
Mastering the “Benefit 
Access Application”

Using the ‘Benefit Access Application’ 
to get IL seniors discounted License 

Plate Stickers and free RTA cards



Housekeeping

• Please make sure to stay on mute if you are not speaking 

• We are occasionally going to have some open-ended questions in this 
training and would love for you to participate. Please type your answers 
in the chat or raise your hand!

• Please be prepared for a training exercise in the middle of the training. 
A pen or paper may be handy for this.

• Any questions that arise can be asked during one of our 4 designated 
question breaks.
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BEC Staff
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Kelsey Gordon,  
Community Engagement Benefit Access Specialist

Alex Alvarez, 
Benefits Specialist and Information and 
Assistance Specialist



A bit about this presentation

• It is a deep dive
• We will begin with the basics and then progress into details
• Focus is placed on how troubleshoot errors and ensure clients are 

approved
• Slides are intended to be printed off and referenced in the future
• Toolkit contain reference sheet and sample forms
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A bit about this presentation
• This presentation is written from the perspective of a benefit 

counselor in the field

• This Information comes from:
• Our own personal experience at AO as application assisters
• Actual case work- we’ve included a variety of redacted images from actual 

case documents
• Conversations with caseworkers and managers  at IDOA
• Conversations with clients about their experience
• Research from the IDOA website
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We want to know if you have a different 
experience from what you see on the slides! 

This training is a living document, it can only be made better through 
collaboration. Let us know if something on here contradicts your 

experience

If we do have any edits, we will announce them on our forum at 
https://forum.ageoptions.org/

• Email: Kelsey.Gordon@ageoptions.org
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This training will review:
1. What is the BAA?

• Benefits and Eligibility
2. How to complete the application

• Completing the initial BAA application form
3. Getting the person approved

• Identifying and Submitting Documentation
4. Helping applicants access the benefit

• Troubleshooting common issues
• RTA follow up application

Overview/ Outline
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Part One- What is the Benefit Access 
Application? 
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The Benefit Access Application (BAA) is a type of 
application offered through the Illinois Department of 
Aging that can be used to get two transportation 
benefits for Illinois residents:
1. License Plate Sticker Discounts
2. RTA Ride Free cards

Some clients call this benefit the “circuit breaker”.

What is the Benefit Access 
Application?
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• License plate stickers only cost $10.00 instead 
of $151.00

• Applicant is approved for two years,  can 
receive a maximum of two stickers

• Can only be used for 1 car per household

• Applicant’s name must be on the car title

• This is not an application for a Handicap 
Placard

License Plate Sticker Discount
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• Free RTA pass

• Applies to Metra, CTA, RTA, and PACE Fixed routes 
(the big blue PACE busses) 

• Does not include PACE Paratransit, a service 
where small white shuttle busses will pick seniors up 
at their homes 

• The Benefit Access Application is the first of a two-
step process that someone must complete to get the 
Free Ride Card

RTA Free Ride Pass
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• Must be 65 or older/ an individual with a 
disability. Clients can get approved soon as 
their 65th birthday.

• Must live in IL

• Must have a Social Security Number

Benefit Access Application (BAA) Eligibility 
Requirements



Benefit Access Application (BAA) Eligibility 
Requirements
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Income Limits: 
$33,562 gross from the past tax year- individual
$44,533 gross from the past tax year –couple
$55,500 gross from the past tax year– 3-4 person 
household (if they have qualified additional residents)
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• If the applicant lives with someone AND they financially 
support them they can opt to add them on the 
application to increase the income limit 

• You can list up to two Qualified Additional Residents 
(QAR) on an application. 

• The income limit bumps up to $55,000 a year if there is 
at least one  Qualified Additional Resident on the 
application

• Qualified Residents cannot get their own benefits

Qualified Additional Residents
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• The BAA goes by the ‘tax year’ when looking at 
income and date of disability 

• During tax season, the IDOA will want to know 
about income and disability status from 2 years 
back

• During the rest of the year, they need income 
and disability status from 1 year back

Income Eligibility and Tax Years

The IRS and the 
BAA are “friends”. 
They think about 
income in the same 
way. 
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BAA 2024 Tax Year Calendar

January 2024 February 
2024

March 2024 April 
2024

April 
2024

May 2024 June 2024

2022 tax year 2022 tax year 2022 tax year 2022 
tax 
year

2023 
tax 
year

2023 tax year 2023 tax year

July 2024 August 2024 September 
2024

October 2024 November 
2024

December 
2024

2023 tax year 2023 tax year 2023 tax year 2023 tax year 2023 tax year 2023 tax year

Tax Day
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The BAA “Roadmap” At AO
License 
Plate 

Sticker Apply for BAA Submit 
Documents

Get BAA 
approval 

certificate

Get License Plate 
Sticker at 

Secretary of State

RTA Pass-
First Time 
Applicant

Apply 
for 

BAA
 

Submit 
Documents

 

Get BAA 
Approval 

Certificate
 

Apply 
with RTA  

Submit 
Docs 

Bus Pass 
mailed  to 
client 

RTA Pass- 
Renewal

Apply 
for 

BAA

Submit 
Documents

Get  BAA 
Approval 

Certificate

Call RTA at 
312-913-3110 

to renew
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New Law!

Bill Number: SB 1892
Starting January 1, 2024 senior citizens and 
disabled individuals will be automatically renewed 
for free fixed route public transportation services.

• (https://www.illinois.gov/news/press-
release.26675.html)

https://www.illinois.gov/news/press-release.26675.html
https://www.illinois.gov/news/press-release.26675.html


Questions?
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Part Two- How to 
Complete the Application 

20
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Best Practices: Client Communication

         Avoid using jargony phrases and acronyms.
•  For example, ask “Do you take care of anyone at home?” instead of “ Do you 

live with a Qualified Additional Resident?” 

Get permission to gather personal information
• Let  clients know in advance that we need their Social Security Number
• Don’t pressure a client to give information they don’t want
• You can always teach them how to apply 



Best Practices: Client Communication
Some clients may have trouble understanding some of the 
questions on the application. If this happens, try rephrasing. 

What are some different ways you can think of to ask someone 
about their income?*
• “What was your annual income last year?” 
• “Do you get Social Security?” “Do you get a Pension?” “How 

much is it?”
• “How much money do you get every month?” “Where do you 

get your money from?”
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If you think the 
client is eligible, 
Go to 
https://ilaging.illin
ois.gov/

Completing the initial BAA application form

Click this link
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Click either of 
these links, 
They both go to 
the same site
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You will then be led to this Log in Screen

*Make sure to type in name as listed on license

Tax Year 
referenced 
here

Fill out all 
this 
information 
to “Log in” 
to the 
application
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If you type the information in wrong, 
this screen sometimes pops up. 

Know it is possible 
type in the wrong 
info without the 
system catching it



If there is an application renewal, you will see 
this screen
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A person can file to renew 
their benefit 90 days 
before the benefit expires.

If they can renew, you will 
see a screen like this right 
after you log in.

Click the “Renew” button 
to access the application

If approved, the renewal 
will start the day after the 
benefit expires

Click here 
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Quick Links Across the Top of the Application

You can click on any of these to go to various sections of the application
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Click which benefit you’d 
like to apply for here. You 
can also have the client 
apply for both benefits. 

The email address is only 
one more source of 
verification for the IDOA 
when they are talking with a 
client.  The IDOA does not 
email any documentation out 
to the client.
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Couples who are married but 
separated will likely need to prove 
they do not live together.

You may need to show proof of 
address for each person.

BEST PRACTICE! 
Ask the client if they 
have a middle name or 
initial on their ID. Listing 
their middle name or 
initial can prevent the 
IDOA from requesting a 
copy of the applicant’s ID. 
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Name must match with 
driver’s license or state 
ID.  Don’t forget to 
include middle names 
and initials for spouses 
too!
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Qualified Additional Resident

• You will need to list the name, birthday, 
and Social Security Number for every 
Qualified Additional Resident that is listed 
on the application
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Tax year referenced again here
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Listing Income

Best Practice Tips:

• List gross income before deductions 
• List annual amounts from the correct tax year
• Pull what you can from tax forms 
• Be as accurate as possible
• Estimate if necessary 



Estimating Income

We have a key question we always ask to help a person 
estimate their gross Social Security income. 

Anyone want to take a stab at what it is?
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Most people receiving Social 
Security Retirement currently pay 
$164.90 a month for Medicare 
part B

Make sure to add that to the 
monthly amount when 

estimating their income so 
you can get the gross income 

amount

Ask if Medicare Part B Premiums are 
deducted from their Social Security check
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Confirmation Page

BAA number can 
be used to help 
an IDOA case 
worker track the 
application  

The screen will say 
‘Application Errors’,  
even if  nothing  
has gone wrong. 
All this is usually 
telling you is that 
they are verifying 
the income you 
listed with Social 
Security.



Website Timing Out
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We find that this 
screen sometimes pops 
up after we click 
‘submit’. However,  in 
our experience the 
application seems to 
always go through with 
out issue. Log back in 
to confirm the 
application was 
submitted, but it is 
usually not cause for 
concern.



Questions?
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Let’s take a quick break! We will resume in 5 
minutes
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Part Three: Getting the 
Person Approved
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Automatic Approvals

• Automatic approvals are most common for renewals and cases 
where the client is only receiving Social Security.

• The more accurate you can make the application, the more likely it is 
that the client will get approved automatically.
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• Check and see if you need to submit documents after 2-3 
days

• IDOA will follow up requesting verification documents if 
necessary

Submitting Documents
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How to submit documents



Step One: Have the Client Sign a Consent 
Form

• If we are going to be collecting and storing copies of their personal 
documents, we want to have them sign a consent.

• A copy of our consent was emailed with the training documents 
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Best Practice! Make Documentation 
Submission as Accessible as Possible

• This is especially important for clients who are homebound or who have limited 
access to transportation

• At AO, we allow clients to send documents by text, fax, paper mail, or in person. 

• Delete all texted images and after they are received and downloaded
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Best Practice! Technology Suggestions

• If you don’t already have the ability to send text messages through 
work, create a google voice number for free.

If Possible: 
• Send paper mail off with pre-stamped return envelopes
• Invest in e-signing technology like Hello Sign or Docusign. 
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Best Practice! Photos of Documents 

• If you have clients text 
photos, coach them on how 
to take the photo.  

• All photos must be:
• Well lit
• Focused
• Displaying the entire 

document
• No “Star Wars” angles
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Best Practice: Encourage Clients to Utilize 
Libraries

• Most libraries have free scanning and faxing services
• If they charge, the service is usually cheaper 
• Librarians can not work with personal documents
• Librarians can teach clients how to use technology
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Click here

This indicates 
the IDOA 
needs some 
documents
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Click “Attachments”
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Click “Add 
Attachment”

Adding Attachments
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Scroll to the bottom of the screen…

Click here
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Select the proof you are providing

You will get prompted to upload 
the requested document once 
you select the document type
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Proof of Identification and IL Residency
(Occasionally Requested)

• Name –They only ask for this if the name in the application does match up 
with their records for some reason.  Submit ID

• Date of Birth/Age- They may ask for proof of age if you mistakenly typed in 
the wrong birthday. Submit ID. 

• Social Security Number- They only will ask for a copy someone’s social 
security card if you mistakenly typed in the wrong SSN

 
• Address- They may ask for this if the client moved from out of state. Submit 

ID, formal lease, mortgage, or utility statement.
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• US 1040’s- This is the most common document 
we find we need to submit. If the client does not 
file taxes, they can also submit these instead:

• Social Security 1099’s- these are sent out to 
Social Security recipients every January

• Non-Filing Tax Forms 
• Pension 1099s- they will always need a copy in 

addition to the 1040 if the client has a pension

Proof of Income (Often Requested)

Note: 
IDOA case workers  
have access to SSA and 
IRS systems that show 
them the applicant’s 
income. They usually 
seem to be requesting 
these documents so 
they can verify that the 
information they in the 
system is correct.
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• This is the form we file every year to get 
our tax return

• Most of the time you just need to submit 
the first page, BUT there are some 
exceptions. 

• So lets dig into exactly how they read 
these tax forms…

1040 Tax forms
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If there is 
something on line 7 
(capital gains), you 
usually need to 
submit a copy of  

schedule D  

How to Read a 1040 tax form 

If there is 
something on line 
8 (other income), 
submit a copy of 
schedule 1

You do not need to submit 
schedule D if this box is 

checked
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What is Schedule D? (Line 7)
2 pages long

Says “Capital Gains 
and Losses” on top

Says “Schedule D” 
on the upper left 
hand corner

Make sure to 
submit both 
pages!
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What is Schedule 1? (Line 8)

2 Pages long

It says “Schedule 1” in 
the upper left hand 
corner

Says “Additional 
Income” on the upper 
left hand corner

Make sure to 
submit both pages!
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How to Read a 1040 Cont.. When calculating income, 
IDOA will  add all this 
together:
• The higher $ of either 

2a or 2b
• The higher $ of either 

3a or 3b
• Line 4b, 
• Line 5*
• Line 6a, 7, 8, and 9

• For Line 5 (pensions & 
annuities combined):

• They need 100% of the 
annuity, and the taxable 
portion of the pension

• This is why the IDOA  
needs copies the 
pension 1099s, even if 
the pension income is 
listed on the client’s 
1040



1040 Tax form- Case Example
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Rule of Thumb

• If you see a lot of lines filled out on the first 1040, just submit 
all the pages of the person’s tax form

• If the client had a tax preparer, they can also submit the BAA
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Best Practice: Pictures of 
documents must be clearly display 

the entire page

This document got 
rejected because 
this corner got cut 
off, preventing the 
case manager from 
accessing the info 
they needed

Clients can be known 
to send copies of 
questionable quality

Reviewing  copies 
carefully and being 
particular about 
their quality will 
save you a ton of 
time and energy in 
the long run
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What if the client didn’t file taxes?

• The IDOA is generally going to presume that the applicant files taxes. If 
the applicant did file taxes, they always have to submit a 1040.

• However, we find the IDOA often asks for 1040’s for cases when the 
client didn’t file taxes. 

• If they don’t have a 1040, this is what you can submit instead:



Social Security 1099s
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• This document speaks to the client’s annual 
income

• These are mailed to Social Security recipients 
every January.  There is often a pink strip on top 
of the form.

• Client can request a copy from Social Security 
online,  over the phone, or in person with SSA

• If the applicant didn’t file taxes, they can also 
opt to submit a non-filing tax form in place of 
this 1099
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• Have them submit this form 
if they didn’t file taxes and 
they can’t find their Social 
Security 1099. 

• This form can not replace a 
pension 1099.

Non-Filing Tax 
Forms 
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Where to get a copy of  the 
Non-Filing Statement 

Click this link 
right here on 
the application 
log in screen
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1099R 
Pension 

Statement

IDOA will count the gross 
distribution

Many seniors who have these 
do not file taxes



Questions?
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Activity!
• We are going to try applying  all this knowledge with a fictional 

practice client.

• Case information will get posted in the chat as we go, but it may be 
helpful to have a pen and paper ready to take notes

• We’re going to try and have folks participate popcorn style, feel free 
to unmute your answer.  Please be mindful to re-mute yourself after 
you answer a question

77



For Your Reference: Income Requirements
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Income Requirements are listed on your cheat sheet
Income limits are in the chat as well
Income Limits: 
$33,562 from the past tax year- individual
$44,533 from the past tax year –couple
$55,500 from the past tax year– 3-4 person household (if 
they have qualified additional residents)
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Apply the Knowledge

This is Shirley. She walks 
into the office with these 
two kiddos and asks if we 
can help her get some 
transportation benefits. 

What can the BAA offer 
her?
What should we do next?



Step One: Complete an Intake with Shirley

• Anyone remember the intake questions we reviewed earlier in the 
presentation? What should we ask her?

• Age
• Marital Status
• Qualified Additional Residents
• Comfortable Sharing Her Social
• Income from appropriate tax year
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• Age: 75 years old.
• Shirley is over 65, so she meets the age requirements

• Marital Status: Widowed
• If Shirley had a spouse, we would need to list them on the application

• Qualified Additional Residents: Shirley lives with her daughter and grandkids but does not 
financially support them

• Family members other than a spouse are only listed if the applicant financially supports them. We do 
not need to get the family members’ information.

• Comfortable Sharing Social Security Number: Yes
• If Shirley didn’t want to share her information we could offer to teach her how to apply on her own

Intake Info
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• If Shirley applies today, what year do we need her income from?
• It is not tax season, so we need her income from last year.  

• If Shirley  applied in February of this year, what year would we need her 
income from?

• You would need to list income from two years back during tax season. 

• Shirley doesn’t know what she earned last year,  but she tells us she 
currently gets around $1700.00 a month.

• We now need to try and estimate Shirley’s gross income from the correct tax year as best 
we can. 

Intake Info Continued



What can we ask Shirley to help her estimate 
her 2022 income?

• What is the source of the income?
• It comes from Social Security and a Pension

• Did she have any other taxable income last year?
• No
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• Shirley tells us she currently gets around $1500.00 a month 
from Social Security and around $200.00 a month from the 
pension

• There is one last thing we should ask to try and estimate her 
2022 gross income. Anyone remember what it was?

Shirley’s income 
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Ask Shirley if a payment Medicare 
Part B is taken out of her check!
• Shirley tells us that a Medicare Part B payment is 

taken out of her check each month

Social Security Income
  $1500.00
+$  165.90
=$1665.90 
X            12 
=$19,990.80/ year

Pension Income
$200.00
X      12
=$2400.00

Total Est. Annual Income 
=$22,390.80
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Does Shirley qualify for the BAA 
benefit based off what we know?
Yes! Why?

• Shirley is over 65, lives in Illinois, and has a social 
security number

• Based off what Shirley told us, her income is under 
$33,562.00 a year. This is the income limit for a single 
individual.

• Shirley is not married and doesn’t financially support 
anyone she lives with, so she should apply on her own



Next Step: Help Shirley Complete the Online 
Application

• Complete the application online
• Let her know that you’ll check the status in a few days
• 2-3 days later, check on the status of her application to 

see if she needs to submit documents
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A few days after you submit Shirley’s application, 
you log back in and see this screen.

• Q: What 
document is 
the IDOA 
requesting 
here?

• A: Shirley’s 
US 1040 
tax form
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The IDOA is almost certainly going to want at 
least one other document that they aren’t 

requesting at this time

• Anyone know what it is?

• Shirley will need to provide a copy of her pension 1099R. The  IDOA 
will always want this regardless of if she has a 1040 or not.  
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We call Shirley and tell her we need a copy 
of her 1040 and her 1099 R… 

“But I don’t have a 1040! I don’t file Taxes!” She exclaims.

90

What can we have her submit instead?



We have Shirley Submit…

• Her pension 1099R
• Her SSA 1099
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Shirley calls you back and tells you she can’t find  
her Social Security 1099 anywhere. What do you 

do now?

• Have Shirley sign a non-filing tax form!

• She can also get a second copy of her Social Security 1099 
from the Social Security Office, her MySSA.gov account, 
or by calling Social Security and asking them to send her a 
new one
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Providing Proof of Disability
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Qualifying as Disabled
Applicants under 65 years old with a disability can also qualify for the BAA

Must be at least 16 years old

Must be considered disabled according to either: 
•Social Security Administration 
•Veterans Administration- must have 100% disability rating
•Civil Service
• or Railroad Retirement

OR HAVE:

•A Class 2 disability card from the Illinois Secretary of State's office, or
•A completed Attachment A Physician's Statement

https://ilaging.illinois.gov/content/dam/soi/en/web/aging/pdf/physicians-statement-attachment-a.pdf


Proving Disability

The most common way of proving disability is by providing the IDOA with a copy of 
a formal document that shows the applicant was disabled during  the correct tax 
year.

Clients should look for formal documents from the Social Security Administration, 
Railroad Retirement, the VA, or the Civil Service  with two pieces of information:
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1. The phrase “Disability” or “Disabled” 
   AND
2.  Their disability start date, which show they 
were disabled during the correct tax year 
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• Most disabled clients that contact you will be receiving Social 
Security Disability benefits. 

• However, not every document from Social Security counts as 
proof of disability

• The IDOA will be looking for a Social Security document that 
lists the start date of the person’s disability, so they can know 
if the applicant was disabled during the appropriate tax year

Social Security Documents that count as proof
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Social Security Documents with Disability Start 
Dates

• These are the two SSA documents we know of that list the 
start date of the person’s disability

• A Social Security Notice of Award 
• A Social Security Benefit Verification Letter

• These documents look very similar to other Social Security 
notices and are easy for clients to confuse with other  
paperwork
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SSA-Benefit Verification Letter
A client can request a copy of this online, over the phone, or in 

person through the Social Security Administration

The top part of the 
notice looks like this

This is the line 
the folks at 
the IDOA  are 
looking for
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SSA- Notice 
of Award

The Notice of Award is a 
document sent out to people 
after they have been approved 
for Social Security Disability 
Benefits. The date the applicant 
became disabled is listed front 
and center.



Last Resort Approach

If all else fails, you can always try submitting some sort of Social Security Award Letter 
in the client’s name and see what happens. You may be able to convince the IDOA to 
accept that anyways. 

It is always better to submit something, instead of nothing at all

Be transparent when you do this. If you are not certain that a document will be 
accepted, communicate that to your client. Explain why you aren’t sure if it will work. 

This is especially important to building trust and a positive reputation with clientele. 
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Last Resort Approach
I typically have the most success with

• Old Social Security Notices
• Social Security notices that the client received before they turned 62

• Why? Because it is impossible to receive Social Security benefits before you 
are 62 if you are not disabled

• If I am dealing with an especially high needs client, I may also try and call a 
manager and explain the situation and see if there is anything we can do
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Case Example
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This is an actual case document I 
submitted for a 62 year old client in 
December 2022.  The document 
doesn’t include the person’s disability 
start date, or the word “disability”, but 
to my surprise, the IDOA accepted it 
as proof.  

Take a moment to look at this 
document.  What do you see that 
indicates that this is proof of 
disability?



Case Example
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• The client was born on 10/2/1960 and was 62 at the time 
they applied for the BAA benefit.

• The notice was dated from 9/16/2011

• There is a note stating the client’s benefit was $1194.50 a 
month starting 12/2008

• The client has been getting Medicare since 2006

• All this information indicates this client has been getting 
Social Security benefits for over 10 years

• It is impossible for a person to get Social Security benefits 
before 62 if the person is not disabled

• An IDOA case worker sent this image to their manager and 
it was accepted 



Other documents that can be 
used to prove disability
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Type 2 Disability ID card
A type of state ID 
that documents the 
client has a disability

More info on how 
to apply can be 
found at
 
https://www.illinoisl
egalaid.org/legal-
information/id-
cards-people-
disabilities
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• If someone has a physician 
who will sign this and state the 
client was disabled during 
the correct tax year, it 
counts as proof of disability

• Coach the client to make sure 
that the physician completes 
this form with legible 
handwriting

Physician’s 
Statements
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Where to 
Find 

Physicians 
Statements

Physician Statements 
are labeled as 
“Attachment A Form” 
on the IDOA website

They are located right 
above the log in screen, 
in the same place that 
you can find the Non-
Filing Statements 



Questions?
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Navigating Common Issues with 
Uploading Documents

109
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Issue C- IDOA wont stop asking 
for 1040’s

Case manager uploaded 
document on 6/5/23

IDOA requests 
1040 again on 

6/6/23

If you spot this 
happening, you 
should contact 
the IDOA to see 
what they need.
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This is what happens 
if:
• You submit cut off 

photos

• You don’t submit all 
the 1040 pages the 
IDOA needs

• You don’t submit a 
1099R for a client with 
a pension

• You submit another 
document that doesn’t 
meet the correct 
requirements



Issue D: Client applied on their own and is 
confused about what to submit

• Given the imperfections of this document request 
system, clients  who initially applied on their own may 
come to you confused about what documents they 
need to submit

• If you have a case like this, click “view attachment” to 
review all the documents that have been submitted. 

• Try and see if you can discern what the issue is by 
reviewing the images

• Contact the IDOA if its not immediately apparent 
what’s wrong
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If you are ever confused, contact the IDOA

Let them know you are a SHAP Counselor

• 1-800-252-8966, option 3
Or 

• aging.ilsenior@illinois.gov

tel:1-800-252-8966
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Approval!

• Once the IDOA has approved all documents, they 
send out an approval letter!

• To see if they have been approved, log back into 
the application 2-3 days after you uploaded 
documents
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Approval!

Click here to 
retrieve certificate 
of approval

When your 
client gets 
approved, you 
are going to 
see this little 
certificate box 
when you log 
in to the 
application
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BAA 
Certificate
This document serves as proof that 
the client has been approved

The License Plate Discount should 
get applied automatically in the 
Secretary of State’s system after 2-3 
days

Clients who want a RTA ride free 
pass must now submit a separate 
application to the RTA

They will need to include a copy of 
this document with the RTA 
application



Questions?
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Part Four: Helping Applicants 
Access their Benefit 
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After the Approval: License Plate Stickers

• Client can go to purchase their discounted sticker around 2-3 days 
after approval. 

• Approval is automatically applied
• Client should not need a copy of the BAA certificate to get the License 

Plate Sticker Discount
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After the BAA Approval: RTD 
applications
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RTD application- getting the bus pass

• Once you get the BAA approved, you need to put in a second 
application to RTA

• You can mark this as a separate application when tracking your 
numbers

• This application is relatively simple,  I have never had any back and 
forth between documents

• https://fares.rtachicago.org/
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• IDOA approval certificate
• Drivers License/ State ID
• 2x2 inch color photo or smart phone photo*

• Smart phone photos must be well lit, in color, 
focused, showing the person’s complete face,  blank 
background, and shoulders up

*While the paperwork does specify that the photo 
must be 2x2 inches, we have never had an issue with a 
smart phone photo. We do not crop the photos. 

RTA application documents needed 
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Application will then ask for copies 
of documents
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• You will need to input all information located on 
the state ID/ Drivers License after you upload 
the document

Application will 
ask for
License Plate 
Number
Height
Weight
Eye Color



RTA 
Confirmation 

Page

You will see this 
confirmation page after 
you submit the 
application

Client can call the RTA 
at 312-913-3110 if they 
have any issues 
retrieving the card



Trouble Shooting Common 
Issues After Approval
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Issue A- The client’s License Plate Sticker is 
due before we can get the BAA approved

• You can request a 1-2 month extension on your license plate sticker 
renewal once in a life time with the Secretary of State

• It will cost around $12.00 per month
• Applicants must contact the Secretary of State for the extension



Issue B:  A Client’s BAA benefit hasn’t expired yet, but 
they can not get their license plate sticker discount

• If the expiration date is coming up shortly, it is possible that the client 
is trying to use their BAA to get a third sticker. Clients can only use 
this benefit to get a maximum of two stickers. 

• This tends to happen for clients who were first approved for their 
benefit right after their sticker was due, making their BAA renewal 
date fall after the sticker deadline
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Issue B: Example 

• John Smith’s license plate stickers were due in April 2021.  At the time, he 
couldn’t afford the $151.00 fee, so he chose not to renew his plates.

• On May 1, 2021, John learned about the Benefit Access Application. He 
applied and got approved for the benefit. John observes that Benefit 
Access Application certificate states that he’s eligible for benefits  from 
5/5/2021-5/5/2023 . 
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The Illinois Department on Aging has processed your Benefit Access Application

You are eligible for the following benefits:
John Smith-License Plate Discount:   5/05/2021- 5/05/2023



Issue B: Example

• John used the discount to renew his plates late. He paid for his first 
sticker in May 2021. 

• John purchased his second sticker in April 2022. 
• On April 1st 2023, approximately a month before his certificate says 

his benefit expires, he tries to get his discounted sticker and is 
charged full price

• This is because the BAA can only be used to purchase a total 
of two discount stickers.
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Issue B: Solution

• While John can file his BAA renewal 90 days before it expires, the 
soonest the renewal will start is the day after the expiration

• John should go to the Secretary of State to use his one-time 
extension to move his license plate sticker renewal month to 
June, so the timing with the Secretary of State aligned with 
the discount. 

• As counselors, we also want to advise our clients to apply for their 
discount within a 6 month window before their license plate renewal is 
due, so we can avoid this issue happening to them in the future
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Issue C- You recently helped a client get approved, but the 
clerk cannot find the BAA approval in the system when the 

client goes to purchase their license plate sticker

• We have had several clients report that currency exchanges will not 
apply these discounts. For that reason, we always recommend the 
client go to the Secretary of State

• Clients should not be paying full price for this sticker if they 
are approved for this benefit.  If they pay full price, they can 
get refunded.



Refunds

• Some clients who paid full price for their license plate sticker 
discounts may be eligible for a refund after they get approved for the 
BAA 

• Applicants qualify for a refund if the applicant was eligible for the 
discount and had a discount still available on the actual date that they 
purchased the sticker.
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• https://apps.ilsos.gov/bansearch/
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Step One- Get the Benefit Access Control 
Number

https://apps.ilsos.gov/bansearch/


Step Two- Request Refund
• https://apps.ilsos.gov/bap/
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https://apps.ilsos.gov/bap/


Questions?
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Thank you!

Kelsey Gordon
Community Engagement Benefit Access Specialist

Kelsey.Gordon@ageoptions.org

Alex Alvarez
Benefit Access Specialist

Alex.Alvarez@ageoptions.org
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