VIRGINIA JOBS INVESTMENT PROGRAM

RETRAINING PROGRAM 
REIMBURSEMENT REQUEST FORM INSTRUCTIONS
1.
The Virginia Jobs Investment Program Retraining Reimbursement Request Form must be emailed to your project manager in the Excel format by a company representative, with an acknowledgement in the body of your email message.
2.
The employees should be listed from the oldest training date to the most recent training date.

3.
No training date should precede the application date.

4.
All employees listed, must be permanent full-time employees eligible for benefits and be earning at least $9.79/hour.  
5.
VJIP cannot reimburse for the same individual more than once. Please double check that the names on the reimbursement form have not been submitted previously for reimbursement.
6.
For businesses with more than 250 employees company-wide, the first reimbursement must have a minimum of 10 employees. 

For businesses with 250 or less employees company-wide, the first reimbursement must have a minimum of 5 employees. 

Subsequent reimbursement requests for both programs may have more or less.


7.
We must have a W-9 on file and your company must be registered and in “Good Standing” with the Virginia State Corporation Commission. 

