Reconciliation of Trade Relocation Allowance Instructions

Participant Information

	

	
	Participant Name
	Enter the participant’s full name.


	
	Participant SSN


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

	                 Relocation Allowance Payment Eligibility


	
	The relocation has been completed by the following
	All of the boxes must be true and marked for the participant to be eligible for relocation allowance payment.  The career planner must determine if all the conditions are true.


	
	
	

	
	
	Relocation Allowance Actual Costs

	
	
	

	
	Departure Date and Time
	Enter the date and time of departure when the relocation commenced.

	
	
	

	
	Arrival Date and Time
	Enter the date and time of arrival at the relocation address.

	
	
	

	
	Commercial Carrier
	Enter the actual costs for any commercial carrier that was used to complete the relocation, if applicable.  Any costs reported for this must be documented with receipts showing zero balance owed.

	
	
	

	
	Rental Truck/Trailer
	Enter the actual costs for any rental truck/trailer that was used to complete the relocation, if applicable.  Any costs reported for this must be documented with receipts showing zero balance owed.

	
	
	

	
	Temporary Storage
	Enter the actual costs for any temporary storage that is required to complete the relocation, if applicable.  The maximum temporary storage that can be reimbursed is 60 days.  Any costs reported for this must be documented with receipts showing zero balance owed.

	
	
	

	
	Transportation
	Enter the number of vehicles that traveled from the previous residence to the residence in the relocation area.  Multiply that by the mileage amount (mileage must be supported by Google Maps printout).  Then multiply by the Federal GSA rate in effect.  The GSA rate in effect can be obtained at www.gsa.gov.  

	
	
	

	
	Lodging
	Enter the Lodging Estimate from Form #013 Application for Trade Relocation Allowance and the actual lodging costs.  Enter the lesser of these two amounts in the total column.  Any costs reported for this must be documented with receipts showing zero balance owed.

	
	
	

	
	Meals & Incidentals
	Enter the meals & incidentals estimate from Form #013 Application for Trade Relocation Allowance and actual meals & incidentals costs.  Enter the lesser of these two amounts in the total column.   Actual meals & incidentals costs reported must be documented with receipts.  

	
	
	

	
	Total Relocation Allowable Costs
	This is a total of all costs listed in the lines above.  Add the costs entered for commercial carrier, rental truck/trailer, temporary storage, transportation, lodging and meals & incidentals to get the total.

	
	
	

	
	
	

	
	Allowable Reimbursement Percentage
	Enter the allowable reimbursement percentage for the participant based on the appliable Trade program.  90% for all programs except for the 2009 program.   The reimbursement percentage for the 2009 Trade program is 100%.

	
	
	

	
	Total Allowable Relocation Allowance Reimbursement
	Multiply the total relocation allowable costs by the allowable reimbursement percentage to get this amount.

	
	
	

	
	
	

	
	Advance Payments Previously Paid to Participant for This Relocation Allowance
	Enter the amount of any advanced payments that have previously been paid to the participant for this relocation allowance.  Exclude any advanced payments made for the lump sum amount from this total.

	
	
	

	
	Total Underpayment Due to Participant
	If the total relocation allowance amount is higher than the advanced payments previously paid to participant for this relocation allowance, enter the difference here.  This amount must be paid to participant.

	
	
	

	
	Total Overpayment Due From Participant
	If the total relocation allowance amount is less than the advanced payments previously paid to participant for this relocation allowance, enter the difference here.  This amount must be paid by the participant to the local workforce area.

	
	
	

	
	Lump Sum Amount
	Enter the lump sum amount calculated on Form #013 Application for Trade Relocation Allowance.

	
	
	

	
	Total Relocation Allowance
	This is the total costs for the relocation allowance.  The Total Allowable Relocation Allowance Reimbursement is added to Lump Sum Amount to get the total.

	
	
	

	
	
	

	
	
	

	
	
	                                      Staff Use Only

	
	
	

	
	Staff Use Only
	The career planner must mark the appropriate box for either approval or denial of the relocation allowance reconciliation.  If denied, a reason for the denial must be provided.  See 20 CFR 618.445.
The career planner must sign and date this section acknowledging their agreement with the affidavit statement.

	
	
	

	
	
	                              Certification

	
	
	

	
	
	

	
	Certification
	The participant must read the statements in this section, mark the box for each statement and sign and date acknowledging agreement with the statements and that the participant will comply with the requirements in the statements.

	
	
	

	
	
	

	
	
	                               Appeal Rights

	
	
	

	
	Appeal Rights
	The participant has the right to appeal any determination made on this application.  The participant must follow the instructions provided in the appeal rights section if they wish to appeal the determination made on this application.
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