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VERMONT EMPLOYMENT GROWTH INCENTIVE
INITIAL 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]|_|	Have all company managers and employees who will work on and certify the application create a User Account on the online VEGI Application and Claim System. Refer to the VEGI Application and Claim System Users Manual for instructions and to determine the appropriate system roles for your employees and managers.

[bookmark: Check4]|_|	Notify VEPC staff that any new User Accounts are established and need to be validated by contacting either Kimberley Baker: (802)828-3230, Kimberley.baker@vermont.gov or Fred Kenney: (802)777-8192, fred.kenney@vermont.gov. You will be notified by email when accounts are validated.

[bookmark: Check5]|_|	All Users make note of User Name and Passwords for future reference. Everyone will need their account User Name and Password again later in the process. 

[bookmark: Check6]|_|	Decide if you are submitting an Initial or Final Application. 

[bookmark: Check7]|_|	Determine your Activity Commencement Date.

[bookmark: Check8]|_|	Update the MS Excel spreadsheet from your Pre-Application or use the worksheet available on our website - VEGI Application Data Worksheet – to summarize your application data. Entering your data on this MS Excel worksheet and having it available when you complete the data section of the online application will make completing the data section of the web-based application easier. 

[bookmark: Check9]|_|	Complete your application by closely following the line-by-line instructions available through a link at the top of each form of the application. 

[bookmark: Check10]|_|	Following the application instructions, obtain Authorization and Certification of the application by the company managers with the Authorizing Official and Senior Authorizing Official roles (and have them change the application status appropriately). 

[bookmark: Check11]|_|	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 application considered, submit the application by changing the application status to “App Submitted.”

[bookmark: Check12]|_|	VEPC staff will complete the cost-benefit modeling for the application and send you an email with the results, the incentive amount the Council will be considering, and information on the VEPC Board meeting at which the application will be considered. 

[bookmark: Check13]|_|	Application Authorizing Official (AO), or Senior Authorizing Official (SAO), log onto VEGI Application and Claim System to accept the cost-benefit result and incentive level to be considered by changing the application status to “App CBR Acceptance.”

[bookmark: Check14]|_|	At least one of the company officers that signed the application (AO or SAO) attend VEPC Board meeting to testify regarding the application. 
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