MERIT STAFF APPROVAL PROCESS FOR TAA/TGAAA TRAINING REQUESTS 
Step by Step Instructions for Case Managers
Step 1:
The first step in approving a training program is to calculate approximately how many weeks the customer has left for UI/TRA benefits. TAA customers only have 104 weeks of UI/TRA benefits (130 weeks if in Remedial) and 104 weeks of training (130weeks if in Remedial). TGAAA customers only have 130 weeks of UI/TRA benefits (156 weeks if in Remedial/Pre-Reqs) and 130 weeks of training (156 weeks if in Remedial/Pre-Reqs). If the customer has been laid off for a long period of time, this means he/she has gone through a significant amount of their benefit money. For example, if they have already drawn UI benefits for 6 months, this means they only have about 18 months left to complete a training program and still get paid while in training.  If they are requesting a 2 year degree program, the customer could potentially run out of money before completing the training program.  Be very careful when calculating training weeks and help the customer to understand that while he/she always has 104/130 weeks of training, part of the money has already been used and does not always coincide with training weeks.  If they do not have enough money to complete the program, the training request may be denied.  However, if the customer has a backup plan such as borrowing money from family, using savings, etc. and will put this in writing that they plan to complete training even if they run out of UI benefits, the training could potentially be approved.  Case managers will want to discuss this option with the TAA Coordinator BEFORE approval of this type of training request.

STEP 2
When a customer requests a specific training program, case managers will need to search for the requested program on IWDS to see if the training program has already been approved.  

To access this screen, follow these steps:

1.  Go to Staff Menu in IWDS and find the heading “Training Provider Information”. 
2.  Click on “Search Training Programs.” 
3.  Type the name of the training institution/school in the line “Training Provider Name.” 4.  Click “Search”.  
5.  Scroll down the list of programs to see if the one you are seeking is on this list.  Once you find it, look over to the far right under the heading “Approval Status/Approval Date” to see if it states “Approved” on the program you are seeking.  If it says “Approved”, no other steps need to be taken to secure an approval for this program. 
6.  Print out the program description and cost page by clicking “View” next to the program you are seeking.

7.  Print the screen “Training Program Summary”

8.  Click the button “Print Training Program”.
9.  Click “Print” (required for file.  Place in Section 3 of TAA file)
10. Also find requested training program in school catalog/on-line catalog.

Copy or print page with training program details and add to Section 3 of file.
Special Note: If the program is on the list but states it is “Pending, Captured, or Denied”, please contact TAA Coordinator to inquire about the status of the program.  It is not considered an approved program at this time and case managers will not be able to enroll until the program is at an “Approved” status.
NOTE!! If the program you are seeking is not on the approved IWDS list at all, the next step is to contact the TAA Coordinator with a request for a new program.  The request must include the name of the school/training institution, an accurate name of the requested training program, and an estimate as to how much the training program will cost.  This cost sheet must include costs for tuition, fees, supplies, etc. Customers should request this cost sheet from the training institution where their requested program is offered and bring it to his/her case manager to expedite the training request process.  No programs will be approved without a Cost Estimate.
STEP 3:

The case manager’s next step is to go into the ONET website and type in the name of the occupation that the customer is interested in going to training for.  For example, if a customer requests to go into Accounting, type in this word to acquire information regarding this occupation.  The steps are as follows:  

1.  Go to http://online.onetcenter.org/
2.  Click on “Find Occupations”

3.  In Keyword box, type in the word “accounting”.  

4.  Click GO

5.  Look at the list of occupations and choose the one that most closely matches what the 
     customer is requesting.  If the customer is beginning an Associate’s Degree in   

     Accounting, the closest choice would be “Bookkeeping, Accounting
     and Auditing clerks”

6.  Click on Bookkeeping, Accounting, and Auditing clerks.

7.  Scroll all the way down to the bottom of this page until you see a heading “State and

     National” Use the drop down box and select the state “Illinois”.

8.  Click GO

9.  Scroll down this page until you see the heading “State and National Trends”.  Look at the line for Illinois.  What do you see under Percent Change heading?  Does it show a positive growth (+ sign) or a negative growth (-sign) in this box?  If it shows positive growth, the program request will most likely be approved.  If it shows negative growth, the program request will most likely will be denied. 

10.  Print out this form and place in Section 3 of TAA file.  This is your NEW occupation labor market research (first one at top of Section 3 checklist)
STEP 4:
Customers must complete a “Request for Training” packet. (no blank spaces allowed on this form). Explain the purpose of this form and review the Sections with the customer. The customer should be instructed to contact his/her case manager once this form has been completed.  Once the customer contacts the case manager to confirm this form has been completed, the case manager must review the form with the customer and have a discussion as to the results of the customer’s labor market research.  Does the customer’s research support the labor market information found on ONET? Does the customer and case manager agree that there is a growth in the occupational area and that self- sufficiency can be attained?  If the case manager agrees that the customer’s Request for Training packet supports the requested program through supportive labor market information, then the case manager will sign and date the form and notify the customer that his/her training program has been approved. If the Request for Training packet is incomplete or does not support the requested training program, the request must be denied.
Place this completed form in Section 3 of the TAA file.

STEP 5:
Customers must complete Career Scope (comprehensive computer based aptitude test) prior to approval for school.  Case manager should review results of this test with customer and confirm that test results support the training program the customer has chosen.  
A printed copy of Career Scope results go into Section 3 of TAA file.  In addition, the case manager should add results of Career Scope under “Tests” in customer’s Application Menu screen.  Follow this procedure:
1.  Go to application menu of customer and click on “Tests”

2.  Click “Add Test”

3.  Select Category as “Other” and click “Next”

4.  Fill in “Functional Area” with “Aptitude” from drop down menu and click “Next”

5.  Fill in “Test Date” with the date in which customer completed Career Scope

6.  Fill in “Test” with “Career Scope” from drop down menu

7.  Type in comment section a summary of the results of Career Scope and why these scores support the training program the customer has chosen.

8.  Click  “Save and Return”

STEP 6:

Customers must apply for Financial Aid.  This is a requirement of the program. Direct the customer to the FAFSA website to complete this process for free.  The website is: http://www.fafsa.ed.gov   The customer must bring in proof of filing for Financial Aid by printing off their application.  Also, once the customer receives the Student Aid Report in the mail, the case manager must also receive a copy of this report. 
Add Financial Aid information from customer to Section 3 of TAA file.

STEP 7:
Case managers must complete TAA Form #005 (Eligibility Determination for TAA Transportation Assistance form) to determine eligibility for TAA transportation.  Steps to follow for this procedure are:

1.  Go to Mapquest to determine the distance between the customer’s home address and the training institution/school they are requesting to attend.

2.  Type in customer address and training institution address to determine total miles to and from the training institution.  The customer must drive OVER 25 miles one way in order to receive TAA Transportation assistance.

3.  Print the mileage verification (use Mapquest documentation to verify mileage for your file) and add to Section 4 of TAA file.
4.  If the customer drives over 25 miles, multiply the total miles by the federal allowable rate to determine daily reimbursement for mileage.  For example, if the customer drives 
33.4 miles one way to school, multiply 33.4x2 to get round trip miles.  Then multiply 66.8 miles (round trip) by the federal allowable rate.  Example:  If the current federal mileage rate is at 50 cents per mile, the total mileage due to this customer will be 33.40 per day.  

If customer does NOT drive over 25 miles one way, he/she is still required to sign and date Form #005; “I understand I am not eligible under the TAA program for transportation assistance”.  
If the customer is eligible for subsistence, go to the following website to obtain most updated rate for per diem:   http://www.gsa.gov/portal/category/21287  When you get to this website, click Per Diem Rates on left side of page.  You will now see a USA map.  Click Illinois. Notice this line: 

“If neither the city nor the county is listed, the location is a standard CONUS destination with a rate of $77.00 for lodging and $46.00 for meals and incidental expenses (M&IE).”
These two totals of 46.00 and 70.00 equal 123.00.  Subsistence Rate is ½ of this amount or $61.50. Customer is eligible for $61.50 maximum daily amount of mileage reimbursement.
STEP 8:
Case managers must complete TAA Form #007 “Individual Training Account Projection” to estimate total costs for the approved training program BEFORE REQUESTING APPROVAL FROM THE STATE!!  These estimates can be from the Cost Estimates from the training institution or case manager calculations. IWDS will also include the costs when you print out your training program verification approval from the State approved list in IWDS.  IWDS does not specify costs of tools, supplies, etc. in every case, so be careful to include ALL estimated costs of the requested program.  Note:  This estimate should also include Graduation fees. Remember, the soft cap of a TAA training program is $20,000.00.  This should include all training costs and transportation costs if the customer is eligible for TAA transportation.  The training tuition, fees and books should not be over the soft cap.  Special permission from the state will need to be obtained if the training request for tuition, fees, books go over the soft cap and the customer can find no alternate choices for training. However, if TAA mileage projections cause the cost to go over the soft cap, this can be approved, but a specific case note MUST be added to explain the excessive cost for the training program.  
The following case note MUST be added in the event the total training cost goes over the soft cap due to TAA Transportation costs:
In the Subject Line of the case note, just type "Explanation of training cost projection"

Type this case note:

"Customer is attending a training program that is located at a distance that meets eligibility requirements for TAA transportation reimbursement.  The customer lives in a rural area in which travel is necessary to attend the closest college providing this training.  The cost estimate for this program is calculated to be over the $20,000.00 cap due to transportation costs."  
STEP 9:

This is a very critical step! All TAA customers starting their FIRST semester of training must have a TAA Form #006 (Verification of TAA Training Enrollment” form signed and dated by the college they are attending within 30 days of the first day of school. If this form is not completed, the customer CANNOT attend school! This form only needs to be completed once at the beginning of the training program.  Case managers should put a reminder on their calendars to mail or give this form to their customers within 30 days of the start date of school.  The customer must sign this form, and then the customer must take it to the college for an authorized signature.  Stress to the customer the importance of this form and that it needs to be returned immediately.  The last signature on this form will be signed by the case manager.  Make sure ALL signatures are dated BEFORE the first day of school.  If this form is not completed accurately and in a timely manner, the customer cannot attend training.
STEP 10:
Case managers will schedule a time to meet with each customer who plans to start a training program.  
The following forms must be completed with each customer PRIOR to requesting a training program from the State:
1.  Form #005- Eligibility Determination for TAA/TGAAA Transportation Assistance

2.  Form #004a (TAA) /#006b (TGAAA)-Training Requirements Fact Sheet

3.  Customer Request for Supportive Services (if applicable for WIA mileage or Child Care)

4.  CEFS Supportive Service Calculation form (if applicable)

5.  TAA/TGAAA Form #006 

6. TAA/TGAAA Form #007 Individual Training Account projection 
7. TAA/TGAAA Form #014-IEP-Completion of training section on IEP is required before training can be requested to the State.

8. TAA/TGAAA Form #017 Training Affidavit with all documentation verified and case manager signature completed on form. NOTE:  After completion on this form, the case manager must send the original affidavit to the TAA Coordinator for required signature.  The TAA Coordinator will mail the original form back to the Case Manager.
9.  Proof of filing for Financial Aid.

10. Class schedule and bill if available at the time of training request.

These forms should be given to the customer at Training Orientation:

1.  Bi-weekly Verification of TAA Training Attendance forms 

2.  TAA Attendance/Child Care/Transportation Record forms 

3.  Student Monthly Contact forms 
4.  CEFS Training Voucher for tuition

5.  CEFS Book Store Authorization

6.  CEFS Authorization to Release Information 

7.  CEFS Classroom Training Orientation form
The customer must bring in the following to the case manager:

1.  A class schedule 
2.  A bill for the current semester. 
3.  Book list of required books

STEP 11:
When all documentation has been completed and the Training Affidavit has been checked off and signed, the case manager must now officially request training through the TAA Coordinator.  Before the request is made, the following will need to be completed before the request is made to the TAA Coordinator: 
1. Check case notes to ensure there is a natural progression into training.  There should be case notes on assessment meetings with customer, discussion of training, Career Scope completion, completion and return of 006, completion of 005,  007, 014 (training section on IEP), and 004a (TAA Training Requirements Fact Sheet) or 006b (TGAAA Training Requirements Fact Sheet). Add a very detailed case note as to what type of training is being requested, location of training, and time-frame as to when training will be completed, indicating the customer will complete training within allowable weeks.  In addition, include that you have determined the 6 criteria has been met as reported in the IEP.  Also report if the customer is in need of Remedial classes.  

2. Add a separate case note with the actual 6 conditions of training and supportive documentation.  (You can copy and paste your entries from your IEP for this case note.)  Subject Line: “6 Conditions of Training Met”

3. Review the Form #17 TAA/TGAAA Illinois Trade Training Affidavit Approval form to ensure that all required documentation has been completed. The case manager must sign this form.  You are now ready to request approval from TAA Coordinator.
4. Send an email with all required scanned attachments from the Form#017 TAA/TGAAA Illinois Trade Training Affidavit Approval form for the TAA Coordinator’s review.  Include the #017 affidavits in your scanned attachments. In the Subject Line of the email, please type “Type of Training” (identify the training program here. i.e. CDL, Welding, etc.) and IEP Approval for “Customer Name” from LWIA 23”.  In the body of the email, simply type “Please review attached documentation for approval of training.” Reminder:  Make sure you have your 6 Conditions of training case note in IWDS BEFORE requesting approval for training as well as all other pertinent case notes connected to the natural progression into training. If these case notes are missing, approval will be delayed until completed.
Reminder: Case manager will need to mail the original training affidavit to the TAA Coordinator to sign.  The TAA Coordinator will mail the original form back to the Case Manager.

5. TAA Coordinator will review the Training Affidavit and attached documentation and case notes.  If everything is in order, the TAA Coordinator will sign the scanned copy of the Training Affidavit.

6. Next, the TAA Coordinator will enter in the “Enrolled in Training- Not yet Started” in the Status Record.  This record MUST be added within 30 days prior to the first day of school.  The last dated signature on the #006 Verification of Training form is used as the official “enrollment in training” date when entering in the “Enrolled in Training-Not yet Started” Status line.  IMPORTANT!  IWDS will not allow this entry if it is further than 30 days out from the first day of school of the new semester!  ALL VALID TRAINING APPROVALS CAN ONLY BE APPROVED WITHIN 30 DAYS OF THE 1ST DAY OF TRAINING.  NOTE:  When the TAA Coordinator enters the “Enrolled in Training, not yet started” entry, the waiver will be automatically revoked in IWDS.
7. The TAA Coordinator will end the Waiver in the training service record and the Status screen with the SAME date in which “Enrolled in Training, not yet started” was entered. The TAA Coordinator will also enter an “IEP” Status record in the TAA Status screen and reflect reason for updating the IEP in the Comment section.  A sample reason the TAA Coordinator may use for updating the IEP for a training customer would be “Customer will begin AAS-Accounting program at Lake Land College on 6/4/11. Please review 6 conditions of training justification documentation in case note as TAA Status screen will not accept all required documentation in Comment section due to too many words for this entry.”  

8. In addition, the TAA Coordinator will enter in the training service record to reflect the accurate projected Start date of the training program. (IMPORTANT! This will be a future date that will be entered BUT the date CANNOT exceed 60 days from the date entered and the 1st day of the next semester.  IWDS will not allow any entry that exceeds 60 days from the current date of entry and the 1st day of the next semester. )  
9. In addition, the TAA Coordinator will add a training service record to reflect if the customer is eligible for TAA/TGAA Transportation or Subsistence.
10. The TAA Coordinator will then sign the affidavit and scan the Training Affidavit to the State to request training approval.
11. The State will respond by email to the TAA Coordinator with an approval/denial of training request.
12. The TAA Coordinator will forward the State’s confirmation/denial email to the assigned case manager.  IMPORTANT!  The assigned case manager MUST print out the confirmation/denial email immediately and place in the file in Section 3 behind the Training Affidavit. In addition, attach an additional copy of the State’s confirmation email to the #006 Verification of TAA Training form and place in the file.  Reminder:  If the customer is under TAA 2002 rules, the Bona Fide Application for Training form must also be attached to Form #006 and placed in the file.

13. The Case Manager will update the Green paper waiver by completing the Revocation section.  Important change! The date that is now required on the Revocation section is the date that the State Merit Staff approves/denies the Enrolled in Training-Not Yet Started line in the Status screen.  This approval date can be found by clicking on “View” in the Status screen under the entry “Enrolled in Training, not yet started”.  At the bottom of the screen, it will show “Approved”, a Merit Staff representative’s name, and an approval/denial date.  Use the date you see in this section as your Revocation date on the green paper waiver.  In the comment section, write, “Enrolled in training, not yet started was approved/denied on (date) by State Merit Staff.
14. Add a case note with the same date as used on the revocation section of the green paper waiver. In the Subject Line, type “Enrolled in Training-Not yet started approval (or denial) from State.  In the body of the case note, type “Enrolled in training, not yet started was approved (or denied) on (date) by State Merit Staff.
15. Once the first day of training arrives, case managers must complete all required entries into the WIA training service record (i.e. transportation, child care, etc.) In addition, a training service record “Training in other title” must be added to the WIA service record.  Double check which programs (i.e. 1D, 1E) and which grant numbers are correct before entering into WIA.  If in doubt, please do not guess.  Call the TAA Coordinator or Case Manager Supervisor for assistance.
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