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	WS 12-06

	April 30, 2012

	Financial Aid

	Expires:  Continuing


To:  

Workforce Solutions Contractor Management

From:

Rodney Bradshaw
Mike Temple
Lucretia Hammond
Subject:
Managing Financial Aid/Transportation Expenses
Purpose

· Add instruction on using Chase cards to pay job search transportation expenses for customers required to cooperate to receive TANF/SNAP/NCP Choices benefits.

· Increase personal transportation financial aid from $.12 a mile to $.17 a mile.
· Change the Personal Transportation Financial Aid Form using the higher amount.
· Replace Issuance 11-11Managing Financial Aid/Transportation Expenses.
Background
Currently, we give customers up to $200 in short-term financial aid to facilitate a quick return to work or to keep a customer from losing her job.  Issuance 11- 24 Managing Financial Aid/Limits provides rules for providing $200 or less in financial aid during a 12-month period including rules for one-time or short-term transportation assistance for work, work search or education.
Customers who need more than $200 for transportation assistance must complete a financial aid application.  Customers who are required to work with us to receive TANF or SNAP, or are required to work with us as non-custodial parents, do not require an income determination to be eligible for transportation assistance over $200. 

Who May Receive Transportation Assistance over $200? 

1. A customer who completes the financial aid application and is eligible under any of the Workforce Solutions funding source guidelines 

a. TANF, SNAP E&T, all Workforce Investment Act funding streams (Adult, Dislocated Worker, Youth), NCP-Choices

b. Other funds sometime come to Workforce Solutions to help address a temporary need.  These financial aid rules will apply to those funds unless you receive other instructions.    

2. Customers engaged in work search may only receive over $200 in 12-months as transportation assistance if the customer is required to cooperate with Workforce Solutions to retain TANF or SNAP benefits or there are extraordinary circumstances documented in the customer’s employment plan and TWIST counselor notes and an office manager has approved the expenditure.

3. Transportation financial aid to support work is available to all eligible customers subject to the limits in this issuance.

4. Transportation financial aid to support education is for students 

a. enrolled in school for an occupation on the list of occupations supported by scholarships or

b. enrolled in TAA training or Training for Youth projects or 

c. required to cooperate with Workforce Solutions to maintain TANF or SNAP benefits, with an employment plan that includes education as a means to meet her goal. 

5. Customers’ financial aid must support expenses that are reasonable and necessary to help the customer reach the goals in their employment plans. 

What We Will Pay  

· Personal transportation expenses

· Gas 

· Bus fare/passes  

· Other personal transportation expense i.e. taxi fare

· Vehicular transportation expenses 

· Car Repair and Maintenance

· Consumables (i.e. tires, batteries)

· Vehicle Safety Inspection

· Car Insurance

· Vehicle Registration

Personal Expense Limits

· We will pay no more than $200 a month for personal transportation.  

· We will provide bus passes that cost no more than $200 a month when the customer can reasonably travel by bus.  

· If the customer can travel by bus but has access to a car we will pay for gas to $200  a month if the customer prefers  

· The office manager may approve payment for other means of personal transportation, such as taxi fare, when there is no other practical way for the customer to travel.  

· The office manager may approve exceptions to this limit when the customer’s employment plan shows a clear need for more.  The manager will assume a cost of 17 cents a mile as she/he decides to approve a higher limit. 

· For example, Map Quest shows round trip mileage from the customer’s home to school on the days she is scheduled to attend exceed $200.00 a month at the rate of 17 cents a mile.  

· A customer working in unsubsidized employment is limited to transportation assistance to get to work 

· when she begins a new job and until she receives her first paycheck or 

· for up to 4 weeks in a 12 month period when she can document that her vehicle is being repaired and  is not available for use 

If a customer exceeds the $200 short-term financial aid limit for transportation financial aid to work search, you may provide cash substitutes or bus passes of not more than $20 a week.  The customer must provide a job search log for the previous week confirming she/he meets the cooperation hours required in the Family or TWIST employment plan before receiving additional bus passes or cash substitutes.     

· Determining amounts.  We will usually provide transportation assistance for one month’s anticipated travel. You may provide the first payment of each 12-month period for travel expenses in anticipation of the travel needed for that payment.  
· When using gas cards rather than Chase cards, use the chart titled Personal Transportation Financial Aid to determine the number of gas cards of to give the customer. 
· Use the cost of each daily trip to determine the number of bus passes. Do not pay transportation for days the customer does not travel because of absence from a planned activity.  

· When using a Chase card to pay ongoing, planned travel expenses to get to work or school use Map Quest, or other internet mapping service, to determine the number of planned travel miles and multiply the number of travel miles by $0.17.  Load the card with the amount you determine the customer will need before the date you ask her to return with proof of attendance.

· Subsequent payments will depend on the customer providing proof of attendance in planned activities for the previous period.  If the customer did not attend work or school on all of the planned days, you must deduct the days of non-attendance from the next payment.  
· Unless you have reason to believe otherwise, you may assume that a customer who must work search to maintain her/his TANF/SNAP/Choices NCP benefits will use $20 a week to pay for gasoline. After the initial payment, you may provide another $20 each week that the customer’s job search log shows enough contacts for a reasonable person to assume she/he is using the funds to search for work.    
Vehicular Expense Limits

Car Repairs, Maintenance, Consumables and Safety Inspections 

Workforce Solutions may pay for mechanical repairs, maintenance, consumables and safety inspections up to $1,000 during a 12-month period if the customer:


· Demonstrates clearly and conclusively that she is unable to work, search effectively for work, or attend school without the repairs; and

· Demonstrates that she owns the vehicle or has the approval of the vehicle owner for the proposed service (see Vehicle Permission/Hold Harmless form attached); and

· Provides an estimate of the cost

· Workforce Solutions procured Firestone to provide service to our customer’s vehicles when we approve paying for that service.   
· Career office staff gives the customer a special Firestone Voucher from FAMS.  Firestone provides the payment office an estimate before beginning work.  

· Only when we do not find a Firestone location available within 50 miles from the customer’s residence, the customer must give us an estimate from an area automotive repair/supply business listed in the local telephone directory and open to the public.

Car Insurance and registration

Workforce Solutions may pay for the above vehicle expenses up to $800.00 during a 12-month period if the customer  

· Demonstrates clearly and conclusively that she is unable to get to work, search effectively for work, or attend school without one of the above 

· Has an estimate, or a bill, from the vendor for the cost 

· Can demonstrate ownership of the vehicle or 

· Co-signs a statement with the vehicle’s owner that she uses the vehicle to get to  employment, work search, or school as called for in her employment plan 

We will pay the vendor directly for insurance and registration.

Documentation Guidelines  
1. Any customer receiving more than $200 in transportation financial aid during a 12-month period must have a signed and approved Workforce Solutions financial aid application in her paper file.

2. If the customer is engaged in work search, she must have an active, up-to-date, work application in WorkInTexas.com. 

3. The customer must have an employment plan in TWIST and that plan must show why the transportation assistance is needed to reach the customer’s goal. 
4. TWIST counselor notes:

a. Add a counselor note each time the customer receives additional travel expenses stating the amount received and naming the documents submitted to substantiate the earlier payments.  Include a statement about when you told the customer to return with her attendance report to receive additional travel financial aid.  

b. When a manager approves more than $200 a month for personal transportation expenses she/he must assure that a counselor note stating the higher monetary cap is in TWIST.  She/he must also justify the reason for the higher amount on the Cash Substitute Request Form to be placed in the customer’s paper file.
5. TWIST/FAMS entries prior to giving a customer transportation financial aid:

a. If the customer is in TWIST check the support service tab to make sure previous transportation financial aid, when added to the current anticipated service cost in a particular category, does not exceed the limit for the 12- month period.  

b. If the customer is in TWIST check the counselor notes to determine if a manager has made an exception to the limit.  

c. Create a TWIST program detail if the customer does not have the one she needs.
d. Open the appropriate TWIST service.   

e. If you are providing a cash substitute or bus pass, enter the actual expense and the appropriate dates in both TWIST and FAMS.  

f. Each time you give the customer additional personal transportation assistance by cash substitute or bus pass enter the date, actual amount, and fund code in TWIST support service/actual amount. 

6. TWIST/FAMS entries for a customer going to Firestone for vehicle service 

a. Use the Firestone online store locator at http://www.firestonecompleteautocare.com/locate/index.jsp to determine if Firestone has a store within 50 miles of the customer’s home.  

b. Career office staff enters the maximum amount allowed for this customer for vehicle costs under support services/planned amount in TWIST. In the comments section make it clear whether we are paying for personal transportation or vehicle expense and note the specific vehicle expanse - repair, maintenance, consumable or inspection.     

c. Career office staff will not enter an amount in the FAMS commitment field.  Document the maximum vehicle expense amount available to the customer in the memo field of the FAMS commitment. State the correct category and description in comments to assure the customer does not exceed the limit in any category

d. Career office staff gives the customer a special Firestone voucher available in FAMS titled “Vehicular Services Commitment”.   This voucher is used only for Firestone.  Staff must include a description of the repair and the year, make and model of the car on the voucher. Do not enter an estimate of the cost.  

e. Financial Aid Payment Office, FAPO, staff authorizes the work after getting an estimate from Firestone, updates the authorized amount on the FAMS commitment, and approves the service.  

f. The customer signs a final invoice when the work is complete.  Firestone bills the payment office at the end of the month.

g. FAPO notifies the career office of the amount paid through a task in FAMS when they make final payment

h. Career office staff enters the TWIST support service/actual amount and date. 

7. TWIST/FAMS entries for a customer going to another vendor for vehicle service 
a. To authorize payments from another vendor when there is not an available Firestone store the career office staff scans the estimate and attaches it to the commitment in FAMS.

b. The Financial Aid Payment Office, FAPO, obtains two additional quotes, contacts the low bidder to confirm the company’s willingness to accept our voucher and to invoice Workforce Solutions when the work is complete before approving the commitment.

c. Career office staff contacts the customer and provides a voucher for the approved commitment. 

d. The customer takes the voucher to the vendor and signs the final invoice when the work is satisfactorily completed or the supplies received.
e. The vendor submits the signed voucher to the Payment Office and it pays up to the level of the voucher.      

f. We will pay the vendor directly only after receipt of an invoice for the service and after ensuring the work is complete.

8. For customers who receive personal transportation expenses, files must include:  

a. For ongoing regular planned travel by car, include a Map Quest, or other internet mapping service, print out showing the travel distance in the customer’s paper file. Write the expected travel days on the print out.

b. For ongoing planned travel by bus, include a statement signed by the staff member and the customer stating the number of daily trips expected each week.  Show your calculation used to determine the number of bus passes you will provide and when you expect the customer to return with her attendance report so she can receive additional bus passes.  For example, “Mary Smith plans to ride the bus to her volunteer job at ABC agency 4 days a week.  Her daily round-trip bus fare is $2.50 a day.   A $20 bus pass will pay for 8 days of travel.  Ms. Smith will bring her attendance report to the office in two weeks to receive an additional bus pass to continue to get to work.”     

c. Customers sign a form or a log each time they receive additional cash substitutes or bus passes.  

d. When you give the customer a reloadable Chase card, she signs a log or form indicating receipt of the card.  When we reload the card by telephone it is not necessary for the customer to sign the log or form.  Print the Chase receipt for the customer’s file to show she received another installment.  Document in the counselor notes the amount of additional financial aid received and name the documents submitted to substantiate the payments i.e. Verification of Hours form or school attendance form.  Enter the payment into TWIST support service/actual amount.
e. Include an attendance report signed by a responsible, knowledgeable party other than the customer in the paper file at least once a month that shows she/he traveled to the approved locations.  The most usual reports will be a teacher signed attendance report or a “Verification of Hours” form.  

f. For job search travel assistance over $200 during a 12-month period a job search log confirming the customer met cooperation requirements in the prior week must be in the file.  

9. For customers who receive financial aid for vehicle expenses, files must include: 

a. Proof of vehicle ownership 

b. A “Vehicle Permission/Hold Harmless Agreement” signed by the customer and vehicle owner if the expenses are toward a car that the customer uses but does not own
c. A copy of the Firestone Voucher 

d. An estimate from an approved vendor or legitimate auto repair supply shop if a Firestone store is not within 50 miles of the customer’s home  

e. A printout of the distance between the customer’s home and the closest Firestone indicating more than 50 miles distance

NOTE:
FAPO will maintain a copy of all invoices submitted by the vendor for vehicle expenses.  

The payment office will also maintain a record of all solicited estimates for automotive supplies/repairs 

Career office staff must enter all communication regarding customer financial aid transactions into the Financial Aid Management System no later than the end of the day they approve the aid.

Exception for Trade Act 

Usually, Trade Act customers are eligible for transportation assistance paid with WIA-Dislocated Worker money.  

However, if a Trade-certified worker lacks the job skills required to secure suitable employment and is required to commute more than 50 miles for training, federal regulations dictate the use of Trade Act dollars for transportation and subsistence payments according to the Trade Act rules.  (See the form “Calculating Travel and Subsistence Cost for the Reemployment and Training Plan” with Issuance 10-13 Procedures for Trade Affected Customers).

Action 

Implement these changes effective as soon as possible but no later than May 4, 2012
Questions

Staff should first ask questions of their managers or supervisors.  Direct questions for Board staff to Betty Drake at bdrake@wrksolutions.com 

Attachments

1. Personal Transportation Financial Aid form

2. Cash Substitute Request Form

3. Vehicle Permission/Hold Harmless form

4. Firestone Process Map
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