7~ VERMONT

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 vour 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.

7~ VERMONT

Covid-19-related Paid Leave Grant Program

Sign Up for an Account

I'm not a robot

Sign Up

Already have an account?

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.

An Official Vermont Government
Website

Covid-19-related Paid Leave Grant Program
THIS GRANT PROGRAM I3 FOR QUALIFYING EMPLOYERS OMLY. INDIVIDUAL EMPLOYEES ARE NOT ELIGIBLE TO APPLY.

Apply for Grants Check Application Status

Update Applications
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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.

(o]

Iz the Applicant Eligibla?

Is the Applicant Eligible?

Is the Applicant an employer that has one or more employess employed by it to perform services in Vermont who have received paid leave between July 1, 2022 - June 30, 2023 for or related to one or more of the fellowing COWID-15-
related reasons?
(AJEmployes is sall-isolaling because amployes has baan diagnosad with COVID-19 or test pesitive for COVID-19
{B)Sali-lsolating pursuant te the recommendation of a health care provider or a State or faderal public haalth official becauss the employee has baan exposed lo COVID-19 ar the employes ke expedencng symptoms of COVID-19
(C} Caring for a parent, grandparent, spouse, child, sibling. parent-in-law, grandchild, or foster child. becausa:
{Iy the: school or place of care whare that individual is nermally located during the employes’s workday Is closed due to COVID-15;
(iiy that individual has been requested not to attend the school or the place of care where that individual is mormally located during the employee's workday due to COVID-1%;
(iii} that individwal has been diagnosed with or tested positive for COVID-19; or
(iv) that individual is self-isalating pursuant to the recommiendation of a health cars provider or 3 State or federal public health official because that individual has been sxpossd to or is experiencing symptams of COVID-1%;
(¥} sttending an appoiniment for the employ=se or the employss's parent. grandparent, spouse, child, sibling, parent-in-law, grandchild, or foster child fo receive a vaccine or a vaccine booster for protection against COVID-19: or

(E) experiencing symploms, or caring for a parent, grandparent, spouse, child, sibling, parent-in-law, grandchild, or foster child whao is experiencing symptoms, related lo a vaccina or a vaccine booster for protection against COVID-19

Cancel Sawve for later
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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.

——0

Applicant Information

Applicant Information

Cancel Save for later Previous @
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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.

e—0

Applicant Information

Applicant Information

Add Company

Cancel Save for later

Add Company

~s Person Preparing Application for Applicant
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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.

(] ] ] o

Mew Or Existing Employee?

MNew Or Existing Employee?

Do you want to add a new employee(s) or select any existing employee(s)?

" Selection

Cancel Save for later Previous “
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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.

e—0

Employee Information

Employee Information

v Employee

' Employes First Mame

Error Employes First Mame is required

* Last 4 dgits of Employes’s S5N

In order to add more than one employee click "Add” button on the top right.

Cancel Save for later Previous
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Verify employee information in the summary table show, then select the “Next” button.

e—0

Review Employee Details

Review Employee Details

E ezs Lagal Nai

Test Business

Employee Details

Cancel  Save for later
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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.

—0

Covid-19-Related Paid Leave?

Covid-19-Related Paid Leave?

The Applicant certifies that each of the following statment are true for each employee listed in the application.

= The employee was employed by Applicant to provide services in Vermont between July 1, 2022 - June 30, 2023 and at all times that the listed leave hours were taken by the employee.

= 100% of the listed leave hours were paid to such employee at the hourly rate indicated for such employee between July 1, 2022 - June 30, 2023 for absences from work due to "COVID-1%-related reasons” (as defined in the Covid-
19-Related Paid Leave Grant Program Guidancs)

" Selection

Cancel Save for later Pravious
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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.

oa—6—8—0—0—0—a—0

Tax Information Supperiing Documents

Tax Information Supporting Documents

Please complete, sign, and upload an Internal Revenue Service Form W-9 for the applying small buzimess or non-profit. Click here to download a Form YW-3 and instructions from the | RS

W-3 forms must be physically signed and dated within the last six months. We do not accept electronically signed W-9 forms, Forms will net be accepted if there is any reason to question the authenticity of the form
(crossed out information, written over, multiple colors of ink, etc.)
If you don't upload the W3 form then the Previous W3 form will be used.

& Upload Files

Pravious W9 Farm Details
Title v | Download
Cancnl Save for Iator e
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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.

e—0

Fraud Prevention

Fraud Preventio

the -‘!‘.pp;lcﬂﬂtﬁ most recent quarterly payroll tax filing reported to the Internal Revenue Service - for most applicants, this will be their most recent LE.S. Form 941 filing

Please upload a copy of

&, Upload Flles Dr drop files

Pravious Fraud Frevention Form Details

le W Download

Cancel Save for later
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Complete the Self Attestation Certificate by clicking the checkboxes under each statement, then selecting
the “Next” button.

o—0—00—0—0—0—0—0—0—0

Self Attestation Certificate

Self Attestation Certificate

By initialing below and signing this Application. | certify. acknowledge, attest and agree. individually and on
behalf of the Applicant. that:

Grant funds shall only be used in relafion fo the payment of an employes's wagss for the period when
the employee was absent from work for a COVID-19-related reason

The Applicant is not se=king funds in relation to any amounts of paid leave that were deducted from any emplayes's accrued paid lzave balance at the time the COVID-19-related leave was taken, unless those amounts have been
restored to the employee's accrued paid leave balance or will be restored to the employee’s accrued paid leave balance following approval of this grant application and prior to the grant award being paid to the
Applicant. Employess receiving paid leave funded by a grant shall not be required lo pay an adminkstrative fee or other chargs in relation Lo the employer reguasting the grant

Applicants thal recsive grants must report and retum wnspent funds. Each emplayer that receives a grant shall report to the Depadment of Financial Requlation on a form provided by its Commissioner the amount of grant funds used
to reimburss the employer for paid leave Lo employses and the amount of any remaining grant funds that were not spent. All unspent grant funds shall be returnzd to the Departmant of Financial Regulation pursuant 1o a procedure
adoptad by the Commisslonar.

Cancel

Save for later Previous
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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”.

20 1 attest, under penalty of perjury, that all information provided on this form_ in this spplication, and the information provided in all supparting documentation and forms is true and accurste | understand that fhe State of Vermont will
rely an this cerdification as & material representation in making this federal award

Further, | understand thal inlentional misrepresentation of information s fraud and may subject me of my organization to disqualification from receiving further benelits, administrative penallies, and criminal prosecution
ledae ar
By typing my name into the box below labeled "Authorized Signature of Signatory” and clicking “Submit Application ™ | hereby agree that this action constilutes my eleclionic signature to this Application, individually and on behalf of the

Applicant

Test Businass

12-11-2023

Bt

Cancel Save for later Previous

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
15
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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 vour application to the appropriate quarter.

For additional questions or assistance, please contact us at dfr.paidleavegrants@vermont.gov or call (833)
813-6676.
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