Transportation
	The career planner will enter the information for the applicable mode of transportation that was used to conduct the job search (private auto or purchased transportation).

Private Auto
If participant traveled by private auto to conduct the job search, enter the following information:

Total Round Trip Miles – Must have a Google Maps printout attached to the application that supports the miles entered.

Federal Mileage Rate – Look up the current www.gsa.gov rate for mileage reimbursement.

Mileage Total – Multiply the Total Round Trip Miles and the Federal Mileage Rate to calculate this amount.

Purchased Transportation

	
	
	If the participant traveled via Public/Mass Transit, Train, or Other mode of transportation, then enter the information applicable to the type of transportation that was utilized.

Public/Mass Transit – enter the amount for the round trip if public/mass transit was utilized to travel to and return from the job search activity.

Train – enter the amount for the round trip if a train was utilized to travel to and return from the job search activity.

Other (Describe):  enter the amount for the round trip if another method was utilized to travel to and return from the job search activity.  The other type of transportation utilized must be described.

Transportation Total – Enter the cost of the transportation utilized to conduct the job search.

	
	
	

	
	Subsistence
	If the participant required overnight lodging to travel to and return from the job search activity, then complete this section.  

Actual Lodging Costs (less tax) – enter the amount of the lodging costs (less tax) from the hotel receipt.  A receipt documenting the costs must be attached to this reconciliation.
Actual Meals/Incindentals Costs -  enter the total cost from all meals/incidentals incurred for the job search activity.  This is where the lodging tax information is included.  Documentation via receipts or affidavit must be attached to this reconciliation.
Actual Subsistence Costs = Add the Actual Lodging Costs (less tax) and the Actual Meals/Incidentals Costs to get this total.
Estaimted Subsistence Total from Form #012 – Enter the Estimated Subsistence Total from Form #012 Application for Job Search Allowance.
Subsistence Total – This is the lesser of Actual Subsistence Costs calculated in this section or Estimated Subsistence Total from Form #012.

	
	
	

	
	
	

	
	Total Actual Job Search Costs
	Add the Transportation Total and the Subsistence Total to calculate this amount.

	
	
	

	
	
	JOB SEARCH REIMBURSEMENT CALCULATION

	
	
	

	
	Remaining Job Search Allowance
	Enter the Remaining Job Search Allowance from the Job Search Allowance History on Form #012 Application for Job Search Allowance.



	
	Total Actual Job Search Costs
	Enter the Total Actual Job Search Costs calculated above.



	
	
	

	
	Allowable Reimbursement Percentage
	Enter the allowant reimbursement percentage.  90% for all program except the 2009 program.  100% for the 2009 program.

	
	
	

	
	Amount Previously Advanced to Participant
	Enter any amount that was previously advanced to the participant.



	
	
	

	
	
	

	
	Total Job Search Allowance Reimbursement To Be Paid
	Total Job Search Allowance Reimbursement To Be Paid = Total Actual Job Search Costs less Amount Previously Advanced to Participant.

NOTE:  This amount must be lower than the Remaining Job Search Allowance from the Job Search Allowance History calculation on Form #012 Application for Job Search Allowance.  If not, the remaining job search allowance is the amount than can be paid.

	
	
	

	
	
	


	
	
	Certification and Staff Use Only



	
	Certification
	The participant must read and mark the appropriate box based on the determination of whether he/she is eligible for the Job Search Allowance or not.  By signing, the participant agrees to provide the necessary paperwork for the Job Search and subsequent documentation and forms necessary to reconcile the job search.



	
	Staff Use Only
	The career planner must sign and date acknowledging agreement with the affidavit statement.
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