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

	This form must be completed by LWIA career planner.


	

	1.
	Participant Name
	Enter the participant’s complete name.


	2.
	Street Address
	Enter the street address where the participant currently resides.  Enter the apartment number, if applicable. 

 

	3.
	City
	Enter the city of the participant’s current address.


	4.
	State

	Enter the state of the participant’s current address.


	5.
	Zip

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

	6.
	Participant attending training at 1 training site or multiple training sites
	Select the appropriate box for the participant.  If the participant is attending training at only 1 training site, mark the first box and continue to #7.  If the participant is attending training at multiple training sites, mark the 2nd box and complete and attach Form #005b.


	Training Institution Information



	7.
	Name of Training Institution
	Enter the name of the training institution location where the participant will attend training.

	
	
	

	8.
	Street Address
	Enter the street address of the training institution. 


	9.
	City
	Enter the city of the training institution.


	10.
	State
	Enter the state of the training institution.


	11.
	Zip
	Enter the 5 or 9 digit zip code of the training institution.


	12.
	Training Period
	Enter the beginning and ending dates of the training period.


	13.
	Total number of training days


	Enter the total number of training days the participant will attend for the remainder of the training program.  (Total training weeks x numbers of days per week).

	14. 
	Type of Training
	Select the type of training the participant will be attending.  On-site, online (if all online, skip to #22), or out-of-state (if out-of-state, complete and attach Form #005b).


	15.
	Distance of Participant’s One-Way Commute
	Calculate the distance between items #2 and #8 using Google Maps. Utilize the shortest route provided. Print the screen from the mapping program used to calculate the distance for the file and attach to the form. This is the participant’s normal one-way commute.  Enter this distance. Google Maps in most instances will provide multiple routes, but only the shortest mileage route (regardless of the length of time that route may take or any potential detours that may be experienced along that route) can be used for calculation purposes. The calculation should be determined to the first decimal point (i.e. tenths of a mile). For example, if the resulting suggested routes provide commuting distances of 13.2 (19 mins), 10.4 (19 min), and 13.0 (19 min) miles, the commuting distance should be recorded at 10.4 miles (see figure below) Career planners should place a copy of the Google Maps search results in the participant’s case file. 
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Only in instances where the exact address of either the participant’s place of residence and/or the training location are unavailable through the use of the Google Maps program, may the calculations for eligibility for and reimbursement of travel assistance be made utilizing another program. Local areas should be consistent in their use of secondary programs, and should NOT allow participants to “shop around for the best deal” in determination of the shortest route. Other secondary mapping service such as Mapquest.com or Randmcnally.com, whichever provides the shortest calculated route, may be used. (Note: The Illinois Department of Transportation’s Inside Illinois Route Map website that previously was suggested is no longer available.) Regardless of the program used, documentation is required to be placed in the participant’s case file indicating the resulting route determination. 

If a participant’s original “commuting distance” was calculated utilizing an application other than Google Maps and the calculated mileage is different between the previous determination and the resulting Google Maps mileage, the participant’s transportation/subsistence assistance form, as well as their IEP will need to be updated/changed every time the Federal mileage rate/per diem rate changes.


	Transportation Payment Calculation

	16.
	Net Commuting Distance

	Calculate the net commuting distance by subtracting 10 miles from the one-way commuting distance in #15. 


	17.
	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 to #18.  If no is marked on either question, the participant is not eligible for transportation assistance and career planner should skip to item #22.

	
	
	

	18.
	Calculate Mileage Reimbursement Rate to/from Training Institution
	Indicate #18(a) the net commuting distance from #16. Calculate 18(b) round-trip distance (#18a x 2).  Enter the Federal mileage rate available at www.gsa.gov in #18(c).  Calculate the daily mileage reimbursement in #18(d) (#18b x #18c), and round to the nearest cent.


	
	
	

	
	
	

	19.
	Calculate Round Trip Cost of Other Modes of Transport
	If applicable, calculate the cost of other modes of transport. Enter the cost of travel by least expensive means of transportation reasonably available between the participant’s home and training site.  This calculation may include multiple modes of transportation.  (Must deduct cost for 10 miles from the amounts in #19(a), #19(b), #19(c), and #19(d) when enter costs).


	20.
	Calculate Subsistence Cost


	Provide the US General Services Administration Domestic (www.gsa.gov) rates for the training institution location. #20(a) is the lodging rate.  #20(b) is the meals & incidentals rate. #20(c) is the total GSA rate (#20b + #20c).  #20d is the maximum allowable subsistence (#20(c) divided by 2).



	21.
	Total Transportation/ Subsistence Cost


	Compare the totals in #18d, #19e, and #20d.  #21 is the lesser of #18d, #19e, or #20d x #13).  If #19e is zero, it is the lesser of #18d or #20d x #13).  Round to the nearest cent.


	
	
	Certification



	22.
	Participant is/is not eligible
	Indicate if participant is or is not eligible for transportation/subsistence assistance.


	23.
	Acknowledgment of Participant Eligibility
	Participant must check appropriate box acknowledging eligibility or ineligibility for travel assistance.


	24.
	Participant Signature
	Participant must sign and date this form.


	25.
	LWIA Career Planner Signature
	Career planner must sign and date this form. 


A copy of this form should be given to the participant and the original placed in the participant’s file.
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