VIRGINIA DEPARTMENT OF BUSINESS ASSISTANCE

VIRGINIA JOBS INVESTMENT PROGRAM
RETRAINING PROGRAM

PROGRAM ELIGIBILITY:

· Retraining means an upgrade in skills for existing employees identified as essential to the production or distribution of a product.  The Virginia Jobs Investment Program will provide consulting services and funds to companies to assist in retraining their existing work force.  To be eligible for retraining funding, a company must demonstrate that it is undergoing (i) integration of new technology into its production process, (ii) a change of product line in keeping with marketplace demands, or (iii) substantial change to its service delivery process, which would require assimilation of new skills and technological capabilities by the firm’s existing labor force.

· Minimum jobs required.  A minimum of at least ten (10) full-time employees must be involved in the scope of the project.

· Minimum capital investment.  A minimum capital investment of at least $500,000 must be made within twelve (12) months.

· Access limited.  Companies may utilize the Retraining Program not more than once every two years.

· A minimum entry-level rate of $10.00 per hour.  In those cities and counties that have an unemployment level of two times or more the state level of unemployment, as determined by the Virginia Employment Commission’s most recent published report, this wage minimum may be waived.  Only full-time jobs qualify for reimbursement.  Part-time jobs (less than 36 hours/week) will not qualify.

· Retraining does not cover trainee wages.

· The following types of training are eligible for funding through the Retraining Program:

1. Specific job-related skills/studies

2. Computer training and certifications required due to process or equipment change (ongoing computer software upgrades are not included)

3. Continuous improvements such as team building and quality programs

4. Management and supervisory training

5. Safety and environmental training programs

6. Credit and noncredit approved apprenticeship courses and community college programs

7. Curriculum development

APPLICATION INSTRUCTIONS
Section I.  Company Information:

Legal Name:  Name under which the company is incorporated or registered.
Trade Name:  Name under which the company conducts business.

Virginia Location:  Street and mailing address of the location involved in this project.

Remittance Location:  Complete only if the funding allocated for the project will be mailed to other than the Virginia Location mailing address.

Organization Entities:  Select how your company is legally organized.

Federal Employer Identification Number:  This is your federal tax identification number.  This number will be used as your vendor number with the State of Virginia.

Please complete the questions listed in this section.
Section II.  Contact Information:

Please list the person who will be the initial coordinator for the project.

Section III.  Project Information:

Products or Services:  Briefly describe the company’s products or services which are manufactured or provided at the site involved in this project.

Capital Investment:  List the total new capital investment being generated by this project.

Retrained Jobs:  List the total number of full-time jobs which will need to be retrained as a result of the process change taking place at your facility.  This includes hourly and salaried positions.
Annual Payroll:  This will be the total annual payroll at this site.

APPLICATION INSTRUCTIONS

Current Employment:  List the current total of full-time jobs including wage and salaried positions at the site.  

Estimated Training Costs:  Estimate how much it will cost to retrain the jobs involved in this project.
Section IV.  Estimated Personnel Requirements:
Job Classification: By major job category, list the jobs involved in this project.
Starting Wage Rates:  List the wage rate either hourly or by annual salary for each job category.
Total:  Enter the total number of jobs in each category.  As the jobs are entered, the total column will automatically sum the numbers.
Section V. Purpose of Retraining Project
Please briefly describe why the retraining is needed focusing on the new technology or process change and the upgrade in skills required to perform the job.
Section VI. Funding Award Agreement
Please sign the application, date it, and send the original to:

Mr. Preston A. Wilhelm, Director

Virginia Jobs Investment Program
Virginia Department of Business Assistance

P. O. Box 446

Richmond, VA  23218-0446
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