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VERMONT EMPLOYMENT GROWTH INCENTIVE
FINAL APPLICATION CHECKLIST

[bookmark: Check1]|_|	Review the VEGI Application Workflow. It will help you understand who must do what, when, throughout the application process.

[bookmark: Check2]|_|	Review the VEGI Application and Claim System Users Manual. This document will help you understand how to use the online system to complete and submit your VEGI application (and later, your annual claims).

[bookmark: Check3]|_|	If any company managers or employees who will work on your Final Application never created User Accounts on the online VEGI Application and Claim System, have them do so now. Refer to the VEGI Application and Claim System Users Manual for instructions and to determine the appropriate system roles for your employees and managers.

Do not start a new application: 
[bookmark: Check5]|_|	Log back onto the VEGI Application and Claim System 
[bookmark: Check6]|_|	If your company had employees in Vermont as of your Activity Commencement Date, download and complete the VEGI Base Employment Data Workbook (MS Excel format). Then attach the workbook to your Final Application by uploading it to Line 6 of Data Part 1 form. The total headcount and payroll for full-time employment (qualifying and non-qualifying) from your Workbook must match the total full-time headcount and payroll you enter on the Data Part 1 form in Sections 3 and 4. This data will be verified by the Department of Taxes (by checking against W2 filings) as part of the Final Application process to ensure an accurate Base Payroll and Employment level. This level of headcount and payroll must be maintained in future years for new employment to be considered incremental and to earn the incentive.
[bookmark: Check7]|_|	Do not modify the “But For” form, but you must re-save the But For form.
[bookmark: Check8]|_|	The Activity Commencement Date stays the same as the date you established with your Initial Application. Do not change this date on the “Applicant Information” form, Line 16 or on the “Data Part 1” form, Line 1. Also do not change the data on the “Data Part 1” form unless preparation of the VEGI Base Employment Data Workbook indicates a data error. Also, do not change the data you entered on the “Guideline 2 Part 1” form. This data should stay as entered as of your Activity Commencement Date. However, be sure to re-save these forms.
[bookmark: Check9]|_|	If you plan to change any prospective headcount, payroll, or capital investment data in “Data, Part 2,” start with the MS Excel data form from your Initial Application, make any required updates or changes to that data form, email it to Fred.Kenney@vermont.gov for review, then use that excel form as a guide to enter the revised data on the VEGI Application and Claim System. 
[bookmark: Check10]|_|		Make any required modifications to the existing application to reflect changes to your plan 
		since approval of your Initial Application.
[bookmark: Check11]|_|	Modify any other application information, as needed, also ensuring that all data and 	narrative information are consistent. 
[bookmark: Check12]|_|	Update the Guideline responses as necessary. Ensure that any Guidelines that could not be addressed in the Initial Application are fully addressed in the Final Application.  
[bookmark: Check13]|_|	If you were not able to provide any of the support letters (municipality, regional development corporation, regional planning commission), obtain those letters and upload to the application to the Guideline 4 form.
[bookmark: Check14]|_|	Important: You must review and re-save every application form (including the But For) even if you do not make modifications to the form, to ensure that nothing is overlooked and to date stamp the form with the Final Application date.  
[bookmark: Check15]|_|	Upload to the application attachment form a brief letter stating the major differences between the Initial and Final Applications and state why the changes are necessary. 
[bookmark: Check16]|_|	Leave any attachments that are already part of your application, unless you need to make changes to them or replace them. If you need to change or remove an attachment, select the “delete” box next to the attachment and click “SAVE.”  Then upload the revised document or any new documents, as needed, and click “SAVE.”

When you have completely reviewed and modified the application and you are ready to submit a Final Application for final review, follow these steps:

[bookmark: Check17]|_|	Authorizing Official: log-in, review the Final Application, and re-save the AO Certification 	page.
[bookmark: Check18]|_|	No later than 4:00 p.m. of the application deadline date (normally the first Friday of the month) for the month in which you wish to have your Final Application considered:	 
Senior Authorizing Official: log in, review the Final Application, re-save the SAO Certification page. Then return to the main menu and change the status to “App Mods Submitted.”  That will submit the application to us for processing through the online system. 
[bookmark: Check19]|_|	The application will be reviewed by VEPC staff and you will receive an email notification from the system and a detail email from Fred Kenney notifying you that either further modifications are required or that your Cost-Benefit result is ready for you to review and accept.
[bookmark: Check20]|_|	Make modification to the application and change status to “App Modifications Submitted” or
[bookmark: Check21]|_|	Accept the Final Application cost-benefit result/incentive calculation.
Your Final Application is ready for review by the Council.
[bookmark: Check22]|_|	Attendance at the VEPC meeting by company officials during consideration of your Final Application will depend on the extent of the modifications to the application. If the changes are minor, you will probably not be required to attend the meeting. If the project indicated on the Final Application is substantially or materially different from the Initial Application, you will be required to attend and the Council may re-examine the But For and Program Guidelines to ensure compliance with statute. 
[bookmark: Check23]|_|	Please have everyone make note of their User Name and Password for future use of the system, including filing incentive claims each year after Final Approval. 
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