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YOUTH TRANSPORTATION PAYMENT POLICY 
 
 

PURPOSE:  To provide Western Piedmont Workforce Development (WPWDA) policy 

regarding the payment for Workforce Innovation and Opportunity Act 

(WIOA) Title I youth/young adult participant transportation costs. To rescind 

Youth Transportation Payment Policy dated January 1, 2020. 

 

BACKGROUND: The WIOA Legislation allows expending Title I Youth program funds for 

youth/young adult (hereafter referred to as participant) transportation for 

actual costs incurred. WPWDA policy allows participant transportation 

costs to ensure their mobility for employment and supportive services.  

Only miles driven will be the basis for reimbursement and must be well 

documented. 

 

PROCEDURE: Examples of different methods of incurring costs and how payments may 

be administered are as follows: 

 

1. If the participant is driving their car to the training site, WIOA Title 1 

Youth NEXTGEN Career Advisor s (hereafter referred to as NEXTGEN 

Career Advisor) must verify this, as well as verify the round trip 

mileage in order to reimburse the participant.  This verification 

should be made using Google Maps (www.google.com/maps/dir) 

and the total round trip mileage documented by the career 

advisor.  In the event an address does not show on Google Maps, 

please contact the WPWDA Program Administrator or Finance 

Manager for direction. 

 
The rate at which participants will be reimbursed will be $ .30 per 

mile. The maximum reimbursement per month per participant is 

$300.00. 

 
All participants who receive travel/transportation support 

services must be notified the provision of this service is 

subject to WIOA Title 1 funding availability.  In the event of 

funding changes, participants will be notified in writing from 

the WPWDA Program Administrator.   

 

Adequate source documents must support these costs.  Source 

documents must be uploaded to ncworks.gov to include Google 

map printouts, monthly mileage reimbursement form and monthly 

attendance for training.  The NEXTGEN Career Advisor also has the 

responsibility to ensure that travel costs correlate with days the 

participant attended class.    

 

2. If a participant does not have a car but arranges to ride with another 

participant, the driver can be reimbursed only for actual miles driven 

to and from training.  The Carpool Approval Form – WIOA Title 1 

Driver form (Attachment C) must be completed by the driver and a 

http://www.google.com/maps/dir
http://www.google.com/maps/dir
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copy of the driver’s license reviewed and uploaded to ncworks.gov. 

The NEXTGEN Career Advisor must verify and document the 

driver's mileage from home to training center and on that person's 

travel voucher the driver certifies the additional miles with an 

additional Google Map for the distance of added miles and notates 

it on the form.  In the case of a voucher system (#6) the driver may 

be reimbursed at the rate for the total mileage. All source 

documents must be uploaded into ncworks.gov. 

 

  An example would be if the participant driving goes out of their way 

2 miles to pick up another participant. In this instance, the 

participant who is driving can be reimbursed for miles to and from 

his own residence to the training center and for the additional four 

(4) miles benefiting the other participant.   

 

3. If a participant arranges to carpool with a non-WIOA participant or 

other third party driver, the NEXTGEN Career Advisor must verify 

the carpooling arrangements by having the driver complete the 

Carpool Approval Form – Third Party Non-WIOA Driver form 

(Attachment D) and present a copy of his/her driver’s license to be 

uploaded in ncworks.gov.  The driver's mileage incurred for 

allowable participant transportation must be verified using Google 

Maps.  In this instance, the can reimburse the provider allowable 

miles driven at the same rate NEXTGEN Career Advisor 

participants receive when driving their own car.  The NEXTGEN 

Career Advisor must secure adequate documentation for this 

arrangement as indicated and the check for payment must be to the 

provider, not the participant.  All source documentation must be 

uploaded in ncworks.gov.  Checks for third party drivers will be 

mailed to the driver’s address.   

 

4. Transportation costs may be provided using a gas voucher system. 

A voucher system in the WPWDA must include incremental costs 

based on WPWDA approved criteria.  These costs must be 

processed as a reimbursement to the participant or fuel provider 

based on documented training attendance.  The NEXTGEN Career 

Advisor must maintain adequate records to substantiate the 

issuance of the vouchers and submit monthly information regarding 

the participants who received vouchers.  If reimbursements are 

made to participants listing an incremental scale based on an 

average of miles driven per week, the NEXTGEN Career Advisor 

must maintain records correlating attendance, mileage, and the 

amount of reimbursement.   

 

5. The Federal Regulations allow transportation costs for public 

transportation systems.  If the NEXTGEN Career Advisor’s 

city/town has a bus system, they can reimburse participants for this 

expense.  However, for better internal controls, it is recommended 

the NEXTGEN Career Advisor purchase the bus tickets and 
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disburse to participants as appropriate.  Adequate documentation 

would be a receipt from the bus company for the initial transaction 

and then when given to participants to keep a record that shows the 

date tickets are dispensed and to whom. 

 

6. The NEXTGEN Career Advisor can charge grant funds for the use 

of agency owned vehicles with these guidelines: 

 

 If the trips made transport only WIOA Title 1 participants, a 

log should be maintained showing trips and miles per trip 

and subsequently, charge WIOA for actual costs of gas, oil, 

and general maintenance. The log and the vendor invoices 

will be the source documents to support the cost. 

 

 If the NEXTGEN Career Advisor uses agency owned 

vehicles transporting WIOA Title 1 participants and at the 

same time provides the service to non-WIOA participants, 

the actual costs of operation must be allocated to all funding 

sources that benefit.  Here again, a log must be kept, as 

well as vendor invoices for other costs. 

 

   Example:  $300 total cost to operate in August.  

   10 WIOA participants = 50% = 50% X $300 = $150 

      5  Head Start            = 25% = 25% X $300 =      75 

     5  Voc. Rehab            = 25% = 25% X $300 =      75 

    20               100%     $300 

 

7. The Federal Regulations also allow transportation costs with private 

transportation systems. This method requires a contract between 

the NEXTGEN Career Advisor and the transportation provider.  

This cost must be the most reasonable the NEXTGEN Career 

Advisor can find.  Keep in mind this is purchasing a service outside 

the agency and the NEXTGEN Career Advisor must also comply  

 with their own agency's procurement standards.  When the 

NEXTGEN Career Advisor has "shopped" for the best price and 

complied with procurement standards, all appropriate information 

and the proposed service contract must be submitted to the WIOA  

finance manager for approval or disapproval before execution of the 

contract.  If the contract is based on a rate per mile, then the 

provider must maintain a trip log.  This trip log should be used by 

the provider to bill the NEXTGEN Career Advisor for trips. Trip logs 

must contain miles per trip and total miles times the rate agreed 

upon. If the contract is for a fixed amount, the contract must 

address the method of payment, but in no circumstances should 

any NEXTGEN Career Advisor pre-pay.  The most appropriate 

method would be installments at agreed upon intervals and after 

the services have been rendered. 
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The class, clinical or other required training round trip mileage is to match 

the Google Maps in the participant’s file in ncworks.gov stating the exact 

mileage from home to training location with no rounding. Rounding of 

mileage is allowed for the total miles in the WIOA “Staff to Complete” 

section at the bottom of the WIOA Transportation Mileage Reimbursement 

Form (Attachment B).  The career advisor is to submit a support check 

request for each participant for which transportation reimbursement is 

requested.    

 

Participants are to be reminded if they knowingly falsify or withhold 

information to qualify for transportation support assistance for which they 

are not entitled, services will be denied and legal action will be taken to 

recoup WIOA Title 1 Federal funds. 
   

  The original WIOA Title 1 Transportation Mileage Reimbursement 

Form (Attachment B) and support check request are to be submitted 

to WPWDA.  The WIOA Title 1 Transportation Mileage Reimbursement 

Form is to be uploaded in ncworks.gov in the participant’s support 

services activity code.   

 

  When reimbursement is made to the participant, the WIOA Title 1 

Participant Check Log is to be completed and signed by the participant.  

The participant should complete the information, which requires them to 

look at the check, while they are with the career advisor and sign that 

they received the check and it is what was expected. The NEXTGEN 

Career Advisor should initial off on each line after the participant picks up 

their check. The NEXTGEN Career Advisor is to enter a case note in the 

participant’s file in ncworks.gov stating the participant picked up and 

signed for their reimbursement check.  After all checks are picked up, the 

NEXTGEN Career Advisor signs the WIOA Title 1 Participant Check Log 

at the bottom and is to be submitted to WPWDA with the monthly billing.  

WPWDA staff will verify the participants picked up their check.  See 

WPWDA’s Occupational Trainings, ITAs and Cost Tracking Process 

Policy for the WIOA Title 1 Participant Check Log form 

(www.westernpiedmontworks.org). 

 

  Any reimbursement made to the participant or on behalf of the participant 

for transportation support services will have a $35.00 stop payment 

charge deducted from the replacement check if the original check is lost, 

stolen or destroyed. 
 

  Under no circumstances are any forms of “white-out” or correction 

tape to be used on any WIOA Title 1 forms. All forms are to be 

completed in ink only.  

 

  The attached forms are to be used to document expending WIOA funded 

transportation assistance. 

 

   

http://www.westernpiedmontworks.org/
http://www.westernpiedmontworks.org/
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  Attachment A – WIOA Title 1 Checklist for Determination of  

  Transportation Needs.     

   

  Attachment B – WIOA Title 1 Transportation Mileage Reimbursement 

Form.  This form documents the reimbursement of transportation costs to 

the individual client on a per mile basis.  At the discretion of the NEXTGEN 

Career Advisor, a participant who has children for whom WIOA Title 1 is 

paying childcare may include the drop off/pick-up at the daycare site within 

the round trip miles to school or other training location.  This should be 

included on the Google Maps printout as an additional stop.  

  

  Attachment C – WIOA Title 1 Carpool Approval Form – WIOA Title 1 

Participant Driver.  This form documents the agreement between two or 

more WIOA Title 1 participants where one participant provides 

transportation services to another participant. 

 

  Attachment D – WIOA Title 1 Carpool Approval Form – Third Party Non-

WIOA Driver.  This form documents the agreement between the 

participant and a third party driver (parent, significant other, another 

student) who will provide transportation services for the participant.  
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WIOA Title I Checklist for Determination of Transportation Needs 
 
Name (Print):         
 
        Check all that apply 
 
I. Does not own car.        
  
 Does not have access to a car.      
 
 Has a car that is not operational, and has no 
 funds to make operational.       
 
 Has no funds to purchase gas for car.      
   
 Does not have a driver’s license.      
  
 Has had driver’s license revoked.      
 
  
II. Does not know how to drive.     ______ 
 
 Does not have any funds to pay for a bus ticket or to 
 pay for someone to transport participant to class.    
 
 
III. Non-WIOA transportation resources 
 explored with no positive results.      
 
 

A participant will have Workforce Innovation and Opportunity Act (WIOA) Title I 
transportation services provided to him/her if at least one item in each I, II, and III is 
checked. Transportation assistance is subject to WIOA Title I funding availability.  This form 
is required for eligibility and receipt of transportation support services. If funding availability 
changes, I understand that I will receive notification in writing from the Western Piedmont 
Workforce Development Area Program Administrator.   
 
Any reimbursement made to the participant or on behalf of the participant for 
transportation support services will have a $35.00 stop payment charge deducted from 
the replacement check if the original check is lost, stolen or destroyed. 
 
I certify the above information is correct and understand that if I knowingly falsify or 
withhold information to qualify for transportation assistance for which I am not entitled, 
services will be denied and legal action will be taken to recoup WIOA Federal funds. 
 

 ___________________________________            ____________________ 
                  Participant Signature                 Date 
 
 ___________________________________       ____________________ 
                NEXTGEN Career Advisor Signature           Date 



Attachment B

Must be completed in INK (Month/Year)

Name   SSN (Last 4 only) _____________

Physical Address PO Box

Name  SSN (Last 4 only) _____________

Physical Address PO Box

Date Class 

Round Trip

Other 

Round Trip

Training Location                                           

(School, Clinical, Internship, Co-op)

Total 

Miles for 

Day
Notes

1

2

3

4

5

6

7

8

9

10

11

12

13

14

15

16

17

18

19

20

21

22

23

24

25

26

27

28

29

30

31

Date

Date

□ Alexander □ Burke     □ Caldwell      □ Catawba

□ Youth                                       

(@ $0.30/mile - maximum $ 300.00 )

DateNEXTGEN Career Advisor Signature  __________________________________

WPWDA Policy Statement - June 30, 2020

WIOA Transportation Mileage Reimbursement Form for

Participant Information

Driver Information (if different from participant)

Additional Mileage Documentation in File?       □ Yes     □ No

Total Miles:    ________________________

Amount Due:  ________________________ 

I verify that the round trip mileage for this participant to attend classes, clinicals, internships and/or co-op is accurate to the best of 

my knowledge.

I certify the mileage listed is correct and understand that it will be verified.  I understand if I knowingly falsify information, services 

will be denied and legal action will be taken to recoup WIOA Federal funds.  Transportation assistance is subject to WIOA funding 

availability.

Student Signature

Driver Signature

WIOA Staff to Complete

County

Funding Source
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WIOA Title I Carpool Approval Form 

WIOA Title I Driver (Individual) 

 

When a Workforce Innovation and Opportunity Act (WIOA) Title I participant does not have 

transportation, or is unable to drive, another participant may provide transportation services 

which may be result in additional reimbursable miles.  In this instance the driver can be 

reimbursed for additional miles driven to transport the participant to school and/or training 

activities which may be beyond the miles for which the driver is already being reimbursed.  The 

reimbursement rate will be the same as if the participant were driving their own vehicle.   

Carpool driver must certify that he/she has agreed to transport the participant to school and/or 

training activities as required by their curriculum/program.   

 

I (Carpool Driver), _____________________________, agree to provide transportation for 

WIOA Title I Participant, _____________________________, as required by their WIOA 

Title I training program.  I understand that I will be reimbursed at a rate of $.30 per mile to 

a maximum of $300 per month.  All trips must be documented with a Google Map for 

each location, a mileage reimbursement form showing daily travel and an attendance 

form signed off by the instructor indicating the days the student attended class/training 

activity.  Additional miles for the participant will also be documented by Google Maps if it 

adds miles to the driver’s number of miles.   

 

Carpool Driver Signature (same name as above):____________________________________  

Date:       

Participant Signature (same name as above): _______________________________________ 

Date:       

 

I (NEXTGEN Career Advisor) certify that I have viewed and obtained a copy of the driver’s 

license for the driver listed above. 

NEXTGEN Career Advisor Signature: ____________________________________________ 

Date:       
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WIOA Title I Carpool Approval Form 

Third Party Non-WIOA Driver (Individual) 

 

When a Workforce Innovation and Opportunity Act (WIOA) Title I participant does not have 

transportation, or is unable to drive, a third party (individual) may provide transportation 

services, which may be reimbursable for the designated participant.  In this instance, the driver 

can be reimbursed for miles driven to and from to transport the participant to school and/or 

training activities.  The reimbursement rate will be the same as if the participant were driving 

their own vehicle.   

The Third Party Non-WIOA Driver must certify that they are providing services of transporting 

the student to school and/or training activities as required by the participant’s 

curriculum/program.   

I (Third Party Non-WIOA Driver), ________________________________, agree to provide 

transportation for (WIOA Title I Participant) ________________________________ as 

required by their training program.   

 

I (Third Party Non-WIOA Driver) understand that I will be reimbursed at a rate of $.30 per 
mile up to a maximum of $300 per month.  All trips must be documented with a Google 
Map for each location, a mileage reimbursement form showing daily travel, and an 
attendance form signed off by the training program instructor indicating the days the 
student attended class/training activity.  I (Third Party Non-WIOA Driver) understand that 
the reimbursement check will be mailed to me and should be mailed to the address 
below:    
 
Driver Name:        

Physical Address ____________________________________________________________ 

Mailing Address (if different) ____________________________________________________ 

City __________________________________________  State ______  Zip_______________  

 

Third Party Non-WIOA Driver Signature:    ___________________________ 

(must match the Third Party Non-WIOA Driver above) 

Date: ______________________ 

 

Participant Signature: _________________________________________________________ 

(must match the WIOA Participant above) 

Date: _______________________ 

 

I (NEXTGEN Career Advisor) certify that I have viewed and obtained a copy of the driver’s 

license for the driver listed above. 

NEXTGEN Career Advisor Signature: ____________________________________________ 

Date:     _____ 
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