Incumbent Worker Training Match Worksheet Instructions
The employer must match the grant with at least one dollar of business funds for every four dollars of grant funds.  Allowable costs that a grant may pay are direct training costs, and travel and lodging costs necessary for the approved training.  Matching funds may be in the form of direct training costs, travel and lodging costs, and wages and benefits paid to the employee while in training.

Directions for calculations: Calculate each item for each employee. Attach an additional sheet if necessary.
Full-Time / Part-Time: Enter F or P. Full Time is predominantly 35 hours per week year round. Part Time is predominantly 20 – 34 hours per week year round.

Instate / Out-of-State: Enter I or O. Indicate whether the training is instate or out-of-state. 

Name of Employee and date of Training: List the name of the employee to receive the training, and the proposed date(s) the training will take place.

Calculating the cost of training: Meals and/or Per Diem are not reimbursable expenses.
A. Training: Total cost of direct training costs such as tuition, fees, materials and supplies, and other costs directly associated with the training for each individual. Lab and testing fees may be included.
B. Travel: 
· Mileage: Total cost of travel based on State of Montana rates. The current rate may be obtained at http://doa.mt.gov/doatravel/default.mcpx per mile if utilizing a car.
· Airfare: If flying, please include anticipated baggage check fees, which may be looked up at http://www.airfarewatchdog.com/blog/3801089/airline-baggage-fees-chart-updated/, as well as shuttle fees from airport to lodging and return (if applicable). 
C. Lodging: Please list both actual and allowable lodging rates. Your match requirement and grant will be calculated based on the lower of the two.
· Actual Lodging: Total cost of allowable travel and lodging, based upon the current State of Montana rates. 
· Allowable Lodging: Allowable lodging costs are based on the current federal rate for the location travelling to. The current rates can be accessed at www.gsa.gov/perdiem. Rates will change each October.
D. Total: Add columns A, B, and Allowable C together. This amount transfers to form IWT 001, page 2.
Calculating the Estimated Grant and Match

E. Minimum Match: Multiply the actual cost of training by the formulas below. 
· Training: Multiply the total cost of training (column A) by .20.
· Travel:
i. Instate: Multiply the total cost of travel (column B) by .20.
ii. Out-Of-State: Multiply the total cost of travel (column B) by .50
· Lodging: 
i. Instate: Multiply the lower of actual or allowable lodging (column C) by .20

ii. Out-Of-State: Multiply the actual or allowable lodging (column C) by .50

Demonstrating how the match will be met:
F. Wages / Benefits: Wages contributed as match shall be calculated as follows: base wage X (hours in training being paid + hours of travel to and from training being paid). Benefits contributed as match shall be calculated as follows: ((monthly premium X 12)/2080) x (hours in training + hours of travel to and from training). Wages cannot be utilized to meet the out-of-state travel / lodging requirement. NOTE: If Wages / Benefits are being utilized to meet the match, and that amount exceeds the Minimum Match (G), then no training or travel / lodging match need be provided. 
G. Training: Costs of direct training being utilized to meet the Minimum Match Requirement such as tuition, fees, materials and supplies, and other costs directly associated with the training for each individual.
H. Travel / Lodging: Costs of allowable travel and lodging, being utilized to meet the Minimum Match Requirement. Meals are not an allowable travel / lodging expense. 
J. Total H+J+K: If wages/benefits are being used as match, and they exceed the minimum match requirement (G), then match may be made up of only wages and benefits. If wages/benefits are being paid but do not exceed the minimum match requirements, then the minimum match is decreased by the amount of wages/benefits being paid. This amount must be equal to or greater than G. This amount transfers to the form IWT 001, page 2.
K. Actual Grant: This is the actual amount being granted. There are four (4) scenarios for calculating this amount: 
1. In-State:  If Wages / Benefits (H) are being utilized as match and they exceed the Minimum Match (G) requirement, no further match is required. The entire cost of training, travel, and lodging may be granted - up to the available grant limit for that benefit year. 
2. Out-of-State: If Wages / Benefits (H) are being utilized as match and they exceed the Minimum Match (G) requirement for training, no further training match is required. The entire cost of training and 50% of allowable travel/lodging may be granted - up to the available grant limit for that benefit year.
3. Exceeding Grant Limit: If the total cost of training exceeds the allowable grant limit, the match should still be calculated on the actual cost of training. 
4. Previous Grant Amount Received in Same Benefit Year: If any grant amount has been approved within the same fiscal year (July 1st through June 30th) that approved grant amount should be subtracted from the actual grant amount. 
NOTEs: 

1. Meals or per diem are not reimbursable expenses and cannot be use when calculating cost of training or match 
2. The bottom of the match worksheet must be signed. A typed name is not a signature.
3. Be certain to transfer the amounts from Column D, J, and K to the Application (IWT-001) page 2.
Sample Calculations
	Employee: 
	 
	 
	 
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	ACTUAL COST OF TRAINING
	
	
	
	
	
	
	Actual Lodging:
	

	Training:
	
	
	Travel:
	
	
	
	
	
	Room rate _______x # of nights______=
	

	Tuition
	 
	
	Airfare
	
	
	
	 
	
	Tax per night ______x # of nights______=
	 

	Fees
	 
	
	Baggage/handling fees
	
	 
	
	Fees per night ______x # of nights______=
	 

	Materials
	 
	
	Taxes/fees
	
	
	 
	
	Total
	
	
	
	$

	Supplies
	 
	
	Rental car
	
	
	
	 
	
	
	 

	Other costs
	 
	
	Shuttle / Taxi
	 
	
	Allowable Lodging:
	
	

	
	 
	
	In state mileage ______x .55 = _______  
	 
	
	Room rate _______x # of nights______=
	 

	
	 
	
	Out of state mileage ______x .55 =_______ 
	 
	
	Tax per night ______x # of nights______=
	 

	
	 
	
	Other costs
	
	 
	
	Fees per night ______x # of nights______=
	 

	Total Training
	$
	
	Total Travel
	
	
	$
	
	Total
	
	
	
	$

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	CALCULATING THE ESTIMATED GRANT AND MATCH
	
	
	
	
	Total of Lower Lodging Rate (Actual vs. Allowable)
	$

	Total Training _______x .20________=
	
	 
	
	
	
	
	
	
	
	

	In state travel & lodging ________x .20 ______=
	 
	
	
	
	
	
	
	
	

	Out of state travel & lodging ________x .50_______=
	 
	
	
	
	
	
	
	
	

	Minimum Match
	
	
	
	$
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	DEMONSTRATING HOW THE MATCH WILL BE MET:
	
	
	
	
	
	
	
	
	

	Wages: base wage x (hours in training being paid + hours of travel to and from training being paid)
	
	
	
	

	
	
	
	
	
	
	
	
	
	 
	
	
	
	

	Benefits:  ((monthly premium x 12) /2080) x (hours in training + hours of travel to and from training)
	
	
	
	

	
	
	
	
	
	
	
	
	
	 
	
	
	
	

	Total Wages
	
	
	
	
	
	
	
	
	$
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	NOTES:
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