JOB SEARCH ALLOWANCE-WHERE DO I START?
1. You will first need to request verification from the customer that they have a bona fide job interview.  Request written documentation from the potential employer to verify the time, date and location of the job interview.

2. Calculate transportation costs by calculating distance between customer’s home and the job interview site. 

3. Print out directions on how to fill out TAA/TGAAA Form #012.  

4. Print out TAA/TGAAA Form #012

5. Follow step by step instructions.  This form requires a customer signature.
6. Direct customer to also take the TAA/TGAAA Form #012b to the job interview and have the interviewer fill out for verification of attendance.  This form must be completed before reimbursement can be issued.
STOP!
7. Fax copy to TAA Coordinator for review.  TAA Coordinator will respond by email or phone after review to notify case manager of approval of Job Search Allowance Application. Once case manager receives approval, continue to the following steps:
8. Go to IWDS and search customer name. Click “View” on TAA application
9. Click “List Enrolled Services”
10. Click “Add Enrolled Service”

11. At “Title” line, select TAA

12. At “Service Level” line, drop down menu and select  “Job search”

13. At “Start Date” line, use date that customer came in to request Job Search Allowance

14. Click  NEXT

15. Activity will default to insert “Job Search Allowance”

16. Click “Next”.  Customer will now be enrolled for Job Search Allowance.  Now it is time to complete the  Form #012a-Reconciliation for Out of Area Job Search.
17. Print out Form #012a instructions

18. Print out Form #012.  This form also requires a customer signature.  Complete form after reviewing any receipts and documentation the customer brings in.

19. Fax completed Reconciliation form to TAA Coordinator for Review.  TAA Coordinator will respond by email or phone after review.  
20. Once TAA Coordinator approves, make copies of ALL receipts, documentation, forms, and the completed Form #012 and completed Form #012b and completed Form #012b.  Place these in appropriate location in Section 3 of the customer file.  Use white divider label to identify these forms in file.

21. Send originals to TAA Coordinator for processing of payment.

22.  You will go back into  the Application Menu and click on “List Enrolled Services”

23. Click “Job Search Allowance” line and put an End date in to reflect what day the customer brought back required forms and you completed the Reconciliation form.

