
APPLY ONLINE
In your account: Select the More tab, then select Small Business 
Assistance Grant to fill out the application and upload documents. 

Small business assistance grants  
Application Checklist
Small business 
assistance grants 
are available 
when you incur 
an expense as 
a result of an 
employee's use 
of Paid Leave.

Use this checklist 
to prepare 
before starting 
the online 
application.

For more information, visit  
www.paidleave.wa.gov/small-businesses

Grants for adding a temporary employee:
Supporting documents include personnel records showing that 
you added the employee to payroll. 
•	 Show that you hired them to replace an employee on Paid 

Leave. Provide the name and Social Security number for the 
new employee and list the dates of employment.

•	 Download the Temporary employee payroll form at 
paidleave.wa.gov/help-center/employers/. Fill out and upload 
the form with application.

Grants for wage-related costs:
Supporting documents include receipts, payroll records, or 
other documentation showing wage-related costs.
•	 List each cost that you want reimbursed and explain how 

your costs are directly related to your employee’s Paid Leave. 

GET READY
You’ll need administrative access to your Paid Leave employer 
account. Find details on how to complete the PIN process in the Technical 
Support page on our website.
Prepare your banking information. You’ll need to provide the account 
and routing number to receive a grant payment.
Gather information about the employee who took leave. You’ll need 
their name, SSN, leave dates and claim ID. You can download some of 
this information from the “Benefits Claims” tab in your employer account.
Gather your documents. If you have fewer than 50 employees on 
average, you will not be required to submit supporting documents. If you 
have between 50 and 150 employees, you’ll need to provide supporting 
documents with your application.

For more information on grants and their requirements, visit paidleave.wa.gov/small-businesses.
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