	
	
	





           Desk Guide: Special Allowances for Employment and Training

	
Who is eligible for a SPAL?

	· A TANF or ETANF recipient may be eligible for a SPAL if needed for employment or to participate in an approved RESET activity. This includes individuals who are mandatory for MPP or are exempt but volunteer for RESET activity. CAH 135.6 
· A SNAP recipient may be eligible for a SPAL if needed to participate in SNAP E&T or the 90-day SNAP retention period. SNAP HB 535.4
· An individual who is participating in an approved RESET or SNAP E&T activity regardless of whether the activity is remote or in-person.
· The allowable RESET or SNAP E&T program must be listed on the individual’s AMR (PA 1661) or the EDP (PA 1531).


	
How do individuals know about SPALs?

	· It is the responsibility of the CAO to inform the individual of the availability of SPALs orally and in writing at application, renewal, or when the AMR/EDP is created or updated. 
· The CAO is to inform the individual that the SPALs are to support participation in approved E&T activities.

	
When is an individual eligible for SPALs?

	· After the individual has agreed to participate or is participating in an approved RESET or SNAP E&T activity on the AMR/EDP. The individual must be open in the correct project on the ETP Enrollment screen in eCIS. SNAP recipients must have the correct E&T activity open.
· An individual who is employed and TANF/RCA benefit is still open.
· An individual who is participating in the 90-day SNAP retention period, regardless of whether SNAP is still open.
· The item or service is required to support participation in the employment or an approved activity.
· The item or service is not available from another source or at no cost to the individual.
· The individual does not already have the item.
· The item or service has not already been paid for. 
· There will not be a reimbursement for a SPAL unless there are instances where the issuance was delayed by the CAO or a third party. Participation is not possible without the item or service. 
Individuals may still be eligible for SPALs up to the day TANF/RCA benefits close or 90 days of SNAP retention.

	
What is the timeframe for issuing SPALs?
	· SPALs are issued in advance of the need for the item or service to enable participation in employment or an approved RESET or SNAP E&T activity.
· When verification is received within five calendar days, payment is authorized no later than ten calendar days after the date of request.
· When verification is received after five calendar days, payment is authorized no later than five calendar days after the receipt of verification.
· A notice of decision must be sent within 15 calendar days of an individual’s request for the SPAL.

	How does the CAO know that the SPAL is required
	· The SPAL Verification form (PA 1883) must be used and is only needed once per SPAL request type
· The SPAL Verification form can be completed and submitted by an E&T provider along with necessary verification such as estimates and confirmation of need.
· The individual may provide other verification.
· The CAO may make collateral contact

	How does the CAO know the amount to issue for the SPAL?

	· The individual must provide an estimate for the cost of the requested item or service. 
· For mileage, the CAO should calculate the distance between home, childcare center if applicable, and the E&T provider.
· The amount of the SPAL must not be greater than the maximum limit allowed. If the cost is more than the maximum limit, verification is needed as to how the remaining balance will be paid.
· It is determined to be the least costly and most practical item or service that will meet the individual’s need.
· The E&T Program may reach out to the CAO to request a SPAL via email, CWDS (Alert 240 will be generated), or other secure digital methods

	How is the SPAL documented?
	· Narrate when issuing a SPAL. See CAH 135.64 and SNAP HB 535.4. Sample case narrative is found in SNAP Handbook 535 Appendix C.
· Maintain documentation in the case record by scanning all documentation (i.e. PA 1883, estimates, verification of cost)
· Alert 238 is generated when a SPAL is issued. The CAO must review Imaging for a receipt for the item or service the SPAL was issued and enter a narrative indicating whether the receipt was received, or an O/P was filed. 


	How does the CAO know if the SPAL was used for the intended purpose?

	· The recipient of the SPAL must provide a receipt showing that it was used for its intended purpose within 14 days of receiving the benefit.
· The recipient must be informed that receipts can be submitted to the CAO, E&T provider, email, fax or via myCOMPASS.
· A money order is NOT a receipt for verification purposes.

	When is an Overpayment filed?

	· When a receipt is not provided. 
· When the SPAL is not used for its intended purpose.
· If the individual does not participate in the approved activity for the time period the SPAL was intended to cover.
· The difference between the amount issued and the amount spent is $10 or more.  
· The CAO will enter a narrative, complete a PA 189, and scan it to Imaging.
· The overpayment processing deadline is 30 calendar days for TANF and 10 calendar days for SNAP. SNAP overpayments are not subject to recoupment. 


**NOTE: Because SPALs are issued in advance of need, and potentially in advance of participation, individuals do NOT need to be compliant with participation requirements to receive SPALs
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Desk Guide: Special Allowances for Employment and Training (Revised)

	Types of Allowances
	Subcategory
	Reason Codes
	Reason Codes 
	        Allowable
            Cash
	           Allowable
               SNAP
	Maximum Allowance

	Transportation
	
Bus (May include Subway, Commuter Rail, Paratransit)

	
268
	
868
	Yes
	Yes
	













$1,500 annually
Follows the state budget year 07/01-06/30

	
	Taxi (May include Rideshares-Uber/Lyft)

	
272
	
872
	
	
	

	
	Mileage (.20/mile)
· Includes parking and tolls if required
· Mileage may be issued for a volunteer driver


	
250
	
850
	Yes
	Yes
	

	
	
Car/Van Pool

	
267
	
867
	Yes
	Yes
	

	
	Motor Vehicle Repair 

	
262
	
862
	
             Yes
	
                Yes
	

	
	

Motor Vehicle Expenses


· Driver’s License
· Learner’s Permit
· State Inspection fee
· Emission control
· Inspection fee
· License plate
· Vehicle registration fee

*DRIVER’S LICENSE RESTORATION FEE IS NOT AN ALLOWABLE SPAL
AS THIS IS CONSIDERED PART OF COSTS AND FINES.
	
260
	
860
	
             Yes
	
                No
	

	Clothing
	Clothing, including grooming items, for Employment/Training

	256
	856
	Yes
	Yes
	$150 annually
Follows State Budget Year
07/01-06/30



	
	PA WORKWEAR (PAWW)-Must be utilized first in Counties that PAWW is available unless there are extenuating circumstances. 

Please see CAH 135.66 for PAWW policy and procedures.
	256
	856
	Yes
	No
	$150 annually
Follows State Budget Year
07/01-06/30.  PAWW referrals are to be completed by the CAO and the value of the PAWW service must be tracked and subtracted from annual allotment. 

	Vehicle Purchase
	Vehicle Purchase
	261
	861
	Yes
	No
	One vehicle up to $1,500 in a lifetime.   Allowance may be used as a down payment.

*SPAL cannot be utilized for a volunteer driver

	Work, Education, and Training
	Tools/Equipment/
Electronic Device
	257
	857
	Yes
	Yes
	$1,000 in a lifetime

*Unable to issue a SPAL to obtain a birth certificate

	
	Books/Supplies
	278
	878
	Yes
	Yes
	

	
	Fees/Childcare Registration
	264
	864
	Yes
	Yes
	

	
	Union Dues/Professional Fees
	258
	858
	Yes
	No
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