Volume IIIA

OMTL-430
Kentucky Works Program

R. 11/13/12
MS 5300
TRANSPORTATION AUTHORIZATION 
(1)

AND ISSUANCE PROCEDURES
MS 5300                                                                                                        (2)


Payments are provided to work eligible individuals for transportation and travel-related expenses.  Transportation and travel-related expenses are gas, parking, tolls, fares, etc., which are determined necessary for an individual to participate or prepare to participate in Kentucky Works Program (KWP) activities including employment.  If the individual needs transportation to take a child to daycare, which is necessary to participate, transportation can be paid even if the individual walks to the participation site.  
[Transportation payments are deposited to an EBT account.  If there are two individuals in the case participating in KWP activities and requesting transportation, each individual has an EBT account and card.  The individual who has the K-TAP EBT account accesses his/her transportation payments with that EBT card.  The other individual has a separate EBT account and card to access his/her transportation payments. If the other individual already has an EBT account for another case, the WIN reimbursement will be deposited to that account.  To create an EBT card for the second individual who has no EBT account, go to KAMES, the Case Change Menu, Option 6, EBT Card for Second Parent.  This must be done in order for the second individual to access the transportation payments.

A. Participants are eligible for anticipated transportation expenses related to KWP participation which is:

1. Four or more days in a month.  The payment is $200; or
2. Three days or less a month.  The payment is $15.
Explain to the participant that transportation is paid prospectively.  After the initial request month he/she will receive the payment for transportation expenses prior to the month the payment is actually intended to cover.]  

B.
At the initial request for transportation expense payment, assist the participant in completing form PA-33, Verification of Kentucky Works Participation, to request payment for the start month and the following month. 


[1.
Issue form PA-33 from OTIS Component screen to verify the need for the transportation payment.  Issue the payment for the start month and the following month on OTIS within 7 work days of receiving completed form PA-33.]

2.
At the initial request for transportation, two separate forms PA-33 are completed and two separate payments are made, one for the start month and one for the following month.


3.
On form PA-33, the “Request for Transportation Payment” section, the individual checks the first block to request transportation for 1 to 3 days.  The individual checks the second block to request transportation for 4 or more days.
[EXAMPLE:  The participant is placed in a component 3/3/10.  The participant completes form PA-33 from OTIS on 3/3/10 to request the number of days transportation is needed for March (the current month). The participant completes an additional form PA-33 to request the number of days transportation is needed for April (the second prospective month).  A third form PA-33 is given to the participant to verify actual participation for the month of March.  OTIS will then begin system generating forms PA-33 at the end of March to capture April participation to be returned in May.]  
4.
At initial request, if the participant does not return form PA-33 within 10 days, send form PA-105, Notice of Ineligibility, to notify the participant of the denial of payment of the transportation expense.
C.
After the initial months, the individual requests transportation payments prospectively on form PA-33 by completing the appropriate block in the “Request for Transportation Payment” section that corresponds with the number of days the participant is scheduled to attend his or her activity. 
D.
Transportation can be authorized in one of two ways: 

[1.
Transportation issued by completion of the Component screen - Tracking on OTIS.


2.
Transportation issued through the Payments screen – Transportation on OTIS.] 

