VIRGINIA DEPARTMENT OF BUSINESS ASSISTANCE

VIRGINIA JOBS INVESTMENT PROGRAM

REIMBURSEMENT REQUEST FORM


Instructions

1.
We need a cover letter on your letterhead and the Workforce Services report form attached together.  The cover letter and report form must be completed and signed by a company representative.
2. 
If the report form is emailed, your email will suffice.
3.
The employees should be listed form the oldest hire date to the most recent or in the case of the Retraining Program, the oldest retraining date to the most recent.
4.
No hire date (or retraining date) should precede the application date or the last hire date you submitted on the last reimbursement request.

5.
All employees listed, must have worked a minimum of 90 days and be permanent full time employees eligible for benefits.

6. For the New Jobs Program (companies over 250 employees company-wide), the first reimbursement must have a minimum of 25 employees. 
For the Small Business New Jobs Program (companies with 250 employees or less company-wide), the first reimbursement must have a minimum of 5 employees.  

For the Retraining Program, the first reimbursement must have a minimum of 10 employees.  

Subsequent reimbursement requests for all programs may have as few as 5 employees.
