REQUEST TAA FUNDS FOR JOB SEARCH/RELOCATION INSTRUCTIONS

A. Purpose

· To request TAA funds for a job search or relocation allowance.

B. How to use this form
1.
Moving Around The Form:

· Use the tab key to advance to the next field.  To back up to previous fields, press and hold the shift key while pressing the tab key once for each field you want to back up to.

· Or, use the mouse to click into the appropriate field.

· DO NOT USE THE ENTER KEY TO NAVIGATE THROUGH THIS DOCUMENT.  USING THE ENTER KEY WILL SHIFT FIELDS AND ADD LINES WITHIN THE DOCUMENT.

· Use the scroll bar located to the right of the form to scroll up or down the length of the form.

2. Selecting Check Box Fields

Once you have chosen the appropriate check box:

· Using the keyboard press “x” to select the box; if the box is selected press  “x” again to deselect the box;

· Using the mouse, left click in the box; this will place an “x” in the box.  If the box is selected left clicking again in the box will deselect it. 

C. Entries

1.
Claimant Information

· Name - Enter the worker’s name

· OSOS ID - Enter the worker’s 9-digit OSOS ID number.  

· Check 1 if requesting Job Search Allownace

· Check 2 if requesting Relocation Allowance

· 3. Enter the total amount of the allowance.

· 4. Enter the total amount of TAA funds requested.

· 5. Enter the total amount of WIA funds used for the allowance if applicable.

· 6. Indicate the anticipated dates of travel.

· 7-8. enter your name and e-mail address. 

Submit this request as an attachment to WDTDfunding@labor.state.ny.us.  In subject line indicate individuals last name and first initial.
