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JobsOhio Post-Execution Guide 
	
This comprehensive resource aims to guide you through the key procedures, requirements, 
and timelines for your reimbursement after you have entered into an agreement with 
JobsOhio. This guide covers all the essential steps to ensure a smooth post-execution 
experience, with practical examples and templates to help you meet compliance needs with 
ease. 
 
Contact Information: If you have any questions, please reach out to our team at 
performanceteam@jobsohio.com.  
 
 
 
	

Submitting Online for Reimbursement  
	
Online Reimbursement Resources 
Please visit our website below to access our online resources and templates mentioned in this guide. You can 
reference the table of contents on this document to determine which templates you will need for your specific program. 
 
Website: https://www.jobsohio.com/jobsohio-reimbursement-requirements/ 
 
Online Submission Form  
When the Grantee/Borrower is ready to submit, please use the link below to access our online form. JobsOhio’s 
online Reimbursement Request Form requires an individual with signing authority within the Grantee’s/Borrower’s 
company to submit the form. The request cannot be submitted by a consultant or other third party.  
 
Website: https://www.jobsohio.com/reimbursement-submission-form 
	
	
	
	 	

mailto:performanceteam@jobsohio.com
https://www.jobsohio.com/jobsohio-reimbursement-requirements/
https://www.jobsohio.com/reimbursement-submission-form
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Required Documentation for Most Programs 
	
Most Projects only require the submission of two files when submitting for reimbursement. Below is the required 
reimbursement documentation for most JobsOhio Programs, with the exception of the JobsOhio Workforce (JOW) 
and sometimes the JobsOhio R&D or Phase II Grants. If your Agreement is with one of these programs, please follow 
the requirements featured later in this guide. Documentation examples for all program types can be found in the 
appendix at the end of this document. 
 
File 1: An Excel Invoice Summary 

• See Page 17 of this Guide for an example and more detail.	
• The invoice summary needs to include the following: 

o Vendor’s Name  
o Invoice Number 
o Invoice Date: Invoices should be listed in chronological order from the oldest to the newest invoice 

date. 
o Invoice Total 
o Total Amount Requested: Requested amount should not include ineligible items like fees, taxes, 

etc. Ineligible Costs are listed in the Agreement 
o Proof of Payment Type: Examples: Check #xxxxx, Bank Name Bank Statement, Credit Card 

Company Name Credit Card Statement, Bank Name Wire Transfer 
o Proof of Payment Date: Check date or the statement end date. 
o Entity Name on the Proof of Payment Account: This should reflect the owner of the bank account 

on the Proof of Payment and match the Grantee or other entities named in the Agreement that are 
meant to incur costs towards the Project. 

o Eligible Cost Category: Eligible categories are listed in your Agreement.  
o Description of Purchase: Include any details to aid us in confirming the costs fall in JobsOhio's 

Eligible Cost category. 
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File 2: Consolidated PDF of Invoices and Proofs of Payments (PoPs) 
Required Format: All invoices and their corresponding PoPs should be submitted in one consolidated PDF. The 
invoice should be first, with the corresponding PoP after the invoice, followed by the next invoice and PoP. If a 
purchase order (PO) or batch documentation is required, place it after the invoice and before the PoP. Please list all 
documentation in this format, in chronological order from oldest to newest, mirroring the Excel Invoice Summary order.  

• See Pages 14-16 of this Guide for examples and more details. 
• Invoices 

o The invoice must indicate that the item was delivered to or work was completed at the Project Site 
Location. JobsOhio discourages the use of handwritten invoices and screenshots will not be 
accepted. JobsOhio encourages you to use big-ticket items when submitting to reduce 
documentation. 

• Purchase Order / Purchase Description 
o If an invoice does not have a description of the purchased product or services rendered, please 

provide a PO detailing the purchase. 
• Proof of Payment (PoP) Documentation 

o JobsOhio requires all PoP be from a financial institution. The PoP should indicate the 
Grantee/Borrower’s name, or the entity spelled out in the Agreement as able to incur costs toward 
the grant. This is typically found in Section 2 of the Grant Agreement. 

o JobsOhio utilizes the following forms of proof of payment: 
§ Cancelled/Cleared Checks: Must provide the front and back of the check indicating the 

Grantee/Borrower incurred the costs. 
§ Bank and Credit Card Statements: Must provide two pages from the statement, 1.) the 

first page confirming it is the Grantee/Borrower’s account and 2.) the page the transaction 
appears on. Please make sure to highlight the transaction. If the transaction does not have 
the vendor’s name, those must be provided in transaction details from the bank. 

§ Bank Line of Credit: If items were purchased using a line of credit, please provide the 
statement showing the costs were incurred. 

§ Batch Payments: If your organization pays its invoice in a batch payment, JobsOhio must 
see the full list of transactions and how the requested invoice fits in the total summed dollar 
amount from that ACH/batch payment. 

 

File 3: Disbursement Conditions  
If your Agreement has disbursement conditions specific to the Project, they must be met before JobsOhio can 
disburse funds. Documentation outlining if disbursement conditions have been met should be uploaded as part of the 
reimbursement package.  
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Tips for Reimbursement 
 

1) Make sure all Eligible Costs are incurred and paid by the Grantee or Borrower listed on the executed 
Agreement. The spelling must be an exact match. JobsOhio cannot reimburse if another entity paid the costs. 
 

2) Make sure all invoices are dated on or after the Effective Date listed in the Agreement.  
 

a. If the Invoice is dated as of the Effective Date or later, but it was for services prior to the Effective 
Date, those costs are ineligible for reimbursement. 
 

b. If the Invoice is dated as of the Effective Date or later, and the services were prior to the Effective 
Date, but the payment was after the Effective Date, those costs are ineligible for reimbursement. 
 

3) Taxes, markups, and contingency fees are not Eligible Costs for reimbursement for any JobsOhio program. 
 

4) If you have incurred more costs than the Program amount, you only need to provide enough documentation 
to reach the total unless otherwise stated in the executed Agreement. 
 

5) The executed Agreement states the number of times you can request for reimbursement. Please review 
Section 2 for Grants and Section 2.5 for Loans prior to submitting. 
 

6) Each Agreement is unique and may contain Disbursement Conditions. This can be found in the 
“Disbursement” or “Disbursement of Loan” section in the executed Agreement. Please attach documentation 
to the online Reimburse Request Form to meet the required conditions at the time of submission. 
 
 

**Below is specific documentation for Programs with unique requirements that do not fit into the requirements 
mentioned on the previous pages.  
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Required Documentation: Workforce Grant  
 
File 1: An Excel Training Summary 
• Required Excel Training Summary: The following needs to be provided in the required Training Summary 

Template, which you can find on our website:	
o Trainee First Name	
o Trainee Last Name	
o First Day of Training: Training should be organized from oldest start date to newest.	
o Last Day of Training	
o Type of Training: Eligible Costs listed in the executed Grant Agreement.	
o Total Number of Hours Trained: The hours an individual was trained before overtime.	
o Total Number of Weeks Trained: The number of weeks from the beginning date to the end date.	
o Jobs Created Hourly Wage: Refer to the executed Grant Agreement.	
o Total Amount Requested: Jobs Created Hourly Wage multiplied by the total number of hours trained.	

	
• Training Summary Requirements 	

o All training start dates must be on or after the Effective Date found on the first page of the executed 
Agreement.  

o A training beginning and end date must be provided. The Training Summary must be organized in 
chronological order from the oldest start date to the newest start date.  

o JobsOhio cannot pay over-time. The average per week training hours must be 40 or less. The Grantee 
can submit for a one-day period, a one-week period, a one-month period, or a range of multiple months, 
but the hours divided by the available weeks in the timeframe cannot exceed 40 hours on average. 

o If an individual received training in multiple categories, you may list them all on the same line. 
o JobsOhio will only reimburse individuals being trained, not the trainer, unless otherwise stated in the 

Agreement. 
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Required Documentation: Small Business Grant 
 
These grants can span several different types of JobsOhio Programs. Depending on the Eligible Costs approved in 
the executed Agreement, you may need to reference multiple sections of this document. 
	
Required Documentation: Small Business Grant 

• Invoice Summary: If you were approved for Building, Building Renovation, Infrastructure, or other related 
costs. 

o Please utilize the instructions on pages 5 & 17 
• Training Wages: If you were approved for internal training, such as Product Knowledge, Technical, IT 

training, etc., and have an Hourly Wage established. 
o Please utilize the instructions on page 18 

• Software Development Wages: If you were approved specifically for Software Development, and Software 
Development Wages in your Eligible Costs. 

o Please utilize the instructions on pages 19 
	
	

Required Documentation: Phase II Assessment Grant 
 
Required Phase II Assessment Documentation  
 
File 1: Invoice Summary 

• Follow the instructions on pages 5 & 17 to create an invoice summary. 
 
File 2: Consolidate PDF of Invoice and Proof of Payment  

• Follow the instructions on pages 6 & 14-16 to create a consolidated PDF of Invoices and Proof of Payment. 
 
File 3: Final Phase II Report 

• The final Phase II Report should be provided at the time of reimbursement. If you encounter an issue when 
uploading this document, directly email it to performanceteam@jobsohio.com. 

  

mailto:performanceteam@jobsohio.com
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Required Documentation: R&D Loan or Grant 
 
Eligible Costs for Building, Land, and Machinery and Equipment 

• Follow the instructions on pages 6 & 14-16 on how to create a consolidated PDF of Invoices and Proof of 
Payment. 

• Follow the instructions on pages 5 & 17 on how to create the Invoice Summary. 
	

Eligible Costs for Software Development 
Software Development wages can appear in both our loans and grants but are primarily a loan Eligible Cost. See 
below for a breakdown of what is needed for this specific cost.	
	
File 1: An Excel Software Development Wages Summary 

• Software Development Excel Spreadsheet to include (Template available online, example on page 19): 
o Employee’s First Name  
o Employee’s Last Name  
o Pay Period Start Date: Should correspond to the pay period on the proof of payment and should be 

a range. 
o Pay Period End Date: Should correspond to the pay period on the proof of payment and should be 

a range. Excel summary should be in chronological order based on the pay period end date. 
o Employee’s Salary: Amount should correspond to the pay period and amount on the paystub. 
o Percentage: Amount of time employee worked on the Project. 
o Percentage of Costs Attributable: Amount of time employee worked on the Project multiplied by 

the employee salary. 
o Amount to Bill: Percent listed in the executed Loan Agreement that JobsOhio will reimburse; take 

Percentage of Costs Attributable multiplied by the percent listed in the executed Loan Agreement 
o Eligible Cost: Categories found in the definition section of the Loan Agreement. 
o Employee’s Title: For software wages, titles should fall into the software development realm. Work 

completed must be software development related. 
 
File 2: A Consolidated PDF for Proof of Payment 

• Proof of Payment  
o Employee Paystubs or Payroll Ledger: Should mirror the dates on the summary. Should be in a 

consolidated PDF that mirrors the Excel summary. 
 

• If an outside vendor was used for Software Development, please follow the instructions on pages 5-6 & 14-
17 of this Guide to complete an Excel Invoice Summary and Consolidated PDF of Invoices and PoPs,  
respectively. 
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JobsOhio Appendix | Documentation Examples 
Invoices: AIA Form 
		
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
 

JobsOhio can only 
reimburse for the 
current payment due, 
rather than a previous 
balance. 

Invoices must show the 
work was completed at the 
Project Site. Otherwise, a 
Performance Team 
member will ask to confirm 
this over email. Invoice Number 

Invoice Date 

Vendor Name 

Invoice Total 
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Invoices: AIA Form (cont.) 
	
	
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Invoice 
Numbe
r Invoice Date 

Once received, the 
Performance Team will 
review the items 
included in the invoice 
to determine if they fall 
under the Eligible Costs 
listed in the Agreement. 
These are most likely 
located in Section 2(b) 
of your Agreement. 

JobsOhio can only consider 
the work that was completed in 
the billing period of the invoice 
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Invoices: AIA Form (cont.) 
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

Once Eligible Costs are 
identified in the invoices, 
JobsOhio will total the 
amount available for 
reimbursement. 
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Invoices: Vendor Invoice 
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

Vendor Name 

Invoice Number 

Invoice Date 

Once Eligible costs are 
identified in the invoice, 
the Performance Team 
will total the amount of 
accepted costs for 
reimbursement. For 
example, 
Shipping/Freight costs 
are Eligible, but Taxes 
are not. 

The Performance Team will be 
looking for evidence on the 
Invoice that work was 
completed and/or equipment 
was shipped to the Project Site 

JobsOhio will not 
cover taxes or markup 
on an invoice, but 
shipping and handling 
is Eligible  
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Proof of Payment: ACH/Credit Card 
	
	

	
	
	
	
	
	
	
	

JobsOhio prefers to see 
a PDF of an official 
bank statement. We 
cannot accept a 
screenshot of a website 
or app. 

JobsOhio will verify the bank 
statement period matches the 
same billing period as the 
transaction 

The owner of the bank account must match the Grantee name on 
the Agreement, to show the Grantee incurred the costs JobsOhio is 
reimbursing. If the Agreement has multiple Grantees, you can 
reference Section 2 of the Agreement to determine which 
Grantee(s) should be incurring the cost(s). 

JobsOhio will verify the transaction 
amount is at least as much as the amount 
listed in the invoice. If the payment to the 
vendor was made in a batch payment, 
please provide a detail of the batch 
payment in addition to the bank 
statement. 

Proof of 
Payment Date 

Recipient of the payment 
must match the vendor 
on the invoice 

JobsOhio will accept a redacted bank statement as long as the 
requested items highlighted on this page are clear and legible. 
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Proof of Payment: Check 
	
	

Check number 

Proof of Payment Date 

JobsOhio will verify the 
check amount is at least 
as much as the amount 
listed in the invoice. 

Entity writing the 
check and incurring 
the cost for the 
invoice must be the 
Grantee listed in the 
Agreement. If the 
Agreement has 
multiple Grantees, 
you can reference 
Section 2 of the 
Agreement to 
determine which 
Grantee(s) should be 
incurring the cost(s). 

Front and Back of the check must 
show the check has been cancelled 

or cleared. 

Vendor Name must 
match the invoice. 
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Template: Invoice Summary 
	
Overview: This example utilizes the two invoices shown above, as well as the ACH and Check examples, as proof of payment. The Excel file is 
split in half here for ease of review. 
	
	
	
	
	
	

	

	
	
	
	
	
	
	
	

Any Ineligible Costs that might be included in an invoice should not be 
included in the Total Amount Requested. These are not explicitly listed in 
Loan Agreements, but they are listed in Section 2 of Grant Agreements. 
Examples of ineligible costs include service fees, taxes, and mark-up costs.  

Invoices should be listed in chronological order, starting from oldest to newest. JobsOhio can 
only consider invoices dated on or after the Effective Date. The consolidated PDF 
accompanying this Excel file should be in the same order (ex. Invoice 1, Proof of Payment 1, 
Invoice 2, Proof of Payment 2, etc.) 

Proof of Payment Type should include the name of the 
financial entity the payment was made through and the 
form of payment itself that JobsOhio will be reviewing. 

This column is optional, and just present in case 
you want to provide additional context that isn’t 
readily apparent in the invoice or payment itself. 
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Template: Training Summary 
 
	
	
	
	
	

	
	

	
	
	
	
	
	
	

Training should be listed in chronological 
order, starting from oldest to newest based on 
the first day of training. JobsOhio can only 
consider training that occurred on or after the 
Effective Date. 

If the training occurred 
over consecutive days, 
you are welcome to 
group these as one 
entry. If they occurred 
over separate periods of 
time then they will need 
to be their own entry, 
even if the training was 
done by the same 
employee. Entries 
cannot have overlapping 
dates. 

Training also needs to be separated by Eligible Cost, with each entry describing what 
training occurred on what day. If an individual completed multiple types of training on 
one day, then the most relevant category will need to be chosen from the list of Eligible 
Costs. These can typically be found in Section 2(b) of Workforce Grant Agreements, and 
under the “Eligible Cost” definition of Loan. Agreements. 

JobsOhio will reimburse for training only at the Hourly Wage set in 
the Agreement. This can typically be found in Section 2 of the 
Grant Agreement. Regardless of whether the individual was paid 
more or less than the Hourly Wage, for the purposes of reporting 
JobsOhio has committed to covering the training investment at this 
wage. 

JobsOhio would like to see 
this column reflect the 
formula of Total Number of 
Hours Trained multiplied by 
Jobs Created Hourly Wage 
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Template: Software Wages 
 
 
 
 
 
	

 
 
 
 
 

 
 
 
 

 
 

Employees and wages to be reimbursed should be listed in 
chronological order, from the oldest to newest based on the first 
day of training. JobsOhio can only consider training that occurred 
on or after the Effective Date. 

The dates reported should match 
the same pay periods provided in 
the employee’s paystubs. 

Percent of time on 
paycheck used for 
software development. 

Software Development Wages are typically the only available Eligible 
Cost on this form of Grant, but any additional Eligible Costs that may 
be included would be located in Section 2 of the Agreement. 


