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Covid-19 related Paid Leave Grant Program 
How to Submit a New Grant Application 

 
Please note: This guide is intended to assist applicants in navigating and submitting the 
online application for the Covid-19-related Paid Leave Grant Program. Please refer to the 
Program Guidance document for detailed information on eligibility. For additional questions or 
assistance, please contact us at dfr.paidleavegrants@vermont.gov or call (833) 813-6676. 

 
The application form and this instructions document may change. Please do not save a local copy and 
instead access these instructions from the link provided at Covid-19 Paid Leave Grant Program | 
Department of Financial Regulation (vermont.gov) to ensure you are working with the most current 
instructions. One Quarter can be submitted at a time. You must allow 24 hours before submitting a new 
application for an additional quarter. The drop down may not correlate to the quarter you wish to apply for. 
Enter for the quarter that is available (even if it does not match), and it will be adjusted internally based on 
the information on the Form 941 you upload to the application. If additional quarters are needed, please 
continue to wait 24 hours between each submission and refer to our "How to Submit a New Quarter 
Application from an Existing Account" guide. Please wait 24 hours between each submission to allow us to 
adjust your application to the appropriate quarter.    
  
 
 
At the main Covid-19 related Paid Leave Grant Program Portal, first-time users will need to create an 
account by clicking the “Not a member?” link. 

https://dfr.vermont.gov/sites/finreg/files/doc_library/COVID-19-Related-Paid-Leave-Grant-Program-Guidance-v.1.pdf
https://dfr.vermont.gov/about-us/think-tank-financial-capital-asset-insurance-regulation/covid-19-paid-leave-grant-program
https://dfr.vermont.gov/about-us/think-tank-financial-capital-asset-insurance-regulation/covid-19-paid-leave-grant-program
https://paidleavegrant.my.vermont.gov/
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Enter your information, complete the reCAPTCHA and then select the “Sign Up” button. 
 

 
 
Please note: The email address that you sign up with will be your username. Updates and notices from 
the Grant program will be sent to this email address. You will need this username and password to view 
your application status and to update your application if required.  
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After you have created your new account or signed into your existing account, select the “Apply for 
Grants” button to begin a new application. 
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The first three questions of the application ask whether the employer is eligible to apply for the 
grant. Grant eligibility is currently limited to Small Businesses, 501(c)(3) Nonprofits, or 501(c)(19) 
Nonprofits that have experienced a negative economic impact caused or exacerbated by the 
COVID-19 pandemic. 

 

Please answer each question by clicking the appropriate radio button and selecting the “Next” 
button to move on. 
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After completing the eligibility questions, you will find or enter your company information. Please search 
for your company or entity by entering its Employer Identification Number (EIN), then select your company 
name from the dropdown. If your company is found, select the “Register” button. 
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If your company is not found, please check the “Can’t find your Company? …” box and then select the “Add 
Company” button. You will then enter all the information in the form that populates and select the “Save” 
button. 
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Fill out employee information or use existing information for each Vermont employee who has used eligible 
paid leave time that you are applying for reimbursement of. 
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Enter all requested information for new employees. To add information for more than one employee, click 
the “Add” link in the top right. Select the “Next” button only when you have added all employees. 
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Verify employee information in the summary table show, then select the “Next” button. 
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Certify as to the Program eligibility of the paid leave time for each employee entered into the application 
by clicking the appropriate radio button and selecting the “Next” button to move on. 
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Ensure your scanned digital copy of I.R.S. Form W9 is complete and meets the requirements shown. Select 
the “Upload Files” button and use your operating system’s file browser to select your Form W9. Then select 
the “Next” button after confirming all files are attached. 
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Ensure your scanned digital copy of I.R.S. Form 941 (or equivalent) for the quarter you are applying for is 
complete and meets the requirements shown. Select the “Upload Files” button and use your operating 
system’s file browser to select your Form 941. Then select the “Next” button after confirming all files are 
attached. One Quarter can be submitted at a time.  You must allow 24 hours before submitting a new 
application for an additional quarter. The drop down may not correlate to the quarter you wish to apply for. 
Enter for the quarter that is available (even if it does not match), and it will be adjusted internally based on 
the information on the Form 941 you upload to the application. If additional quarters are needed, please 
continue to wait 24 hours between each submission and refer to our "How to Submit a New Quarter 
Application from an Existing Account" guide. Please wait 24 hours between each submission to allow us to 
adjust your application to the appropriate quarter.    
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Complete the Self Attestation Certificate by clicking the checkboxes under each statement, then selecting 
the “Next” button. 
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Complete the Certifications and Assurances by clicking the checkboxes under each statement. Type the 
name, authorized signature, and title of the Signatory (person filling out the application) as directed, then 
select “Submit Application”. 

 
 
After submitting the application, the person completing the application may return to the Grant Portal 
home or close the browser tab. Please be sure to keep your log-in credentials in a secure place so that you 
can sign back in to check the status of your application or submit applications for later quarters. One 
Quarter can be submitted at a time.  You must allow 24 hours before submitting a new application for an 
additional quarter. The drop down may not correlate to the quarter you wish to apply for. Enter for the 
quarter that is available (even if it does not match), and it will be adjusted internally based on the 
information on the Form 941 you upload to the application. If additional quarters are needed, please 
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continue to wait 24 hours between each submission and refer to our "How to Submit a New Quarter 
Application from an Existing Account" guide. Please wait 24 hours between each submission to allow us to 
adjust your application to the appropriate quarter.    
 
 
For additional questions or assistance, please contact us at dfr.paidleavegrants@vermont.gov or call (833) 
813-6676. 


