Trade Internet Reimbursement Instructions


	
	LWIA #

	Enter the LWIA # where the participant is being served.



	
	Participant SSN


	Enter the last 4 digits of the participant’s SSN.


	
	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.  



	
	Internet Service Provider Name

	Enter the name of the internet service provider.


	
	Billing Cycle Date
	Enter the billing cycle date that match the documentation provided for the request for reimbursement.


	
	Amount to be reimbursed (internet service only)
	Enter the amount of internet service charges only that will be reimbursed to the participant.


	 
	Questions

	All of the following questions must be answered Yes, or the participant cannot be reimbursed:
The participant was registered for at least one online class during the period of the bill?

The participant has provided verification of attendance in training for the period of the bill?

The participant as provided a copy of the bill?

The service address on the bill matches the participant’s address of record?

The participant has provided proof of payment of the bill?




CERTIFICATION

	
	Participant Signature and Date

	The participant must mark the appropriate box indicating their acknowledgement of eligibility or non-eligibility for the internet reimbursement.

	
	Appeal Rights

	If the participant disagrees with the determination on this form, they may appeal the decision by following the directions in the appeal rights box on this form.

	
	
	

	
	
	                          STAFF USE ONLY

	
	Career Planner Signature and Date
	The Career Planner must sign and date this form indicating acknowledgment of the affidavit statement and approval of the request.
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