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October 16, 2024 

MEMORANDUM 

TO:  Board of Housing and Community Development Members 

FROM: Chase Sawyer 

SUBJECT: Board of Housing and Community Development Meeting – October 21, 2024 

Enclosed is the agenda and information package for the Board of Housing and Community 
Development meeting to be held on Monday, October 21, 2024. The full Board will convene at 
10:00 a.m. The Board meeting will be held at the Virginia Housing Center located in Innsbrook 
at 4224 Cox Road in Glen Allen, Virginia. Lunch will be provided during the meeting. 

Please contact me as soon as possible to let me know whether you will or will not be able 
to attend. I can be reached at chase.sawyer@dhcd.virginia.gov or at 804-310-5872. Please let me 
know if you have any questions or if there is anything I can do to be of assistance. 

Enclosure 
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AGENDA 
BOARD OF HOUSING and COMMUNITY DEVELOPMENT 

Monday, October 21, 2024 

10:00 AM 

Virginia Housing Center 

4224 Cox Road, Glen Allen, VA 

 

Public Comment before the Board will begin at 10:00 a.m.  

In addition to in-person public comment, there will be a virtual public comment option. Each 

speaker will be limited to one minute of speaking time and there will be one half-hour total for 

public comment on a first come first served basis. Please contact 

chase.sawyer@dhcd.virginia.gov to sign up for public comment. 

 

Electronic Meeting Access Information 

Microsoft Teams Joining Information: Click here to join the meeting 

Call in (audio only) +1 434-230-0065 | Phone Conference ID: 879 722 633# 

 

 

I. OPENING 

 a.  Call to Order       Chair 

 b. Roll Call       DHCD Staff 

 c. Public Comment      Chair 

 

II. CONSENT AGENDA      Chair 

o Approval of Minutes: August 19, 2024 

 

III. COMMITTEE APPOINTMENTS     Chair 

 

IV. ENTERPRISE ZONE GRANT PROGRAM MANUALS  DHCD Staff  

 UPDATE FOR GY2024 

 Action Items: 

o Job Creation Grant Instruction Manual 

o Real Property Investment Grant Instruction Manual 

o CPA Agreed Upon Procedures Manual 

 

V. ENTERPRISE ZONE GRANT PROGRAM REGULATORY DHCD Staff 

 ACTION PURSUANT TO 2024 LEGISLATION 

 Action Item 

 

VI. LEGISLATIVE AND REGULATORY UPDATE  DHCD Staff 

o Private Activity Bonds Guidelines 

o Housing Needs Assessment 

o Local Housing Policies Dashboard 

o Single-staircase Advisory Group 
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VII. REPORTS AND INFORMATION  

 a. Virginia Housing Report     Tammy Neale 

 b. Report of the Virginia Fire Services Board   J.M. Snell 

 c. Report of the Director     Bryan Horn 

 

VIII. UNFINISHED BUSINESS      Board members  

 

IX. NEW BUSINESS       Board members  

 

X. BOARD MATTERS       Board members 

 

XI. FUTURE BOARD MEETING DATES    Bryan Horn 

o December 9, 2024 

 

XII. ADJOURNMENT       Chair 
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DRAFT
Minutes of the 

BOARD OF HOUSING AND COMMUNITY DEVELOPMENT 
August 19, 2024 

10:00 AM 

Virginia Housing Center 

4224 Cox Road 

Glen Allen, Virginia 

 

Members Present 

Louie Berbert, Chair 

Sylvia Bryant 

Cindy Davis (Virtual) 

Bill Garrett 

Lynne Goldberg  

Jenna Goodman 

Abigail Johnson (Virtual) 

Roger Jones, Vice Chair 

Tammy Neale 

J.M. Snell 

Scott Stosser 

Mark Trostle 

Members Absent  

Keith Johnson   

 

DHCD staff present for all or part of the meeting:  

Justin Bell, Assistant Attorney General 

Jeff Brown, State Building Codes Office Director 

Bryan Horn, Director  

Trisha Lindsey, Policy and Legislative Services Director 

Andrew Malloy, Policy Analyst 

Chase Sawyer, Policy and Legislative Services Manage 

  
Call to Order Mr. Berbert, Chair of the Board of Housing and Community 

Development, called the meeting of the Board to order at 10:06 

a.m.  

 

Roll Call The roll was called by Mr. Sawyer. Mr. Sawyer reported that a 

quorum was present. 

 

Remote Participation Mr. Sawyer reported that Ms. Davis (personal matters) and Ms. A. 

Johnson (personal matters) had been pre-approved by the Chair to 

participate in the meeting remotely. A motion was made by Mr. 

Snell and seconded by Mr. Trostle to confirm the Chair’s decision 

to approve the remote participation of Ms. Davis and Ms. A. 

Johnson. The motion passed on a unanimous voice vote (YEAS: 
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Berbert, Bryant, Garrett, Goldberg, Goodman, Jones, Neale, Snell, 

Stosser, Trostle; NAYS: None). Ms. Davis stated that she was 

participating from Butler, Pennsylvania, and Ms. A. Johnson 

stated that she was participating from Norway. 

New Board Members Mr. Berbert welcomed the new Board members and asked that 

they introduce themselves. Ms. Bryant, Ms. Davis, Mr. Garrett, 

Ms. Goodman, and Mr. Stosser introduced themselves. 

Annual Election of 

Officers 

Mr. Berbert turned the meeting over to Director Bryan Horn. Mr. 

Horn opened the floor for nominations for Chair of the Board. Mr. 

Snell nominated Mr. Berbert. The nomination was seconded by 

Mr. Stosser. No other Board members were nominated. The 

motion to elect Mr. Berbert as Chair of the Board passed on a 

unanimous voice vote (YEAS: Berbert, Bryant, Davis, Garrett, 

Goldberg, Goodman, A. Johnson, Jones, Neale, Snell, Stosser, 

Trostle; NAYS: None).  

Mr. Berbert opened the floor for nominations for Vice Chair of the 

Board. Mr. Snell nominated Mr. Jones. The nomination was 

seconded by Mr. Stosser. No other Board members were 

nominated. The motion to elect Mr. Jones as Vice Chair of the 

Board passed on a unanimous voice vote (YEAS: Berbert, Bryant, 

Davis, Garrett, Goldberg, Goodman, A. Johnson, Jones, Neale, 

Snell, Stosser, Trostle; NAYS: None). 

Public Comment Mr. Berbert opened the floor for public comment. After seeing no 

speakers, Mr. Berbert closed public comment. 

Approval of Minutes A motion was made by Mr. Snell and seconded by Ms. Neale to 

approve the minutes of the May 13, 2024, meeting of the Board. 

The motion passed on a unanimous voice vote (YEAS: Berbert, 

Bryant, Davis, Garrett, Goldberg, Goodman, A. Johnson, Jones, 

Neale, Snell, Stosser, Trostle; NAYS: None).  

Amusement Device 

Technical Advisory 

Committee (ADTAC) 

Appointments  

Mr. Sawyer shared staff recommendations to reappoint Mr. Casey 

Littlefield and appoint Mr. Brian Rath to the Amusement Device 

Technical Advisory Committee (ADTAC). Ms. Neale made a 

motion to reappoint Mr. Littlefield to ADTAC. The motion was 

seconded by Ms. Davis. The motion passed on a unanimous voice 
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vote (YEAS: Berbert, Bryant, Davis, Garrett, Goldberg, 

Goodman, A. Johnson, Jones, Neale, Snell, Stosser, Trostle; 

NAYS: None). Ms. Goodman made a motion to appoint Mr. Rath 

to ADTAC. The motion was seconded by Ms. Davis. The motion 

passed on a unanimous voice vote (YEAS: Berbert, Bryant, Davis, 

Garrett, Goldberg, Goodman, A. Johnson, Jones, Neale, Snell, 

Stosser, Trostle; NAYS: None).     

 

Electronic Meeting Policy 

Update 

Mr. Sawyer presented recommended changes to the Board’s 

electronic meeting policies. The recommended changes were a 

result of 2024 legislation which amended State Code to 1) increase 

the number of all-virtual public meetings allowed in a calendar 

year to 50 percent; and 2) require the Board’s electronic meeting 

policy to be adopted annually. Ms. A. Johnson made a motion to 

approve the Board’s Policy for All-Virtual Public Meetings as 

presented. The motion was seconded by Ms. Davis. The motion 

passed on a unanimous voice vote (YEAS: Berbert, Bryant, Davis, 

Garrett, Goldberg, Goodman, A. Johnson, Jones, Neale, Snell, 

Stosser, Trostle; NAYS: None).  Ms. Neale made a motion to 

approve the Board’s Policy for Remote Participation of Members 

(hybrid) as presented. The motion was seconded by Ms. Goodman. 

The motion passed on a unanimous voice vote (YEAS: Berbert, 

Bryant, Davis, Garrett, Goldberg, Goodman, A. Johnson, Jones, 

Neale, Snell, Stosser, Trostle; NAYS: None). 

 

Legislative and Regulatory 

Update 

Mr. Sawyer provided an update on the Board’s actions to amend 

Enterprise Zone Grant Program regulations. Mr. Sawyer informed 

the Board that the recent action authorized by the Board related to 

CPA Attestation requirements had been withdrawn as the action 

was found to be not in compliance with State Code. 

 

Mr. Sawyer also provided an update on HB368 and SB195, 

approved during the 2024 General Assembly Session. Mr. Sawyer 

noted that the legislation directs the Board to convene an advisory 

group to provide recommendations for allowing a single stair exit 

for Group R-2 (multifamily residential) structures up to six stories 

in height. Mr. Sawyer further noted that the Advisory Group’s 

findings and recommendations are to be submitted to the Board 

and General Assembly by December 1, 2024. Mr. Snell made a 

motion to authorize the Board Chair to appoint members to the 
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Single-staircase Advisory Group. The motion was seconded by 

Mr. Trostle. The motion passed on a unanimous voice vote 

(YEAS: Berbert, Bryant, Davis, Garrett, Goldberg, Goodman, A. 

Johnson, Jones, Neale, Snell, Stosser, Trostle; NAYS: None). 

 

Virginia Housing Report Ms. Neale, CEO of Virginia Housing, updated the Board on the 

dates for tax-exempt bond pricing announcements – October 2, 

2024, January 15, 2025, May 1, 2025, and July 1, 2025. MS. Neale 

shared that Virginia Housing’s Qualified Allocation Plan (QAP), 

which outlines the criteria for tax credit programs, will be 

submitted to the Office of Regulatory Management (ORM) for 

approval in September. Ms. Neale shared the names of new 

members on the Virginia Housing Board and leadership positions 

at Virginia Housing. 

 

Virginia Fire Services 

Board (VFSB) Report  

Mr. Snell shared positive feedback from the annual Virginia Fallen 

Firefighters and EMS Memorial Service in June. Mr. Snell further 

shared that in September, there will be a Wall Ceremony for all 

service members (military, police, firefighters, etc.) who 

sacrificed their lives in the line of duty. Mr. Snell stated that the 

VFSB reelected its leadership and will meet in September. Mr. 

Snell noted that the VFSB completed its guidelines for the live fire 

training structure. 

 

Report of the Director Mr. Horn, DHCD Director, welcomed the new Board members 

and discussed the variety of programs the Board and DHCD 

oversees in addition to the building code.  

 

Members of the Board asked questions and discussed DHCD’s 

programs to develop broadband.  

 

The Board discussed the impacts of the adoption of energy 

efficiency standards for new construction of HUD-financed 

housing, specifically FHA-insured programs.  

 

Unfinished Business There was no unfinished business to be discussed.  

 

New Business Board members had questions for Ms. Neale related to Virginia 

Housing programs. Board members discussed changes made to 

program eligibility based on local market conditions. 
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Board Matters  Staff requested that Board members complete their contact 

information sheets. Staff informed new Board members that they 

would be contacted for orientations and onboarding.  

  

Future Meetings Mr. Horn shared upcoming Board meeting dates: September 16, 

2024, October 21, 2024, and December 9, 2024. 

 

Adjournment A motion was made by Ms. Goodman and seconded by Mr. 

Stosser to adjourn the meeting. The motion passed on a unanimous 

voice vote (YEAS: Berbert, Bryant, Davis, Garrett, Goldberg, 

Goodman, A. Johnson, Jones, Neale, Snell, Stosser, Trostle; 

NAYS: None). The meeting was adjourned at 10:52 a.m. 
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Memorandum 
 
To:            Board of Housing and Community Development 
 
From:        Bryan Horn, DHCD Director 
 
Subject:    Enterprise Zone Grant Program Manuals Update for GY2024 
 
Date:         October 16, 2024 
 
 
The Enterprise Zone Grant Program is a partnership between state and local government that 
encourages job creation and private investment. The program accomplishes this by designating 
Enterprise Zones throughout the state and providing two grant-based incentives, the Job Creation 
Grant (JCG) and the Real Property Investment Grant (RPIG), to qualified investors and job 
creators within those zones, while the locality provides local incentives. 
 
The Board of Housing and Community Development is authorized by State Code (§59.1-541.) to 
promulgate rules and regulations prescribing procedures for implementing the Enterprise Zone 
Grant Program. Enclosed for the Board’s review and approval are three guidance documents 
related to the program with updates for Grant Year 2024: Job Creation Grant Instruction Manual, 
Real Property Investment Grant Instruction Manual, and CPA Agreed Upon Procedures Manual. 
A summary of the updates has also been included. 
 
 
Enclosure 
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Enterprise Zone Manual(s) | Summary of Updates  
*Please note the page numbers in the Table of Contents and referenced in the guides may 
change prior to publication.  

Job Creation Grant (JCG) Instruction Manual 
1. Dates & deadlines updated for Grant Year 2024 

2. Updated wage information for grant calculations 

3. Updated HUA Areas 

4. Added paragraph to clarify applications from disregarded entities and subsidiaries 

5. Updated contact phone number 

6. Updated attestation exemption from 40 to 25 or fewer employees (due to the suggested 
change not being approved by AG’s office and will need to go through General Assembly to 
change) 

Real Property Investment Grant (RPIG) Instruction Manual 
1. Dates & deadlines updated for Grant Year 2024 

2. Information on solar projects edited to more clearly specify threshold amounts and grant 
amounts (no minimum investment amount for solar-only projects) (page 7 & 12) 

3. Updated contact phone number 

4. Added paragraph to clarify applications from disregarded entities and subsidiaries 

CPA Agreed Upon Procedures Manual 
1. Dates & deadlines updated for Grant Year 2024 

2. Updated attestation exemption from 40 to 25 or fewer employees (due to the suggested 
change not being approved by AG’s office and will need to go through General Assembly to 
change) 

3. Updated wage information for JCG grant calculations (in the blue box) 

4. Updated HUA Areas 

5, Clarified that attestation of years 2-5 required a sampling of grant year employees only. 
(page 12) 

6. Information on solar projects edited to more clearly specify threshold amounts and grant 
amounts (no minimum investment amount for solar-only projects) (pages 19 & 32)  
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The Virginia Enterprise Zone (VEZ) program is partnership between state and local government that 
encourages job creation and private investment. VEZ accomplishes this by designating Enterprise 
Zones throughout the state and providing two grant-based incentives, the Job Creation Grant (JCG) 
and the Real Property Investment Grant (RPIG), to qualified investors and job creators within those 
zones, while the locality provides local incentives. 

In Grant Year 2023, RPIGs were fully funded for the third consecutive year. In the past, the program 
faced challenges in fully funding grant applications. Since 2021, however, there has been an increase 
in program funding,, allowing for the full financing of JCG and RPIG grants.

Job Creation Grant Instruction Manual
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ANNUAL TIMELINE

VEZ grants are subject to an annual appropriation 
by the General Assembly. By statute, the Job 
Creation Grants (JCGs) receive funding priority. 
After fully funding the JCGs, the remaining funds 
will be allocated to the Real Property Investment 
Grants (RPIGs) and the amount paid to each RPIG 
applicant will be prorated proportionally should 
grant requests exceed the remaining funds.
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GRANT YEAR 2024 TIMELINE

APPLICANT | The entity or business firm that creates the net new permanent full-time 
positions who is the entity that has those positions on their books or deducts the wages as 
a business expense under federal Treasury Regulations for tax purposes (units of local, 
state, or federal government are NOT eligible). 

APPLICATION | To be eligible, the business firm must complete and submit all required 
application components. The application is submitted online through the EZ Application 
Submission System site: https://dmz1.dhcd.virginia.gov/EZonePortal/ 

• Commonwealth of Virginia W-9 Form

• Local Zone Administrator (LZA) Review Form

• Applicant Declaration Form

• JCG Worksheet (or JCG-HUA/SWaM Worksheet)

• CPA Attestation Report (if applicable)

*Hard copies are no longer accepted. All documents and required materials 
MUST be submitted electronically through the EZ Application Submission 
System.

Job Creation Grant Instruction Manual
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APPLICATION INFORMATION
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SAMPLE APPLICATION PAGE | This document is in place of Form EZ-RPIG and Form EZ-
JCG/JCG-HUA/SWaM. It is NOT a required upload.

• Form EZ-RPIG & Form EZ-JCG/JCG-HUA/SWaM are no longer required documents to 
be uploaded.

• Information from these forms is entered directly into the EZ Application Submission 
System.

• It is not possible to open the application, fill in some information, and save the 
application. All information must be filled in and submitted at the same time.

• The Sample Application Page document is provided for zone investors to utilize to 
gather the necessary information for the application submission BEFORE submission.

• The Sample Application Page document is NOT required for submission and is NOT 
required to be uploaded.

• All required attachments/uploads, including the COV W-9, the LZA Review, the 
Application Declaration, the CPA Attestation Report (if applicable), and all 
supplemental documents must be uploaded in the EZ Application Submission System 
in the appropriate “Uploaded Documents” Section.

CPA ATTESTATION REPORT | An independent (must be independent of the qualified zone 

investor) Certified Public Accountant (CPA), licensed in Virginia, must attest to the application 

materials, and complete the CPA Attestation Report to be submitted with most JCG 

applications, unless otherwise noted in this manual. The Agreed Upon Procedures for CPA 

Attestations and Attestation Report Templates are available on the EZ Application Submission 

System link above. 

CPA ATTESTATION EXEMPTION | As provided in §59.1-547 of the Code of Virginia, business 

firms with base year employment of 100 or fewer permanent full-time positions that create 

25 or fewer* grant eligible positions are exempt from the attestation requirement for that 

qualification year. If a firm is exempt from the Attestation Report, the firm must submit the 

Job Creation Worksheet with their application (regardless of qualification year).  The JCG 

Worksheet must be completed each year the firm seeks qualification for the JCG, regardless 

of whether the Attestation Report is required. 

*This is a change from GY2023.

Job Creation Grant Instruction Manual
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SUBMITTAL REQUIREMENTS

APPLICATIONS MUST BE SUBMITTED THROUGH THE SYSTEM NO LATER THAN 11:59PM, 

APRIL 1, 2025 (EDT). Applicants will be prompted to save and print the completed 

application for their own records. DHCD is unable to pre-qualify any applicants.

LATE APPLICATIONS/APPLICATIONS WITHOUT CPA ATTESTATION REPORT | Any 

application submitted without the required documents or submitted after the deadline 

will be considered late. Such applications are held until DHCD determines that funds 

remain after full funding on-time applications. At such time, DHCD will review and 

process late applications on a first-come, first-served basis. 

MULTIPLE APPLICATIONS | If submitting more than one application, each grant 

application and associated materials must be submitted separately via electronic 

submission. 

APPLICATION CONFIRMATIONS | Email confirmations will be sent throughout the 

submittal process to keep the applicant informed of the status of the application and to 

bring any submittal issues to the applicant’s attention prior to certain deadlines. 

Applicants will receive confirmations in the following order:

1. Successful submission of online application: This email will indicate the date 

and time of the  submittal. DHCD recommends applicants print the application at 

this time and retain confirmation emails with their grant records. If the applicant 

has submitted all required documents with required signatures, this notification is 

the only one that will be received.

2. Notification of deficiencies: DHCD will notify applicants by May 15th in cases 

where any additional information is required due to application deficiencies. The 

email will be sent from the following address: ezone@dhcd.virginia.gov. Please 

reply directly to that address when responding.

3. Notification of resolution of deficiencies: Applicants must resolve any 

identified deficiencies by June 1st. Once the applicant provides the requested 

information, a final email will be sent to the applicant confirming DHCD’s receipt 

of the requested material. 

 

Job Creation Grant Instruction Manual
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To be eligible, companies must be located within the boundaries of an Enterprise Zone. 
To determine whether your company is located in an EZ, contact your locality’s Economic 
Development Department.

ELIGIBILITY REQUIREMENTS:

• Must create at least 4 net new permanent full-time positions over the base year 
employment total.

• Base Year employment can be either of the two calendar years immediately 
preceding the first grant year. For Grant Year 2024, the Base Year may be either 
2023 or 2022. 

• Base Year employment is established in the first grant application and remains the 
same for the full 5-year period.

• Eligible positions must meet wage and health benefit requirements:

o Positions must earn at least 150% of the minimum wage (125% in High 
Unemployment Areas and for SWaM-certified businesses) (see page 11 for 
more info)

o Firms must offer to cover at least 50% of employee’s health insurance 
premium (employees may choose to waive the health benefit)

INELIGIBLE APPLICANTS:

The following are prohibited from applying for the JCG:

o units of local, state, or federal government

o nonprofit, other than those classified as NAICS 813910 and 813920

o positions: personal service, food and beverage, and retail

(For a detailed list, see Chart of Activity Numbers on page 33.)

GRANT TERM: 

Grants are awarded for 5-year periods beginning with the first grant year in which a JCG 
was awarded. To be eligible in years 2-5, the firm must maintain or increase the number 
of eligible permanent full-time positions (above the four-job threshold) over base year 
employment. Firms may apply for a subsequent 5-year period given they meet the grant 
eligibility requirements. See Appendix A for more information on subsequent 5-year 
periods. 

Job Creation Grant Instruction Manual
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GRANT CALCULATIONS:

JCG awards are determined by the wages paid 

and the number of months positions were filled 

during the Grant Year. Grants are available in 

amounts of:

Job Creation Grant Instruction Manual
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• Up to $800 per grant eligible position filled by an employee earning 175% of the minimum 

wage   *must meet all other eligibility requirements (including offering health benefits)

• Firms may receive grants for up to 350 positions per year.

ELIGIBLE BUSINESSES

PERCENT OF 

MINIMUM WAGE

WAGE RATE 

THRESHOLD GRANT PER PFTE

All businesses 175% $21.00/hour $800 per PFTE

All businesses 150% $18.00/hour $500 per PFTE

HUA/SWaM-certified 

businesses
125% $15.00/hour $500 per PFTE

*More info on HUA and SWaM-certified businesses on page 11.

GENERAL LIMITATIONS:

A firm can receive Job Creation Grants for a maximum of 350 grant-eligible positions per year.  
Firms with multiple locations in Enterprise Zones can receive Job Creation Grants for a 
maximum of 350 positions total. For example, if a firm has a location in the Martinsville EZ and 
the Petersburg EZ, they can only qualify 350 total positions for the two locations. Although 
businesses may qualify for both the Enterprise Zone Job Creation Grant and the Major Business 
Facility Job Tax Credit, firms may not qualify the same positions for both incentive programs. 

EMPLOYMENT REQUIREMENTS:

Job Creation Grants are awarded for the creation of net new permanent full-time positions 
meeting certain wage and health benefits requirements. Given the normal turnover of 
employees, it is possible that several employees will fill one permanent full-time position in any 
one calendar year. This is acceptable if it is not “job sharing” where two employees, each 
working part-time, fill one position.

• Up to $500 per grant eligible position filled 

by an employee earning at least 150% of the 

minimum wage (125% for businesses in 

HUAs and SWaM-certified businesses) 

*must meet all other eligibility requirements 

(including offering health benefits)

According to the Virginia Code (13VAC5-112-10), 
“minimum wage” means the federal minimum wage 
or the Virginia minimum wage, whichever is higher 
as determined for the current calendar year as of 
December 1 of the prior calendar year by the 
department. Such determinization will be 
continuously in effect throughout the calendar year, 
regardless of changes to the federal minimum wage 
or the Virginia minimum wage during that year. 

The upcoming grant cycle is Grant Year 2024 and 
includes jobs created in calendar year 2024. On 
December 1, 2023 the state minimum wage was 
$12.00 per hour (and higher than the federal 
minimum wage.)
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ELIGIBLE EMPLOYEES 
(INCLUDED ON JCG WORKSHEET or JCG-HUA/SWaM Worksheet)

A person employed by a business firm, located within an Enterprise Zone, who is normally 
scheduled to work full-time, based on the following criteria: 

• Minimum of 35 hours per week for the entire normal year of the business firm’s 
operations, which a normal year must consist of at least 48 weeks;

• Minimum of 35 hours per week for a portion of the taxable year in which the 
employee was initially hired for or transferred to the business firm; or

• Minimum of 1,680 hours per year if the standard fringe benefits are paid by the 
business firm for the employee.

Grant awards will be prorated based on the number of full months of the grant year in which 
the employee met the wage and health benefits requirements.  The following situations would 
trigger the proration of the $500 and $800 grant per position:

• An employee was employed less than 12 months during the grant year.

• An employee only met the wage and health benefits requirements for a portion of 
the grant year.

• The employee’s wages changed.

INELIGIBLE EMPLOYEES 
(INCLUDED ON JCG WORKSHEET or JCG-HUA/SWaM Worksheet)

Positions paid less than 150% of the minimum wage ($18.00/hour) or less than 125% of the 
minimum wage ($15.00/hour) for businesses in HUAs and SWaM-certified businesses.

• Positions that were not offered health insurance coverage equal to at least 50% of 
health insurance premium based on the health benefits agreement.  

• Employees not meeting wage or health insurance thresholds should be included 
on the worksheet but will be automatically filtered out of the grant calculations 
on the JCG Worksheet in Excel (the cells will automatically black out).

Job Creation Grant Instruction Manual
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(NOT INCLUDED ON JCG WORKSHEET or JCG-HUA/SWaM Worksheet)

Job Creation Grant Instruction Manual
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INELIGIBLE EMPLOYEES

• Positions not meeting the statutory definition of ‘Full-Time’, as defined in the Glossary 
at the end of this document. 

• Positions in retail, personal service, or food and beverage services.

• Positions that are seasonal, temporary, leased, or contracted.

• Positions that previously existed elsewhere in the Commonwealth, including any 
positions that were transferred from outside a zone location to a zone location.

• Positions created by a business that is simultaneously closing or downsizing other 
facilities in the Commonwealth. 

• A person that was previously employed in the same job function in Virginia by a related 
party, or a trade or business under common control.  This includes positions filled by a 
business that was then purchased by another taxpayer who continued its operation 
(not net new to Virginia).

• A person that previously qualified for a JCG in connection with a different Enterprise 
Zone location on behalf of the applicant taxpayer, a related job, or a trade or business 
under common control (cannot claim the same job twice).

• A person whose position previously qualified a firm for the Major Business Facility Tax 
Credit.

• EXAMPLE - My business is not a retail business, but I have retail positions. Is my firm 
eligible for JCG? If your business firm is not a retail business, you can only include those 
positions that are not retail, food/beverage, or personal service positions for the 
purposes of qualifying for the Job Creation Grant.  For example: A hotel is a qualified 
business for JCG purposes. However, positions in a hotel restaurant or gift shop should 
be excluded.
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Businesses located in HUAs and SWaM-certified businesses are eligible to apply for the JCG 
at the reduced wage rate threshold of $15.00/hour, or 125% of minimum wage.

Any business applying as an HUA applicant must select the appropriate box on the online 
application indicating that the application is for a business in an HUA or a SWaM-certified 
business and must complete the JCG-HUA/SWaM Worksheet. This document is specifically 
tailored to accommodate the reduced wage rate threshold. 

Any existing business that has previously applied for the JCG as an HUA applicant in one of 
these zones may continue to qualify at 125% of the minimum wage for the remainder of their 
5-year grant period, even if the locality is no longer considered an HUA.

Any new businesses applying for the JCG in these zones must pay at least 125% of the 
minimum wage to qualify.

SWaM-CERTIFIED BUSINESSES
2021 legislation passed allows for SWaM-certified (Small, Women-owned, and Minority-
owned) businesses to be eligible to use the reduced wage threshold (125% minimum 
wage=$15.00/hour) to qualify for the $500 grant amount. To be eligible at the reduced wage 
threshold, the company must have been SWaM-certified in calendar year 2024. SWaM-certified 
businesses must select the appropriate box on the online application indicating that the 
application is for a business in an HUA or a SWaM-certified business and must complete the 
JCG-HUA/SWaM Worksheet.

Look up whether a business is SWaM-certified on the online directory- 
https://directory.sbsd.virginia.gov/#/executiveExport

Job Creation Grant Instruction Manual
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HIGH UNEMPLOYMENT AREAS (HUAs)

LOCALITY ZONE #

Brunswick County* 32B

City of Danville* 1 & 57B

Dickenson County* 49A

City of Emporia* 43B

City of Hopewell 9

City of Petersburg 10

*The following communities in joint zones are 
NOT HUAs: 

• Mecklenburg County
• Pittsylvania County
• Town of Clintwood
• Town of Haysi
• Greensville County

Businesses in the above listed communities are 
NOT ELIGIBLE for the reduced wage threshold.
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REQUIRED APPLICATION MATERIALS

| EZ APPLICATION SYSTEM|

Hard copies are no longer accepted. Applicants must submit their application and all required 
supporting documentation electronically through the EZ Online Submission System.

• Commonwealth of Virginia FORM W-9 (federal IRS form NOT accepted)

• Local Zone Administrator (LZA) Review Form

• Applicant Declaration Form

• JCG Worksheets or JCG-HUA/SWaM Worksheets

(In year one, all firms are required to submit Sheets 1 & 2 from the JCG 
Worksheet. In years 2-5, only firms that are exempt from the attestation are 
required to submit the JCG Worksheets 1 & 2.)

• CPA Attestation Report Form (if applicable)

(As provided in §59.1-547, A CPA attestation is a required component to ALL JCG 
applications except: When the applicant has a Base Year employment ≤ 100 PFTP 
AND Grant Eligible positions ≤ 25 PFTP.)

Applicants should print and retain the application for their records. To print the 
application before submitting, the user may use the “print” function in their browser. For 
example, on Chrome, click the three vertical dots on the right-top corner, then select 
“print” from the pop-up menu. Applicants can also print after submission. Details and 
instructions regarding each of the listed application materials are included in the following 
sections. All supplemental forms are available on the EZ Online Submission System site at 
https://dmz1.dhcd.virginia.gov/EZonePortal/Default.aspx 

 | SUBMISSION DEADLINE |

  All application materials are due by 11:59 p.m. on April 1, 2025.  

Job Creation Grant Instruction Manual
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JCG WORKSHEET & 
JCG-HUA/SWaM WORKSHEET

The JCG Worksheet and JCG-HUA/SWaM Worksheet must be completed and uploaded to 
complete the application. Business firms applying as HUA or SWaM applicants must use the 
JCG-HUA/SWaM Worksheet. All other business firms should use the standard JCG 
Worksheets. 

To determine eligibility, the business firm will then need to utilize I-9 or comparable 
employment documentation to verify the start date of permanent full-time employment for 
all permanent full-time positions in the base year and grant year and identify which 
permanent full-time positions are net new after the base year. If the company has created at 
least 4 new permanent full-time positions, the firm must complete the applicable JCG 
Worksheet or JCG-HUA/SWaM Worksheet to calculate eligible employment in the base and 
grant years. 

The JCG Worksheet and JCG-HUA/SWaM Worksheet are Excel spreadsheets that tabulate 
information on all employees filling permanent full-time positions and the hourly wage rates 
of the employees hired in the grant year. Based on the work dates and applicable wage rates 
entered for the net new positions, the remainder of the qualification information is 
automatically calculated within the Worksheet. The grant award for each position is 
determined based on the wages entered for each grant-eligible position, and the full months 
they were employed in the grant year. The JCG Worksheet and JCG-HUA/SWaM Worksheet 
are available at https://dmz1.dhcd.virginia.gov/EZonePortal/.

WORKSHEET: SHEET 1

1.   Determine the Grant Year.
• The calendar year for which the firm is requesting the Job Creation Grant must     

be 2024. 

2.   Determine the Base Year.
• The base year is either of the two calendar years immediately preceding a 

business firm’s first year of grant eligibility.  
➢ For Grant Year 2024, Year 1 applicants may choose from calendar year 2023 

or 2022 as the base year.

• Base Year Employment is a static number and should remain the same for each 
year in the firm’s five-year grant period. Therefore, firms applying in Years 2-5 
should report the same base year employees on the JCG Worksheet or JCG-
HUA/SWaM Worksheet and Part II, Box 3 in the EZ Application System as was 
reported on their Year 1 application and Worksheet. 
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| COLUMNS A-D: EMPLOYEES FILLING PERMANENT FULL-TIME POSITIONS |

 1.  Column C: “Employee Name” List all employees filling permanent full-time positions         
(EF-PFTPs) in alphabetical order, beginning with Base Year employees, followed by Grant Year 
employees. Due to locks on the spreadsheet, applicants will not be able to use the “sort” 
function in Excel to alphabetize the employees’ names.

• Include every employee that worked in the base year in a permanent full-time 
capacity regardless of how many months he or she was employed. This could be 
one day, one week, one month, or the full year. All EF-PFTPs that worked during the 
base year must be included on the list with the exception of unqualified positions 
described on Page 10.

• The Worksheet has a function that highlights cells in red when duplicate names 
and/or SSNs/Employee ID numbers have been entered. If an employee has been 
intentionally entered twice due to the reasons described in the text box below, 
ignore the red cells.

• BASE YEAR EMPLOYEES SHOULD ONLY BE LISTED ONCE, unless there was a gap in 
employment (ex. an employee that left for 2 months and was rehired). Base Year 
employees should NOT be listed more than once to reflect changes in wages. 

2.  Column D: “Last 4 Digits of SSN or employee ID number” Enter in the last 4 digits of each 
employee’s social security number. Employees may be assigned an employee ID number to be 
used in place of the SSN.   

Job Creation Grant Instruction Manual
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Please note the following settings in the Worksheets:

• The cells and formulas within the Worksheet are locked. The applicant can only enter 
in information where requested; no formulas can be overridden.

• Some columns are hidden (in order for the auto-calculations to function) and are 
therefore not visible to the user.

• The Worksheet will also highlight cells in red when duplicate names and/or SSNs have 
been entered. 

• All shaded columns in the Worksheet automatically populate; the applicant only has to 
enter in values in the non-shaded columns and the yellow wage rate column.

IMPORTANT:
The columns of the Worksheets must be filled out from LEFT TO RIGHT. Filling out 
the columns out of order may result in calculation errors, as it may allow wages to 

be entered for ineligible employees.
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3.  Column B: “Included in CPA Sample Y/N” CPA must indicate which employees have been 
selected to be sampled through preparation of the CPA Attestation Report. This is the final step of 
the Worksheet.

4. Repeat steps 1-3, listing all EF-PFTPs in the grant year. Include every employee that worked in 
the grant year in a permanent full-time capacity regardless of how many months he or she was 
employed. The result should be 2 alphabetical lists of employees, with the base year employees 
listed first, and the grant year employees listed second. See the information below for directions 
on reflecting Grant Year employees with wage fluctuations.

Job Creation Grant Instruction Manual
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Employees should only be listed on the 
JCG worksheet once UNLESS: 

•  An employee was employed during two 
or more separate periods in the base or 
grant year.

•  A grant-year employee’s wages 
fluctuated during the grant year. This 
does NOT apply to base year employees. 

In the template above, Henry Lee III is listed 
twice due to a wage fluctuation and John 
Tyler Sr. is also listed twice because he was 
employed during two separate time periods  
within the grant year.

The SSN cells for Patrick Henry & Thomas 
Jefferson along with John Page & Allison 
Williams are highlighted because the same 
value has been entered twice. This could be 
a coincidence, or it could be an error. The 
red is a warning to double check.
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| COLUMNS E-M: BASE AND GRANT YEAR EMPLOYMENT |

To complete this portion of the JCG Worksheet, firm management must utilize the employees’ 
payroll record documentation and I-9 Form. 

5. Column E: “First work date in base year” Enter first work date of EF-PFTP in base year.
• All dates entered in Columns E & F must fall within the base calendar year. 
• For employees who were only employed during the grant year, Columns E and F 

should be left blank.  

6.  Column F: “Last work date in base year” Enter last work date of EF-PFTP in base year.
• The months worked in the base year (Column I) for each employee filling a 

permanent full-time position will be automatically calculated.
o Column I will highlight red if the total months worked is greater than 12. This 

indicates an error in dates entered, and Steps 5-6 should be corrected. 
• Example: James Monroe (Employee Line 12) was hired in 2024. For this reason, 

Columns E and F are left blank for the row pertaining to his base year work dates. 

7.  Column J: “First work date in grant year 2024” Enter the first work date of EF-PFTP in the 
grant year.

• All dates entered in Columns J & K must fall within the grant calendar year (2024). 
• Columns J and K should be left blank for employees who worked in the base year 

but not grant year.
• Example: William Fleming & Benjamin Pratt (Employee Lines 1 & 7) was only 

employed in the base year 2022.  For this reason, Columns J and K are left blank for 
the row pertaining to his employment.

8. Column K: “Last work date in grant year 2024” Enter in the last work date of EF-PFTP.
• The months worked in the grant year (Column M) for each employee filling a 

permanent full-time position will be automatically calculated.

* Column M will highlight red if the total months worked is greater than 12. This indicates an error in 
dates entered, and Steps 7-8 should be corrected. 
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| COLUMNS N-O: HEALTH BENEFITS & HOURLY WAGES FOR GRANT YEAR EMPLOYEES | 

To complete this portion of the JCG Worksheet, firm management must utilize the employees’ 
payroll record documentation, I-9 Form, and Health Benefits records. 

9.  Column N: “Offered Health Benefits Y/N” For the employees listed only in the grant year, 
indicate their health benefits status. 

• “Y” indicates that the employee received or was offered health benefits; “N” indicates the 
employee did not receive or was not offered health benefits.  

• Column N may be left blank for any employees that worked in the base year. 

• The hourly wage column (Column O) is programmed to shade black for any grant year 
employees that were not offered health benefits, as indicated by an “N".  

• DO NOT enter the wage rate for employees not offered health benefits. If this column 
does not shade black, the excel sheet has not been completed correctly. Employees not 
offered health benefits are NOT eligible. 

Example: John Page (Employee Line 13) was not offered health insurance. The “N” in Column N 
automatically triggered Column O to shade in black. 
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10.   Column O: “Hourly wage rate for Employees listed ONLY in Grant Year” Enter hourly 
wage rates for grant year employees who received or were offered health benefits. 

• Employees with wage fluctuations will be entered on multiple lines, reflecting the grant 
year dates worked at each wage.  Wage fluctuations should not be reflected for base year 
employees. 

• Wages should never be entered for employees that worked in the base year. The 
worksheet is programmed to shade the applicable wage cell in black since these are not 
new positions.

• Wages should never be entered for employees not offered health benefits. 

• Starting, Ending, or Average Wages should NOT be used to reflect an annual hourly 
wage. 

• Example: Henry Lee III (Employee Lines 10-11) received a wage raise, effective March 6th 
as reflected in Columns J-K and Column O

| COLUMNS P/Q/R/S: FULL MONTHS FOR GRANT YEAR EMPLOYEES |

Based on the wages entered for the grant year employees filling permanent full-time positions, 
all the Columns P, Q, R, & S auto-populate such that the applicant does not have to manually 
distribute the total number of months each employee met the 150% (or 125% for businesses in 
HUAs and SWaM-certified businesses) or 175% of the minimum wage grant eligibility 
requirement.  
**Note: Column S appears only on the JCG HUA/SWaM worksheet.

Employment calculations for the base year and grant year are based on full-months. As such, 
the 4-job threshold is equivalent to 48 full-months worked in excess of the full-months worked 
in the base year. 

If a firm hires 5 employees on October 1 of the grant year (assuming no turnover), each 
employee will work 3 full-months in the grant year for a total of 15 full-months in the base year.  
While the firm hired 5 people, the firm would NOT exceed the 4-job threshold because each 
person only worked a small portion of the year.
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WORKSHEET: SHEET 2

As soon as Columns P, Q, R, and S auto-populate, Sheet 2 automatically calculated the figures 
that will need to be entered into the EZ Application System. Column B lists the values to be 
entered into the EZ-JCG fields online.

Job Creation Grant Instruction Manual
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When printing a hard copy of the JCG Worksheet or JCG-
HUA/SWaM Worksheet for your grant documentation 

files, follow the formatting and printing instructions 
specified on third tab of the worksheet.
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JCG SUBMISSION IN EZ APPLICATION 
SUBMISSION SYSTEM

| PART I: BACKGROUND INFORMATION |

1.  Qualified Zone Investor’s Legal Name: Indicate the applicant’s legal business name.

2.  Trading Name: Indicate the applicant’s trading name, if different than its legal name.

3.  Date Business Began Operation in Zone: Indicate the month, day, and year the applicant 
started operating its business at the zone establishment.

4.  FEIN/SSN :  The FEIN/SSN provided with the application is used to track the qualified 
investors and to disburse all grant funds. 

• “FEIN”: If the applicant is an S Corp, LLC, Partnership, Corporation, Sole 
Proprietorship, or other business entity, indicate the applicant’s Federal Employment 
Identification Number (FEIN). 

•  “SSN”: If the applicant is an individual, indicate the applicant’s Social Security 
Number (SSN).

5. Activity #:  Indicate the three-digit activity number that applies to the applicant’s business 
type.

• A chart of activity numbers is located on pages 33-36. If your firm’s activity number is 
highlighted in red in the chart, your firm or specific positions at your firm are ineligible 
for JCG. These positions include:

• Food & Beverage (NAICS 722), Retail (NAICS 44-45), Personal Services (NAICS 812)

• Units of Local, State, or Federal Government (Typically FEIN 746)
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6. Physical Address of Zone Establishment: Indicate the physical location of the applicant’s 
business operation. This establishment must be located within the boundaries of an Enterprise 
Zone. Contact the Local Zone Administrator for verification of zone location. 

7. Check the type of application. Check whether the application is for a standard JCG, JCG in 
High Unemployment Area, or JCG SWaM-certified business. If an HUA/SWaM-certified 
applicant, be sure the JCG-HUA/SWaM Worksheet is utilized.

8. Check the type of job creation made by the applicant: For applicants selecting “Relocation 
and expansion of firm within Virginia,” make sure the positions are not restricted from the Job 
Creation Grant, as specified in the Employment Requirements section on pages 9-10.

9-10. FEIN of Parent Company and if Firm is Subsidiary, Name of Parent Company: If the 
business firm is a subsidiary, list the FEIN (#9) and the name of the Parent Company (#10). 

11-13. Zone Name, Zone #, Zone Designation Date: Indicate the Enterprise Zone in which the 
business is located. Zone names, zone numbers and designation dates are available on the EZ 
Online Submission System site at https://dmz1.dhcd.virginia.gov/EZonePortal/.

14. Name of Local Zone Administrator: State the name of the Local Zone Administrator (LZA).     
LZA contact information is available at https://dmz1.dhcd.virginia.gov/EZonePortal/.

 15-16. The Qualified Zone Investor must provide contact information for the grant applicant 
representative. The email address of the applicant representative is required as applicants will 
receive email confirmations and updates throughout the application submission and review 
process. See page 6 of this manual for more information.

Job Creation Grant Instruction Manual

2131

https://dmz1.dhcd.virginia.gov/EZonePortal/


1. Grant Year: Enter the calendar year for which the grant is requested. (Current Grant Year: 2024)
 
2. Qualification Year: Enter the qualification year (1 -5) for which the grant is requested.

3. Base Year: Determine the base year from which the business firm is claiming an increase in 
employment.
Firms may use either of the two calendar years immediately preceding its first year of grant 
eligibility as the base year. This allows a business the discretion to select a base year with lower 
employment to maximize grant benefits. For GY2024, use BY2023 or BY2022.

• Companies new to Virginia within the past two years will have a base year employment 
of zero.

• Please see Appendix A for instructions on how to qualify for a subsequent five-year 
grant period. 

• 4. New Job Creation: Determine the base year for which the business firm is claiming an 
increase in employment.

• Boxes 4A & 4B should be populated with the figures provided on Sheet 2 of the Job 
Creation Worksheet (excel) in cells B3 & B4. 

• Box 4C must be greater than 4 to qualify for a grant. 

• Box 4C-D will auto calculate based on information enter in 4A-B.
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5. Grant Eligible Employees: Determine which new positions meet the wage requirements for 
each grant level.

• Boxes 5E & 5F should be populated with the figures provided on Sheet 2 of the Job 
Creation Worksheet (excel) in cells B5 & B6. 

Job Creation Grant Instruction Manual
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| CALCULATION OF GRANT AWARDS |

When Box 4D is greater than Box 5G… Use numbers in Boxes E and F to calculate the grant 
amounts in Boxes 6A and 6B.  

When Box 4D is less than Box 5G….
If Box E = 0: Multiply Box D by $500 and enter total in Box 6B and “0” in Box 6A.
If Box F = 0: Multiply Box D by $800 and enter total in Box 6A and “0” in Box 6B.
If values in both Boxes E and F:  

•   If Box E is less than D, multiply Box E by $800 and enter total in Box 6A. Then 
subtract Box E from Box D, multiply by $500, and enter total in Box 6B.

•   If Box E is greater than Box D, multiply Box D by $800 and enter total in Box 6A, and 
“0” in Box 6B

When Box 4D or Box 5G are greater than 350…
If the number of grant eligible positions is greater than 350: Follow the calculation 
instructions described above. However, during the review process, DHCD will adjust the 
calculations to take the 350-job cap into consideration. Grants will be awarded for 
eligible positions at the higher grant level first.  

Boxes 6A-C are all auto-calculated on the online application. The email address is required, as 
applicants will receive email confirmations/updates throughout the application submission and 
review.
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| PART III:  CPA CONTACT INFORMATION |

The business firm representative needs to provide contact information for the CPA who 
prepared the Attestation Report in this section. If  no attestation report is required, put 
EXEMPT as CPA name.

| PART IV: UPLOAD DOCUMENTS |

ALL uploaded documents must be uploaded separately (one PDF with all the documents will 
NOT be accepted). Password protected documents will NOT be accepted. The following 
documents are REQUIRED. 

▪ Applicant Declaration Form
▪ JCG Worksheet Excel Doc
▪ Completed Commonwealth of Virginia Form W-9
▪ LZA Review
▪ CPA Attestation Report Form (if not exempt)
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| APPLICANT DECLARATION FORM | 

The Applicant Declaration Form must be signed and dated by a representative of the 
business firm that has made the management decisions necessary to complete the 
application and has reviewed the application and required attachments for accuracy 
and completion. The Applicant Declaration Form must by uploaded in PART IV of the 
Portal Submission System. 

| JCG WORKSHEET SHEET | 

Upload the completed JCG worksheet as an Excel file in PART IV of the Portal Submission 
System. 

| COMMONWEALTH OF VIRGINIA W-9 |

A completed Commonwealth of Virginia Form W-9 form must be submitted with each grant 
application in PART IV of the JCG page of the Portal Submission System. The FEIN or SSN listed 
in PART I must match the FEIN or SSN on the W-9. A blank W-9 form can be found here: 
https://www.doa.virginia.gov/forms/CVG/W9_COVSubstitute.pdf. Federal Form W-9 will NOT 
be accepted. 

| DISREGARDED ENTITIES & SUBSIDIARIES |

The applicant should be the company or individual that is capitalizing on the investment. The 
applicant cannot be a disregarded entity. Often, disregarded entities have a parent company, 
and in that case the parent company should be the applicant. In other cases of a disregarded 
entity the individual owner is the applicant and should apply in their own name with their social 
security number. If the zone investor is a disregarded entity for tax purposes, please utilize the 
Legal Name and FEIN/TIN of the parent/taxable entity on Form EZ-RPIG  and fill out the 
Commonwealth of Virginia W-9 Form accordingly.

| LZA REVIEW | 

The Local Zone Administrator Review document must be signed and uploaded in Part IV.

| CPA ATTESTATION REPORT |

As required by statute, a CPA must perform an attestation following the Agreed-Upon 
Procedures outlined by DHCD. The CPA must be independent of the Qualified Zone Investor and 
licensed in the Commonwealth of Virginia. The CPA will test the documentation and 
calculations used to prepare the Job Creation Grant application and will report on these 
procedures and their findings in the Attestation Report. This report is to be signed by the CPA 
and uploaded and submitted electronically. 
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Contact your CPA to find out if they are able to fulfill the attestation requirements for the 
Job Creation Grant application. All CPAs should know if they are able to perform agreed 
upon procedures.  

These procedures and additional information are available on the EZ Online Submission 
System site at:  https://dmz1.dhcd.virginia.gov/EZonePortal to DHCD by April 1, 2025.
CPA Attestation Exemption: As provided in §59.1-547 of the Code of Virginia, business firms 
with base year employment of 100 or fewer permanent full-time positions that create *25 
or fewer grant eligible positions are exempt from the attestation requirement for that 
qualification year. If a firm is exempt from the Attestation Report, the firm must submit the 
Job Creation Worksheet with their application (regardless of qualification year).  The JCG 
Worksheet must be completed each year the firm seeks qualification for the JCG, 
regardless of whether the Attestation Report is required. 

*This is a change from last year.

Can my CPA prepare the application, accompanying materials (worksheets), and attest? 

Professional standards (AICPA) provide that a CPA can offer assistance provided the CPA 
does not assume management responsibilities, such as making management decisions or 
performing management functions. The decision to follow any advice provided remains with 
management of the entity.

| PART V: COMMENTS | 

The applicant may enter any additional information or notes in this section.
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| TAXABILITY OF GRANTS |

Under IRS regulations, grant awards may be considered taxable income. A 1099 will be issued 
to all EZ grantees for the grant awards received. For tax-related questions, please contact your 
tax professional for guidance.

Note: If a grant applicant has any type of outstanding liability to the State (such as an 
outstanding tax liability), the awarded grant amount will be reduced by the dollar amount of 
the liability. DHCD does not have records of potential liabilities as this process is handled 
outside the agency. If you receive a grant award that is less than the amount noted in the 
qualification letter, please call the Department of Accounts at (804) 371-8383. 

| RECORD KEEPING REQUIREMENTS |

The Department may at any time review an applicant’s records related to qualification under 
this section to assure that information provided in the application process is accurate.  
Qualified Zone Investors shall maintain all documentation regarding JCG qualification for a 
minimum of three years following the receipt of the grant. Grants that do not have adequate 
documentation regarding qualified real property investments may be subject to repayment.
All JCG grantees are monitored for their first grant year. Job Creation Grants that do not have 
adequate documentation regarding permanent full-time positions, report to work criteria, 
wage rates, or the provision of health benefits may be subject to repayment. The digital 
version along with a hard copy print out must be kept on file with other grant request records. 

| CONTACT INFORMATION |

If you have any questions about qualifying for the Enterprise Zone grants or other aspects of 
the program, please contact:

Virginia Department of Housing and Community Development
(804) 371-7000
EZONE@dhcd.virginia.gov
www.dhcd.virginia.gov
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APPENDIX A
A. Requesting a Second or Subsequent five-year Job Creation Grant Period

Business firms who have finished their first 5-year incentive period may qualify for a 
subsequent grant period provided that they are still creating new jobs eligible to receive Job 
Creation Grants.

If a second or subsequent five-year grant period is requested within two years after the 
previous five-year grant period, the subsequent base year will be the last grant year. 
                                                               
If a business firm applies for a subsequent five-year grant period beyond the two years 
immediately following the completion of the previous five-year grant period, the business 
firm shall use one of the two preceding calendar years as subsequent base year, at the 
choice of the business firm.
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DEFINITIONS FOR JCGs
Agreed upon procedures engagement:
Means an engagement between an independent Certified Public Accountant licensed by the 
Commonwealth and the business or qualified zone investor seeking to qualify for Enterprise 
Zone incentive grants whereby the independent Certified Public Accountant, using procedures 
specified by the Department, will test and report on the assertion of the business or qualified 
zone investor as to their qualification to receive the Enterprise Zone incentive pursuant to 59.1-
549 of the Code of Virginia.

Base year, for wage-based Job Creation Grants: 
Means either of the two calendar years immediately preceding a business firm's first year of 
grant eligibility, at the choice of the business firm.

Bonus:
Means a payment made in addition to the employee’s regular earnings. 

Business firm: 
Means any corporation, partnership, electing small business (subchapter S) corporation, limited 
liability company, or sole proprietorship authorized to do business in the Commonwealth of 
Virginia.  This shall also include business and professional organizations and associations whose 
classification falls under sectors 813910 and 813910 of the North American Industry 
Classification System (NAICS) and that generate the majority of their revenue from customers 
outside the Commonwealth. 

Commission:
Means the compensation paid to an employee after completing a task, which is usually selling a 
certain amount of goods or services. 

Common control: 
Means such firms as defined by Internal Revenue Code § 52(b).

Food and beverage service:
Means a business whose classification falls under subsector 722 Food Services and Drinking 
Places of North American Industry Classification Systems (NAICS).

Full month:
Means the number of days that the permanent full-time position must be filled in order to count 
in the calculation of the grant amount.  A full month is equivalent to 30.416666 days.
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Grant-eligible position:
Means a new permanent full-time position created above the threshold number at an eligible 
business firm.  Positions in retail, personal service or food and beverage service shall not be 
grant eligible positions.  

Health benefits:
Means that at a minimum, medical insurance is offered to employees and the employer shall 
offer to pay at least 50 percent of the cost of the premium at the time of employment and 
annually thereafter.

High Unemployment Areas (HUA):
Means Enterprise Zone localities with unemployment rates one and one-half times or more 
than state average based on the most recent annualized unemployment data published by the 
Virginia Employment Commission.

Independent Certified Public Accountant:  
Means a public accountant certified and licensed by the Commonwealth of Virginia who is not 
an employee of the business firm seeking to qualify for grants under this Program.

Local Zone Administrator:
Means the chief executive of the city or county in which an Enterprise Zone is located, or his or 
her designee. Pursuant to Enterprise Zone designations made prior to July 1, 2005, this shall 
include towns. 

Minimum Wage:
Means the federal minimum wage or the Virginia minimum wage, whichever is higher as 
determined for the current calendar year as of December 1 of the prior calendar year by the 
department. Such determination will be continuously in effect throughout the calendar year, 
regardless of changes to the federal minimum wage or the Virginia minimum wage during that 
year, according to the Virginia Code (13VAC5-112-10). 

Permanent full-time position: 
Means a job of indefinite duration at a business firm located in an enterprise zone, requiring 
the employee to report to work within an enterprise zone; and requiring (i) a minimum of 35 
hours of an employee’s time per week for the entire normal year of a business firm’s 
operation, which a normal year must consist of 48 weeks, (ii) a minimum of 35 hours of an 
employee’s time per week for the portion of the calendar year in which the employee was 
initially hired for or transferred to the business firm, or (iii) a minimum of 1,680 hours per year.  
Such positions shall not include: (i) seasonal, temporary, or contract positions, (ii) a position 
created when a job function is shifted from an existing location in the Commonwealth to a 
business firm located with an enterprise zone, (iii) any position that previously existed in the 
Commonwealth, or (iv) positions created by a business that is simultaneously closing facilities 
in other areas of the Commonwealth. 
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Personal Service:
Means such positions as classified under NAICS 812.

Regular basis: 
Means at least once a month as related to “report to work” requirements for the wage-based 
job creation grants. 

Related party: 
Means those as defined by Internal Revenue Code § 267(b).

Report to work:  
Means that the employee filling a permanent full-time position reports to the business’ zone 
establishment on a regular basis. 

Retail:
Means a business whose classification falls under sector 44-45 Retail Trade of the North 
American Industry Classification System (NAICS).

Seasonal employee:
Means any employee who normally works on a full-time basis and whose customary annual 
employment is less than nine months.  For example, individuals hired by a CPA firm during the 
tax return season in order to process returns who work full-time over a three-month period are 
seasonal employees.

Subsequent base year:
Means the base year for calculating the number of grant eligible positions in a second or 
subsequent five consecutive calendar year grant period.  If a second or subsequent five-year 
grant period is requested within two years after the previous five-year grant period, the 
subsequent base year will be the firm’s last grant year.  The calculation of this subsequent base 
year employment will be determined by the number of permanent full-time positions in the 
preceding base year, plus the number of threshold positions, plus the number of grant eligible 
positions in the final year of the previous grant period.  If a business firm applies for a 
subsequent five- consecutive-year grant period beyond the two years immediately following the 
completion of the previous five-year grant period, the business firm shall use one of the two 
preceding calendar years as subsequent base year, at the choice of the business firm.

Threshold number: 
Means an increase of four permanent full-time positions over the number of permanent full-
time positions in the base year or subsequent base year. 
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Transferred employee:  
Means an employee of a firm in Virginia that is relocated to an enterprise zone facility owned 
or operated by that firm.

Wage rate: 
Means the hourly wage paid to an employee inclusive of shift premiums and commissions.  In 
the case of salaried employees, the hourly wage rate shall be determined by dividing the 
annual salary, inclusive of shift premiums and commissions by 1,820 hours.  Bonuses, overtime, 
and tips are not to be included in the determination of wage rate. 
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CHART OF ACTIVITY NUMBERS

Agriculture, Forestry, Fishing and Hunting
Activity Code Subsector Description
111 Crop Production
112 Animal Production
113 Forestry and Logging
114 Fishing, Hunting and Trapping
115 Support Activities for Agriculture and Forestry
Mining
Activity Code Subsector Description
211 Oil and Gas Extraction
212 Mining (except Oil and Gas)
213 Support Activities for Mining
Utilities
Activity Code Subsector Description
221 Utilities
Construction
Activity Code Subsector Description
236 Building, Developing, and General Contracting
237 Heavy and Civil Engineering Construction
238 Special Trade Contractors
Manufacturing
Activity Code Subsector Description
311 Food Manufacturing
312 Beverage and Tobacco Product Manufacturing
313 Textile Mills
314 Textile Product Mills
315 Apparel Manufacturing
316 Leather and Allied Product Manufacturing
321 Wood Product Manufacturing
322 Paper Manufacturing
323 Printing and Related Support Activities
324 Petroleum and Coal Products Manufacturing
325 Chemical Manufacturing
326 Plastics and Rubber Products Manufacturing
327 Nonmetallic Mineral Product Manufacturing
331 Primary Metal Manufacturing
332 Fabricated Metal Product Manufacturing
333 Machinery Manufacturing
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http://www.census.gov/epcd/naics/NAICS11.HTM#N111
http://www.census.gov/epcd/naics/NAICS11.HTM#N112
http://www.census.gov/epcd/naics/NAICS11.HTM#N113
http://www.census.gov/epcd/naics/NAICS11.HTM#N114
http://www.census.gov/epcd/naics/NAICS11.HTM#N115
http://www.census.gov/epcd/naics/NAICS21.HTM#N211
http://www.census.gov/epcd/naics/NAICS21.HTM#N212
http://www.census.gov/epcd/naics/NAICS21.HTM#N213
http://www.census.gov/epcd/naics/NAICS22.HTM#N221
http://www.census.gov/epcd/naics/NAICS23.HTM#N233
http://www.census.gov/epcd/naics/NAICS23.HTM#N234
http://www.census.gov/epcd/naics/NAICS23.HTM#N235
http://www.census.gov/epcd/naics/NAICS31A.HTM#N311
http://www.census.gov/epcd/naics/NAICS31A.HTM#N312
http://www.census.gov/epcd/naics/NAICS31B.HTM#N313
http://www.census.gov/epcd/naics/NAICS31B.HTM#N314
http://www.census.gov/epcd/naics/NAICS31B.HTM#N315
http://www.census.gov/epcd/naics/NAICS31B.HTM#N316
http://www.census.gov/epcd/naics/NAICS32A.HTM#N321
http://www.census.gov/epcd/naics/NAICS32A.HTM#N322
http://www.census.gov/epcd/naics/NAICS32A.HTM#N323
http://www.census.gov/epcd/naics/NAICS32B.HTM#N324
http://www.census.gov/epcd/naics/NAICS32B.HTM#N325
http://www.census.gov/epcd/naics/NAICS32B.HTM#N326
http://www.census.gov/epcd/naics/NAICS32B.HTM#N327
http://www.census.gov/epcd/naics/NAICS33A.HTM#N331
http://www.census.gov/epcd/naics/NAICS33A.HTM#N332
http://www.census.gov/epcd/naics/NAICS33B.HTM#N333
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334 Computer and Electronic Product Manufacturing
335 Electrical Equipment, Appliance, and Component 

Manufacturing
336 Transportation Equipment Manufacturing
337 Furniture and Related Product Manufacturing
339 Miscellaneous Manufacturing

Wholesale Trade
Activity Code Subsector Description

423 Wholesale Trade, Durable Goods
424 Wholesale Trade, Nondurable Goods
425 Wholesale Electronic Markets and Agents and Brokers
Retail Trade – PROHIBITED FROM APPLYING FOR JOB CREATION GRANTS

Activity Code Subsector Description

441 Motor Vehicle and Parts Dealers
442 Furniture and Home Furnishings Stores
443 Electronics and Appliance Stores
444 Building Material and Garden Equipment and Supplies Dealers

445 Food and Beverage Stores
446 Health and Personal Care Stores
447 Gasoline Stations
448 Clothing and Clothing Accessories Stores
451 Sporting Goods, Hobby, Book, and Music Stores
452 General Merchandise Stores
453 Miscellaneous Store Retailers
454 Nonstore Retailers
Transportation and Warehousing
Activity Code Subsector Description

481 Air Transportation
482 Rail Transportation
483 Water Transportation
484 Truck Transportation
485 Transit and Ground Passenger Transportation
486 Pipeline Transportation
487 Scenic and Sightseeing Transportation
488 Support Activities for Transportation
491 Postal Service
492 Couriers and Messengers
493 Warehousing and Storage
Information 
Activity Code Subsector Description
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http://www.census.gov/epcd/naics/NAICS33B.HTM#N334
http://www.census.gov/epcd/naics/NAICS33B.HTM#N335
http://www.census.gov/epcd/naics/NAICS33C.HTM#N336
http://www.census.gov/epcd/naics/NAICS33C.HTM#N337
http://www.census.gov/epcd/naics/NAICS33C.HTM#N339
http://www.census.gov/epcd/naics/NAICS42.HTM#N421
http://www.census.gov/epcd/naics/NAICS42.HTM#N422
http://www.census.gov/epcd/naics/NAICS44.HTM#N441
http://www.census.gov/epcd/naics/NAICS44.HTM#N442
http://www.census.gov/epcd/naics/NAICS44.HTM#N443
http://www.census.gov/epcd/naics/NAICS44.HTM#N444
http://www.census.gov/epcd/naics/NAICS44.HTM#N445
http://www.census.gov/epcd/naics/NAICS44.HTM#N446
http://www.census.gov/epcd/naics/NAICS44.HTM#N447
http://www.census.gov/epcd/naics/NAICS44.HTM#N448
http://www.census.gov/epcd/naics/NAICS44.HTM#N451
http://www.census.gov/epcd/naics/NAICS44.HTM#N452
http://www.census.gov/epcd/naics/NAICS44.HTM#N453
http://www.census.gov/epcd/naics/NAICS44.HTM#N454
http://www.census.gov/epcd/naics/NAICS48.HTM#N481
http://www.census.gov/epcd/naics/NAICS48.HTM#N482
http://www.census.gov/epcd/naics/NAICS48.HTM#N483
http://www.census.gov/epcd/naics/NAICS48.HTM#N484
http://www.census.gov/epcd/naics/NAICS48.HTM#N485
http://www.census.gov/epcd/naics/NAICS48.HTM#N486
http://www.census.gov/epcd/naics/NAICS48.HTM#N487
http://www.census.gov/epcd/naics/NAICS48.HTM#N488
http://www.census.gov/epcd/naics/NAICS48.HTM#N491
http://www.census.gov/epcd/naics/NAICS48.HTM#N492
http://www.census.gov/epcd/naics/NAICS48.HTM#N493
http://www.census.gov/epcd/naics/NAICS48.HTM#N493
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511 Publishing Industries
512 Motion Picture and Sound Recording Industries
515 Broadcasting and Telecommunications
517 Telecommunications
518 Data Processing Services, Hosting, and Related Services
519 Other Information Services
Finance and Insurance 
Activity Code Subsector Description

521 Monetary Authorities - Central Bank
522 Credit Intermediation and Related Activities
523 Securities, Commodity Contracts, Other Financial Investments 

and Related Activities
524 Insurance Carriers and Related Activities
525 Funds, Trusts, and Other Financial Vehicles

Real Estate and Rental and Leasing
Activity Code Subsector Description 

531 Real Estate
532 Rental and Leasing Services
533 Lessors of Nonfinancial Intangible Assets (except Copyright)
Professional, Scientific, and Technical Services 
Activity Code Subsector Description

541 Professional, Scientific, and Technical Services
Management of Companies and Enterprises 
Activity Code Subsector Description

551 Management of Companies and Enterprises

Activity Code Subsector Description

562 Waste Management and Remediation Services
Educational Services 
Activity Code Subsector Description

611 Educational Services
Health Care and Social Assistance 
Activity Code Subsector Description

621 Ambulatory Health Care Services
622 Hospitals
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http://www.census.gov/epcd/naics/NAICS51.HTM#N511
http://www.census.gov/epcd/naics/NAICS51.HTM#N512
http://www.census.gov/epcd/naics/NAICS51.HTM#N513
http://www.census.gov/epcd/naics/NAICS51.HTM#N514
http://www.census.gov/epcd/naics/NAICS52.HTM#N521
http://www.census.gov/epcd/naics/NAICS52.HTM#N522
http://www.census.gov/epcd/naics/NAICS52.HTM#N523
http://www.census.gov/epcd/naics/NAICS52.HTM#N524
http://www.census.gov/epcd/naics/NAICS52.HTM#N525
http://www.census.gov/epcd/naics/NAICS53.HTM#N531
http://www.census.gov/epcd/naics/NAICS53.HTM#N532
http://www.census.gov/epcd/naics/NAICS53.HTM#N533
http://www.census.gov/epcd/naics/NAICS54.HTM#N541
http://www.census.gov/epcd/naics/NAICS55.HTM#N551
http://www.census.gov/epcd/naics/NAICS56.HTM#N562
http://www.census.gov/epcd/naics/NAICS61.HTM#N611
http://www.census.gov/epcd/naics/NAICS62.HTM#N621
http://www.census.gov/epcd/naics/NAICS62.HTM#N622
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623 Nursing and Residential Care Facilities
624 Social Assistance
Arts, Entertainment, and Recreation 
Activity Code Subsector Description

711 Performing Arts, Spectator Sports, and Related Industries
712 Museums, Historical Sites, and Similar Institutions
713 Amusement, Gambling, and Recreation Industries
Accommodation and Food Services
Activity Code Subsector Description

721 Accommodation
722 Food Services and Drinking Places-- PROHIBITED FROM APPLYING 

FOR JOB CREATION GRANTS

Other Services (except Public Administration) 
Activity Code Subsector Description

811 Repair and Maintenance
812 Personal and Laundry Services—PROHIBITED FROM APPLYING FOR 

THE JOB CREATION GRANT

813 Religious, Grant making, Civic, Professional, and Similar
814 Private Households
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http://www.census.gov/epcd/naics/NAICS62.HTM#N623
http://www.census.gov/epcd/naics/NAICS62.HTM#N624
http://www.census.gov/epcd/naics/NAICS71.HTM#N711
http://www.census.gov/epcd/naics/NAICS71.HTM#N712
http://www.census.gov/epcd/naics/NAICS71.HTM#N713
http://www.census.gov/epcd/naics/NAICS72.HTM#N721
http://www.census.gov/epcd/naics/NAICS72.HTM#N722
http://www.census.gov/epcd/naics/NAICS81.HTM#N811
http://www.census.gov/epcd/naics/NAICS81.HTM#N812
http://www.census.gov/epcd/naics/NAICS81.HTM#N813
http://www.census.gov/epcd/naics/NAICS81.HTM#N814
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The Virginia Enterprise Zone (VEZ) program is partnership between state and local government that 
encourages job creation and private investment. VEZ accomplishes this by designating Enterprise Zones 
throughout the state and providing two grant-based incentives, the Job Creation Grant (JCG) and the Real 
Property Investment Grant (RPIG), to qualified investors and job creators within those zones, while the 
locality provides local incentives.  

VEZ grants are subject to an annual appropriation by the 
General Assembly. By statute, the Job Creation Grants 
(JCGs) receive funding priority. After fully funding the JCGs, 
the remaining funds will be allocated to the Real Property 
Investment Grants (RPIGs) and the amount paid to each 
RPIG applicant will be prorated proportionally should grant 
requests exceed the remaining funds. 

In Grant Year 2023, RPIGs were fully funded for the third 
consecutive year. In the past, the program faced challenges 
in fully funding grant applications. Since 2021, however, 
there has been an increase in program funding, allowing 
for the full financing of JCG and RPIG grants. 

 

ANNUAL TIMELINE 
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GRANT YEAR 2024 TIMELINE 
 
 

 

 

APPLICATION INFORMATION 
APPLICANT | the person who capitalizes on the investment on their books or deducts the investment as a 
business expense under federal Treasury Regulations for tax purposes (units of local, state, or federal 
government are NOT eligible). The applicant is also referred to in this manual as the qualified zone 
investor. 

 

QUALIFIED ZONE INVESTOR | means an owner, tenant, or developer of real property located within an 
Enterprise Zone who expands, rehabilitates, or constructs such real property for commercial, industrial, or 
mixed use. 

 
APPLICATION | In order to be eligible, the qualified zone investor must complete and submit all 
required application components. The application is submitted online through the EZ Application 
Submission System site: https://dmz1.dhcd.virginia.gov/EZonePortal/ 

• Commonwealth of Virginia W-9 Form 

• Local Zone Administrator (LZA) Review Form 

• Applicant Declaration Form 

• Final Placed-in-Service Document 

• CPA Attestation Report 

• Supplemental Forms include Multiple Owner Form, Tenant Coordination Form, Tenant Owner 
Consent Form, and Mixed-Use Form. 

 

NOTE: Hard copies are no longer accepted. All documents and required materials MUST be submitted 
electronically through the EZ Application Submission System. 
 

FINAL PLACED-IN- 
SERVICE DOC 

QUALIFICATION 
DETERMINATION 

APPLICATIONS DUE 
TO DHCD 

 
DHCD REVIEW FUNDING 

RELEASED 

 
CALENDAR YEAR 

2024 
 

Final placed-in- 
service 

documentation 
received 

 
JANUARY-MARCH 

2025 
 

Supplemental 
forms, CPA 

Attestation, How to 
Qualify Workshops/ 

Webinars 

APRIL 1, 2025 

Submission of 
applications 

electronically  
on EZ  

Application  
Submisison  

Portal 
 (hard copy NOT 

accepted) 

 
APRIL-JUNE 

2025 
 

DHCD Staff reviews 
apps. Notifies 
grantees of 

changes that need 
to be made for 

approval. 

JUNE 2025 

Funds disbursed 
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SAMPLE APPLICATION PAGE | This document is new and is in place of Form EZ-RPIG and Form EZ-
JCG/JCG-HUA/SWaM. It is NOT a required upload. 
 

• Form EZ-RPIG & Form EZ-JCG/JCG-HUA/SWaM are no longer required documents to be uploaded. 
 

• Information from these forms is entered directly into the EZ Application Submission System. 
 

• It is not possible to open the application, fill in some information, and save the application. All 
information must be filled in and submitted at the same time. 
 

• The Sample Application Page document is provided for zone investors to utilize to gather the 
necessary information for the application submission BEFORE submission. 
 

• The Sample Application Page document is NOT required for submission and is NOT required to be 
uploaded. 

 

• All required attachments/uploads, including the COV W-9, the LZA Review, the Application 
Declaration, the CPA Attestation Report, Final Placed-in-Service document, and all supplemental 
documents must be uploaded in the EZ Application Submission System in the appropriate 
“Uploaded Documents” Section. 

 
CPA ATTESTATION REPORT | An independent (external of the zone investor) Certified Public Accountant 
(CPA),    licensed in Virginia, must attest to the application materials and complete the CPA Attestation 
Report to be submitted with all RPIG applications. The Agreed Upon Procedures for CPA Attestations and 
Attestation Report Templates are available on the EZ Application Submission System (link on previous 
page). 
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       SUBMITTAL REQUIREMENTS 
APPLICATIONS MUST BE SUBMITTED THROUGH THE SYSTEM NO LATER THAN 11:59PM, APRIL 1, 2025 
(EDT). Applicants will be prompted to save and print the completed application for their own records. 
DHCD is unable to pre-qualify any applicants. 

 

LATE APPLICATIONS/APPLICATIONS WITHOUT CPA ATTESTATION REPORT | Any application submitted 
without the required CPA Attestation Report or submitted after the deadline will be considered late. Such 
applications are held until DHCD determines that funds remain after fully funding on-time applications. At 
such time, DHCD will review and process late applications on a first-come, first-served basis. 

 
MULTIPLE APPLICATIONS | If submitting more than one application, each grant application and associated 
materials must be submitted separately via electronic submission. 

 

APPLICATION CONFIRMATIONS | Email confirmations will be sent throughout the submittal process to 
keep the applicant informed of the status of the application and to bring any submittal issues to the 
applicant’s attention prior to certain deadlines. Applicants will receive confirmations in the following 
order: 

 

1. Successful submission of online application - This email will indicate the date and time of the 
submittal. DHCD recommends applicants print the application at this time and retain 
confirmation emails with their grant records. If the applicant has submitted all required 
documents with required signatures, this notification is the only one that will be received. 

 
2. Notification of deficiencies - DHCD will notify applicants by May 15th in cases where any 
additional information is required due to application deficiencies. The email will be sent from the 
following address: ezone@dhcd.virginia.gov. Please reply directly to that address when 
responding. 

 

3. Notification of resolution of deficiencies - Applicants must resolve any identified deficiencies by 
June 1st. Once the applicant provides the requested information, a final email will be sent to the 
applicant confirming DHCD’s receipt of the requested material. 
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SUMMARY | ELIGIBILITY REQUIREMENTS 
To be eligible, properties must be located in the boundaries of an Enterprise Zone. To determine whether 
your property is located in an EZ, contact your locality’s Economic Development Department. 

 

ELIGIBLE INVESTORS/GRANTEES: 

• Owns building (occupant) 

• Owns building (non-occupant) 

• Owns space in building (office condo)* 

• Tenant* 

• Developer 
 

ELIGIBLE PROPERTY TYPES: 

• Building 

• Facility 
 

ELIGIBLE PROPERTY USES: 

• Industrial 

• Commercial (includes office space) 

• Mixed-use (at least 30% of the usable floor 
space must be industrial or commercial to be 
eligible) 

 

ELIGIBLE INVESTMENTS: 

• Rehabilitation or expansion 

• New construction 

• Solar-only (meaning solar is the only 
component added to the building or facility) 

• Rehabilitation/expansion with solar 

• New construction with solar 
 

INVESTMENT THRESHOLDS: 

• Rehabilitation or expansion - total amount of 
improvements must exceed $100,000 in 
Qualified Real Property Investments (QRPI) to 
be eligible 

• New construction - total amount of 
improvements must exceed $500,000 in QRPI 

• Solar-only – no minimum threshold 

• Rehabilitation/expansion with solar – if solar 
investment is more than $50,000, the total 
amount of improvements must exceed 
$50,000 in QRPI to be eligible 

• New construction with solar – if solar 
investment is more than $50,000, the total 
amount of improvements must exceed 
$450,000 in QRPI to be eligible 

 
GRANT CAP: 

• If the total investment is less than $5 million, 
the maximum grant amount is $100,000 in a 
five consecutive-year period 

• If the total investment is more than $5 
million, the maximum grant amount is 
$200,000 in a five consecutive-year period 

 
GRANT CALCULATIONS: 

• The dollar amount of an RPIG is determined by 
the amount spent on QRPIs. 

• Grants are available in amounts up to 20% of 
the QRPI OVER the respective eligibility 
threshold, capped based on the limits 
indicated above. 

• Real property investment expenditures funded 
by federal, state, or local grants are NOT 
ELIGIBLE for an RPIG and must be excluded 
from the application. 
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ELIGIBLE PROPERTIES 

| MUST BE LOCATED IN AN EZ TO BE ELIGIBLE| 

Contact your Local Zone Administrator (LZA) (usually a member of the locality’s Economic Development 
staff) to confirm that the building or facility is within the boundaries of an Enterprise Zone. Contact 
information for Local Zone Administrators is available online at: 

https://dmz1.dhcd.virginia.gov/EZoneportal/ZoneAdminInfo.aspx 

 

| BUILDINGS & FACILITIES ARE ELIGIBLE| 

A facility is a complex of buildings, co-located at a single physical location within an Enterprise Zone, all of 
which are necessary to facilitate the conduct of the same trade or business. A facility typically represents a 
group of buildings under common ownership, management, and operations. Examples of facilities: mall, 
lumber mill plant, hotel with multiple buildings 

 
Common management and operations means that the group of buildings is designed to function as a unit, 
such that in the case of tenants, a management company dictates their hours of operations, etc. Clustered 
buildings that are not related operations but choose to co-locate for convenience or by coincidence do 
NOT constitute a facility. Clustered buildings that share operations, amenities, and employees DO 
constitute a facility. 

 
 

| ELIGIBLE PROPERTY END-USES | 

• Commercial (includes office space) 

• Industrial 

• Mixed-use—those incorporating residential uses in which a minimum of 30% of the usable floor space 
is devoted to commercial, office, or industrial use. (No more than 70% of the usable floor space in a 
mixed-use building or facility may be devoted to residential use to be eligible.) 

 
 

| ELIGIBLE PROPERTY INVESTMENTS | 

• Rehabilitation (with or without solar) 

• Expansion (with or without solar) 

• New construction (with or without solar) 

• Solar-only (meaning solar is the only component  
added to the building or facility) 
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ELIGIBLE APPLICANTS 

| APPLICANTS/ZONE INVESTORS | 

The entity or individual capitalizing or expensing the costs associated with the real property investment is 
the applicant/zone investor and may apply for the RPIG and includes: 

• Property owner (occupant or non-occupant) 
• One of multiple owners within a building 
• Tenant 
• Developer 

 
| MULTIPLE OWNERS IN A BUILDING/FACILITY | 

The applicant must coordinate qualification with all other owners within the building/facility. 
 

The qualified zone investor applying for an RPIG must have adequate documentation (such as a deed of 
trust or an official property assessment) to indicate the portion of the building (square footage) owned 
by the zone investor on the date of issued placed in service document. 

 
The applicant must also request supporting documentation to determine the portion of the building that 
is owned by the other individuals or entities. 

 

In cases where the required coordination does not take place, DHCD will determine the maximum grant 
amount available based on the proportion of the building the applicant owns. 

 
1. The maximum grant amount available (either $100,000 or $200,000) will be determined by the 
cumulative qualified real property investments made to the building/facility within the 
consecutive five-year period. 

 

2. DHCD will then multiply the applicable grant cap by the percent of the building’s usable floor 
space for which the tenant has a lease or for which the owner has a deed of trust. 

 
3. The grant cannot exceed the amount of 20% of the applicant’s qualified real property 
investment made in excess of the applicable investment threshold (not to exceed the maximum 
investment cap), whichever is less. 

 

*Qualified zone investors applying as an owner of space within a building MUST submit supplemental 
forms verifying coordination with the other owners. Coordination requires all owners to provide their 
notarized signatures and square footage owned as indication of their understanding that RPIG awards are 
capped per building or facility. This is to ensure that no more than the applicable grant cap is requested 
within a five-consecutive year period for the building or facility. All forms must be uploaded and 
submitted in the EZ Submission System at the same time as other application materials. 

55



10
0 
0 

 

 

 

| TENANTS | 

Tenants may apply for qualified real property investments made to the 
portion of the building for which they hold a valid lease, only if the 
improvements were made directly by the tenant and not the owner of the 
property. 

 

Only leasehold improvements made directly by a tenant or improvements 
made under a capital lease are considered grant-eligible. 

 
*Qualified zone investors applying as a tenant MUST submit supplemental 
forms verifying coordination with the owner of the property and/or other 
tenants. Coordination requires all owners and/or tenants to provide their 
notarized signatures and square footage owned as indication of their 
understanding that RPIG awards are capped per building or facility. This is 
to ensure that no more than the applicable grant cap is requested within a 
five-consecutive year period for the building or facility. All forms must be 
uploaded and submitted in the EZ Submission System at the same time as  
other application materials. 

 

| DEVELOPERS | 

If a developer incurred expenditures for the real property investments but does not own the building at the 
time of application for RPIG, additional documentation must be submitted. Depending on the developer/owner 
situation, different forms of documentation will be required: 

 
If the developer owned the building when placed-in-service documentation was issued (the name of the 
developer is listed as “owner” on placed-in-service document), the developer must provide documentation that 
verifies ownership at the time of issuance. This could be a parcel print out that provides transaction history or a 
sales document that proves the date of sale as AFTER the placed-in-service issuance. 

 

If the developer sold the property before the issuance of the final placed-in-service documentation, the 
developer must prove that they have received consent from or coordinated with the current building 
owner(s) in one of two ways: 

• Provide the sales contract with the new owner(s) that notifies them of the grant availability and the 
developer’s intent to apply. 

• Provide a letter that notifies the current owners of the grant availability and the developer’s intent 
to apply. The letter must be signed by the current owners and notarized. 

 
If the developer builds a new building and sells the office space within the building prior to receiving the final 
CO, then then the developer may be eligible for the maximum grant amount. The developer MUST stipulate 
that the intention to apply for the full grant amount was in the sales contract with the new owners (developer 
MUST provide this to DHCD). If there was no stipulation, the grant request must be coordinated with the other 
owners of the building as of the date of the issued Certificate of Occupancy or other applicable final placed-in-
service documentation. A notarized letter signed by the current owners qualifies as coordination. 

| INVESTMENT | | APPLICANT | 

Leasehold 

improvements 

made directly by 

tenant 

Tenant 

Improvements 

made by landlord/ 

owner under a 

capital lease 

Tenant 

Improvements paid 

for by landlord/ 

owner as part of an 

operating lease 

Landlord 

and/or 

owner 
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DETERMINATION OF GRANT YEAR 

| GRANT YEAR = YEAR THAT THE PROPERTY WAS PLACED-IN-SERVICE | 

An applicant must apply for the RPIG for the calendar year in which the building was placed in service. To be 
eligible for Grant Year 2024, the placed-in-service documentation must be approved within the 2024 
calendar year (between January 1st and December 31st, 2024). Grant Year 2024 RPIG applications are due 
by 11:59 p.m. on April 1, 2025. 

 
The RPIG application may only include qualified real property investments that were completed under the 
final placed-in-service document provided and capitalized or expensed by the qualified zone investor. The 
placed in service date is: 

• the date in which the final, approved Certificate of Occupancy (CO) is issued 

• the date in which a final inspection is approved for work done at the property, as long as no other 
trades permits are pending for the project and a CO was not required 

• in cases where the locality did not require permits, the date of a licensed third party inspector’s 
report which states that the project is complete (accompanied by a letter from the locality stating no 
permits were required for the scope of work) 

• more details on placed-in-service documentation available on pages 16-18 
 

 

Due to statutory restrictions, DHCD is unable to process applications with placed-in-service documentation 
from previous calendar years, such as a final building inspection or final CO issued in 2023. Also, properties 
placed-in-service during 2025 will need to wait until the next grant cycle to apply for funding. 
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QUALIFIED REAL PROPERTY INVESTMENTS 
Prior to beginning an RPIG application, a Qualified Zone Investor should determine if they meet the basic 
qualification criteria. Applicants should first assess the applicable type of qualified real property investment— 
rehabilitation, expansion, or new construction. They should then determine if they meet the respective 
minimum investment threshold in qualified real property investments. 

 

| INVESTMENT TYPE | | MINIMUM THRESHOLD | 

Rehabilitation & expansion $100,000 in QRPIs 

New Construction $500,000 in QRPIs 

Solar-only (solar is the only component 
added to a building/facility) 

No minimum threshold 

Rehab/Expansion with solar If solar investment is more than $50,000, the 
minimum threshold is $50,000 in QRPIs 

New construction with solar If solar investment is more than $50,000, the 
minimum threshold is $450,000 in QRPIs 

 
Qualified real property investments include expenditures associated with any exterior, interior, structural, 
mechanical, or electrical improvements necessary to construct, expand or rehabilitate depreciable real 
property for commercial, industrial, or mixed use. Qualified real property investments include any such 
expenditure regardless of whether it is considered properly chargeable to a capital account or deductible as a 
business expense under federal Treasury Regulations. 

 

For example, if a Zone Investor’s qualified real property investment (QRPI) in the rehabilitation of an existing 
building is $500,000, the amount of RPIG they would be eligible to apply for is $80,000 ($500,000 - $100,000 
threshold = $400,000 grant eligible QRPI; 20% of $400,000 is $80,000). 

 
 

 
| INVESTMENT TYPE | 

REHAB &/OR 

EXPANSION 

NEW 

CONST 

REHAB/EXP. 

CAPPED 

NEW CONST. 

WITH OVER 

$50K SOLAR 

REHAB/EXP. 

WITH OVER 

$50K SOLAR 

SOLAR

-ONLY 

| TOTAL QRPI | $500,000 $900,000 $2,000,000 $1,000,000 $100,000 $75,000 

| SUBTRACT THRESHOLD | -$100,000 -$500,000  -$100,000 -$450,000  -$50,000  -$0 

| GRANT-ELIGIBLE QRPI | $400,000 $400,000 $1,900,000 $550,000 $50,000 $75,000 

| MULTIPLY BY 20 % | X .20 X .20 X .20 X .20 X .20 X .20 

 $80,000 $80,000 $380,000 

(exceeds max) 

$110,00 

(exceeds max) 

$10,000 $15,000 

| GRANT REQUEST | $80,000 $80,000 $100,000 $100,000 $10,000 $15,000 
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| QUALIFIED | | UNQUALIFIED | 
Cabinetry (if taxed as real property) Accounting & bookkeeping costs 

Carpentry Acquisition costs 

Ceilings Appraisals 

Clean-up & dumpsters Architectural, engineering & design fees 

Contractors Bidding Process 

Doors & windows Blinds or other window treatments 

Drainage systems Bonding 

Driveways & paving (to property line) Closing costs 

Drywall & plaster Furnishings 

Electrical improvements* Insurance 

Elevators Kitchen & laundry appliances 

Excavation & grading Legal, marketing, or other 

Exterior repair Machinery, tools, & equipment 

Fencing & gates Outbuildings 

Fire suppression systems & sprinkler systems Permits, user fees, zoning fees, 

Fixtures impact fees, inspection fees, or 

Gas station canopies (if taxed as real property) development fees 

HVAC Professional services (soft costs) 

Landscaping (including retention ponds) Realtor, sales, & leasing fees 

Lead & termite abatement Real estate taxes 

Loading docks Rent loss 

Management (superintendents, CM/PM) Signage or wayfinding signage 

Masonry Soil testing 

Mechanical improvements* Surveying fees 

Painting Sweat equity 

Plumbing Temporary facilities 

Roofing & flashing Public roads & sidewalks 

Sidewalks (to property line) & patios Utility hook-up, extension, or access fees 

Solar panels** Well, septic, or sewer systems 

Storm water management Workstations & cubicles (unless taxed as 

Thermal/moisture protection real property) 

Wheelchair lift 

*EQUIPMENT UNRELATED TO CONSTRUCTION & LABOR/ NO SOFT COSTS 
MATERIAL MAY NOT BE INCLUDED IN THIS CATEGORY NO MACHINERY & TOOLS 

**SOLAR PANELS IN EXCESS OF $50,000 CAN QUALIFY NO BUSINESS PERSONAL PROPERTY 
FOR LOWER THRESHOLDS 

 

All grants of public funds (federal, state, local) where the grant proceeds were used to fund QRPIs SHOULD 
BE EXCLUDED from the investment total. Grants received from private foundations may be used for QRPIs 
that can be included in the investment total. 
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| QUALIFIED INVESTMENTS | 

How to know if something qualifies for RPIG: 

1. Was it capitalized or expensed on the Qualified Zone Investor’s books? (If no, then ineligible.) 

2. How is it taxed by the locality? (If not Real Property, then ineligible). 

3. If the tenant moved out, could the item be removed? (If yes, then ineligible). 

*These questions are not a clearinghouse for qualification. For questions regarding the eligibility of certain 
investments, please contact DHCD at ezone@dhcd.virginia.gov. 

 

| SITE WORK & GENERAL CONDITIONS | 

“Site work” and “general conditions” are common schedule items; however, not all items typically included 
under these categories constitute QRPIs. Often, unqualified items are inappropriately lumped into “site 
work” or “general conditions” and therefore, it is always best to break down and list all work included 
under the “site work” and “general conditions” categories. 

 
 

| CONDITIONAL ITEMS| 

The following items qualify as real property investments (i.e. their corresponding dollar amount can be 
included in the investment total) only if the described conditions are met. 

 

Awning/canopy Must be structurally part of building/roof to qualify. Awnings or canopies that are fabric or non-structural do 

NOT constitute a real property investment. If possible, submit a photo with hard-copy application. 

Change orders Needs to be broken down into more specific categories, such as “additional flooring work” in order to  

ensure that each item is a qualified real property investment. 

Plumbing/piping Can only include work that is structurally within the building/facility, not what runs from the building to the 

public utilities. 

Kitchens The improvements must be structurally part of the building (such as hood or walk-in freezer that is taxed as 

real property and not business personal property). Kitchen appliances and furniture are ineligible. 

QUALIFIED UNQUALIFIED 

Clearing Sewer tie-in fees 

Concrete excavation or 

earthwork 

Utilities 

Construction overhead Work extending beyond 

property line 

Paving Installation/removal of 

septic systems 

 

QUALIFIED UNQUALIFIED 

Clean up Utilities 

General Labor Travel 

Hoisting Professional Fees 

Mobilization Signage 

Project Management Rent/Income Loss 

Project Superintendents Off-site Space Rentals 

Rental Equipment  
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REQUIRED APPLICATION MATERIALS 

| EZ APPLICATION SYSTEM| 

Hard copies are no longer accepted. Applicants must submit their application and all required supporting 
documentation electronically through the EZ Online Submission System. 

• Commonwealth of Virginia Form W-9 (federal IRS form NOT accepted) 

• Local Zone Administrator (LZA) Review Form 

• Applicant Declaration Form 

• Final Placed-in-Service Document 

• CPA Attestation Report Form 

• Supplemental Forms: (*if applicable) 

• FORM EZ-RPIG Multiple Owner* 

• FORM EZ-RPIG Tenant-Owner Consent* 

• FORM EZ-RPIG Tenant Coordination* 

• FORM EZ-RPIG Mixed-Use* 
 

Applicants should print and retain the application for their records. To print the application before 
submitting, the user may use the “print” function in their browser. For example, on Chrome, click the three 
vertical dots on the right-top corner, then select “print” from the pop-up menu. Applicants can also print after 
submission. Details and instructions regarding each of the listed application materials are included in the 
following sections. All supplemental forms are available on the EZ Online Submission System site at 
https://dmz1.dhcd.virginia.gov/EZonePortal/Default.aspx  

 
 

| SUBMISSION DEADLINE | 

All application materials are due by 11:59 p.m. on April 1, 2025. 

15 
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| PLACED-IN-SERVICE DOCUMENTATION | 

ALL RPIG applications must include an APPROVED & FINAL placed-in-service document for the qualified real 
property investments. Acceptable documents: 

1. Certificate of Occupancy 

2. Final building inspection 

3. Licensed third-party inspection report-for projects that do not require any permits 

 
Applicants must apply with the highest form of placed-in-service document required by the locality. If the 
nature of the project requires a Certificate of Occupancy, a qualified zone investor CANNOT apply with a 
final building inspection even if a final building inspection was issued prior to a Certificate of Occupancy. 
DHCD verifies placed-in-service documentation issued/required for each project with local building code 
departments. 

 
 

When submitting the final placed-in-service documentation, please make note of the following: 

• The name on the final Certificate of Occupancy, final building inspection, or licensed third-party 
inspector’s report must match the Qualified Zone Investor’s Legal Name on Part 1, #1 of the 
Sample Application Page document. 

• The physical address on the final placed-in-service documentation must be within an Enterprise           
Zone and must match the physical address listed on Part 1, #4 of the Sample Application Page document. 

• If the name or address on the documentation differs from what is listed on Part 1, #1 & 4 of the 
Sample Application Page document, the applicant must complete Part II, Box B to explain the 
differences. 

• The date on the placed-in-service document must fall within the 2024 calendar year. 

 
 

| CERTIFICATE OF OCCUPANCY | 

The Certificate of Occupancy must be FINAL, meaning it is NOT temporary, conditional, or pending. For 
information regarding projects that require a Certificate of Occupancy, see Section 116 of the Virginia 
Uniform Statewide Building Code. 

16 
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| FINAL INSPECTION | 

When submitting a final building inspection as the placed-in-service documentation, the inspection must be 
APPROVED by the local jurisdiction in which the project was completed and final, meaning the final building 
inspection is completely passed and there are no associated trades permits still pending. There should be 
NO pending items or additional work (however minor they may be) remaining when such a document is 
submitted. 

 
 

In some localities, final building inspections are issued prior to the finalization of associated trades 
inspections (mechanical, electrical, plumbing, etc.). DHCD does not consider a property fully placed-in-service 
until all building permits are finalized, including trades. In addition, DHCD does NOT accept letters from the 
locality as adequate final inspection placed-in-service documentation. For information regarding projects that 
require a final building inspection, see Section 113.8 of the Virginia Uniform Statewide Building Code. 

 
EXAMPLE– During your inspection, the inspector noticed that the handrails along the stairway were loose 

and documented that the inspection was approved pending the installation of the new handrails. You 
ordered new handrails, had them installed, and received another final building inspection that was 
approved in January 2025. Can you still apply for the 2024 calendar year? 

 
The final inspection wasn’t fully approved until 2025, so the zone investor/applicant would need to wait and 
apply for the 2025 calendar year. This holds true even if the final inspection was originally conducted in 
2024. The inspection has to be completely passed with no pending items. 

 
 

| LICENSED THIRD-PARTY INSPECTOR’S REPORT | 

A licensed third-party inspector’s report (performed, signed, and dated within the 2024 calendar year) 
can be submitted as the placed-in-service document only when a project does not require any permits. 
The third-party inspector’s report must meet the guidelines set forth by the local jurisdiction in which the 
project was completed. The inspection report should reference the Qualified Zone Investor, the Physical 
Address of the Zone Establishment, and shall list the qualified zone investments and the dates in which they 
were inspected for completion. The property is considered placed-in-service on the date of the third-party 
inspection, not the date of the report. 

17 
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It is the responsibility of the applicant to provide documentation from the locality that no permits were 
required for the scope of work included in the application. The locality’s building officials must provide a 
letter on official letterhead that references the physical address of the zone establishment and lists the 
qualified real property investments for which the applicant is seeking the grant. 

 

Based on Section 113.7.1 “Third-Party Inspectors” of the Virginia Uniform Statewide Building Code: 
“Each building official charged with the enforcement of the USBC shall have a written policy establishing the 
minimum acceptable qualifications for third-party inspectors. The policy shall include the format and time 
frame required for submission of reports, any prequalification or preapproval requirements before 
conducting a third-party inspection and any other requirements and procedures established by the building 
official.” 
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       EZ APPLICATION SUBMISSION SYSTEM 

 

| PART I—BACKGROUND INFORMATION | 
 

 
 

1. Qualified Zone Investor’s Legal Name: Indicate the applicant’s legal name. 

If the zone investor is a disregarded entity for tax purposes, please utilize the Legal Name and FEIN of the 
parent/taxable entity, and note the name of the disregarded entity on the COV W-9. 

 
 

2. Type of Zone Investor: A Qualified Zone Investor is the individual or entity that incurred the cost of the 
qualified real property investments. A description of each classification follows. 
 

• “Owns building - Occupant”: Owns and occupies the entire building/facility 
 

• “Owns building - Non-occupant”: Owns the entire building or facility but does not occupy the 
building. 
 

• “Owns space in building”: Qualified Zone Investor only owns a portion of the building. For example, 
owning a medical office condominium that spans one of eight floors of a building. This type of 

      Qualified Zone Investor is required to submit the supplemental Form EZ-RPIG Multiple Owner and      
      coordinate qualification with all other owners within the same building/facility. 
 

• “Tenant in building”: Qualified Zone Investor occupies leased space in a building or facility. This 
      type of Qualified Zone Investor is required to submit the supplemental Form EZ-RPIG Tenant-         
      Owner Consent and may be required to coordinate qualification with other tenants using Form   
      EZ- RPIG Tenant Coordination. 
 

• “Developer”: Entity or individual that capitalizes or expenses the qualified real property investment 
but does not currently own or occupy the building. See Page 10 of this manual for more detail. 
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3. FEIN/SSN: The FEIN/SSN provided with the application is used to track the qualified investors and to 
disburse all grant funds.  

 

• “FEIN”: If the applicant is an S Corp, LLC, Partnership, Corporation, Sole Proprietorship, or other 
business entity,  indicate the applicant’s Federal  Employment  Identification Number (FEIN). 

 
• *If the zone investor is a disregarded entity for tax purposes, please utilize the Legal Name and 

FEIN of the parent/taxable entity, and note the name of the disregarded entity on the W-9. 

 
• “SSN”: If the applicant is an individual, indicate the applicant’s Social Security Number (SSN). 

 

4. Physical Address of Building: Indicate the physical location of the applicant’s property. 

5. Real Property Use Classification: Indicate the use classification of the real property as industrial, 
commercial, or mixed-use. 
 

• If the building/facility is mixed-use, the supplemental form EZ-RPIG Mixed-Use must be 
submitted. 

 
6. Type of Real Property: Indicate whether the real property investments were made to a building or facility. 

 

• See Page 8 of this manual for more information on how to distinguish between a building and a 
facility. 
 
• If the building for which an RPIG is being sought is part of a complex of buildings, it must be 
classified as a "facility" per the definition in the Program Regulations. 
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7. Type of Real Property Investment: Indicate whether the investment was for new construction or the 
rehabilitation or expansion of an existing building/facility. 

 
• To determine whether or not the investment is classified as rehabilitation, expansion, or new 

construction, refer to the definitions in the Glossary at the end of the manual. 
 
 

8. Amount of square footage of rehab/expansion or new construction completed: Provide an estimate 
of the total square footage that was part of the project for which you are applying for this grant. 
 

9. Property Identification Number: List the property identification number(s) associated with the physical 
address listed in Part I, Box 4. 
 

• These unique identification numbers vary by locality and are also called tax id numbers, tax 
parcel number, property tax numbers, etc. The Local Zone Administrator will provide the proper 
number to use for their zone. LZA Contact information is available at 
https://dmz1.dhcd.virginia.gov/EZoneportal/ZoneAdminInfo.aspx  

 

• A building or facility can span multiple parcels. Additionally, a building with multiple owners or 
tenants, or even with multiple street fronts, may have multiple property identification numbers. In 
such cases, all property identification numbers corresponding to the building/facility must be 
identified in this space. 

 

 

      10 - 12. Zone Name and Zone #, Zone Designation Date: Indicate the Zone in which the property is located. 

• Contact the Local Zone Administrator to verify which Zone the property is located in (Box 10). 
Once the zone name is entered online, the corresponding zone number field (Box 11) and zone 
designation date (Box 12) will automatically populate. 

 
13. Name of Local Zone Administrator: State the name of the Local Zone Administrator (LZA). LZA contact   

information is available at https://dmz1.dhcd.virginia.gov/EZoneportal/ZoneAdminInfo.aspx 
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        14.  Narrative Summary: Provide a summary paragraph explaining the building use and building owner, a summary of    
        the work completed, and any other helpful background information on the project (limited to 1,500 characters). 

 

 
 

15-16. The Qualified Zone Investor must provide contact information for the grant applicant 
representative. The email address of the applicant representative is required as applicants will receive email 
confirmations and updates throughout the application submission and review process. See Page 4 of this 
manual for more information. 
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| PART II—PLACED-IN-SERVICE DOCUMENTATION | 
 

A. Type of Placed-in-Service Documentation: Check the box that corresponds with the type of Placed-in- 
Service documentation that you are submitting with your application. 

 

B. Explanation of Placed-in-Service Documentation: Provide clarification on any differences between the 
name appearing as the Qualified Zone Investor’s Legal Name and Physical Address of the Zone Property, and 
the name and address listed on the final Placed-in-Service Documentation. 

• If the documentation refers to multiple-addresses, a thorough explanation should be provided in 
this section. All inspections/certificates of occupancy must be dated within the calendar year. 

 

• If there are multiple inspections/certificates of occupancy, an explanation of the scope of work 
included in each inspection/certificate can be included if not shown on the documentation. If the 
property was placed into service on more than one date in the calendar year, please enter the earlier 
date in Part IV, Box 1, but note all other dates in the explanation in Part II, Box B. 

 

• The text box is limited to 1,000 characters. Applicants may upload additional information as an 
attachment in Part VIII of the online application.   
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| PART III—ITEMIZED LIST OF QUALIFIED REAL PROPERTY INVESTMENTS | 
 

 

 

 

 

 

This section has two columns; one column is for the type of qualified real property investment (ex. roofing, 
electrical, HVAC) and the second column for the amount for that specific investment. For projects that 
contain more than 20 qualified real property investments, list the sum of the remaining dollar amount in 
line 20 and label the category as “see attachment.” Upload a list of the remaining items and corresponding 
dollar amounts in Part VIII of the online application.   

• See Page 13-14 of this manual for a list of qualified real property investment examples. 
 

• Labor and material costs associated with a particular real property investment such as “painting” or 
“demolition” should be combined and listed as one category. For each item listed on the schedule, 
DHCD assumes that the labor, materials, and equipment necessary to perform such qualified real 
property investments are included in the total cost of each investment. 

 
• Costs on the schedule should represent the actual dollar amount of investment. Investment amounts 

reflected in the schedule should NOT be rounded. 

• The Qualified Zone Investor may only include QRPIs that correspond with the final placed in service 
documentation.  
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| PART IV—QUALIFICATION INFORMATION | 

 

 

 
In Part IV the Qualified Zone Investor fills in information regarding the dollar amount of Qualified Real Property 
Investments and the resulting grant request based on the level of investment. For Qualified Zone Investors 
applying as owners of a space within a building/facility, such applicants can only request the full, applicable 
grant amount if they coordinated qualification. See the Supplemental Forms section for more details. 

 
 
 

| PART V—CPA CONTACT INFORMATION | 

 

The Qualified Zone Investor must provide contact information for the CPA who prepared the Attestation 
Report in this section.  
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| PART VI—APPLICATION INFORMATION |   

This portion of the online submittal notifies DHCD that required and supplemental forms should accompany 
the online submission. Check the boxes that are applicable to check that the documents apply to your 
submission and have been uploaded in Part VIII. 
 
 

| PART VII—COMMENTS | 

 
The applicant may enter any additional information or notes in this section. 
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| PART VIII—UPLOAD DOCUMENTS | 

 
All required and supplemental documents must be uploaded in this section.  
 

• Password protected documents will NOT be accepted. 

• All documents must be uploaded separately. One PDF with all the documents will NOT be accepted. 
 
      The final field in this section requires the applicant to check the Commonwealth of Virginia W-9 to ensure that    
      the correct FEIN was used and the Remittance Address field is the correct address to which the Department will 
s    send the company’s grant check. The final step is to submit the application by clicking the “Submit” button. 
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| SUPPLEMENTAL FORMS—FORM EZ-RPIG MULITPLE OWNER | 

 
For a Qualified Zone Investor that owns a space within a building, the supplemental form EZ-RPIG Multiple- 
Owner must be uploaded in Part VIII of the portal submission system. This form 
documents the amount of space within the building or facility owned by the applicant and enables the 
applicant to coordinate the qualification process with the other owners of the building/facility. Each owner 
within the building/facility must sign the coordination statement on Page 2 of the form. 

 

In the case where there has been no coordination with the other owners, DHCD will implement its 
proration procedures based on the usable floor space owned by the Qualified Zone Investor. The maximum 
grant amount available is determined by whichever is less of the following scenarios: 

The square foot percentage owned by the Qualified Zone Investor (as documented in Part II of the 
supplemental form) multiplied by the applicable investment cap, $100,000 or $200,000. 

• 20 percent of the Qualified Zone Investor’s grant eligible investment, capped at the applicable 
limit or the cumulative level of investment; or 

• The square foot percentage owned by the Qualified Zone Investor (as documented in Part II of 
the supplemental form) multiplied by the applicable investment cap, $100,000 or $200,000. 

 
The purpose of coordination is to ensure that no more than the applicable grant cap is requested within a 
five-consecutive year period for the building or facility. This especially holds true in instances where there 
are multiple applicants from the same building that simultaneously apply for the RPIG for work completed 
in the same calendar year. 

 
Irrespective of each applicant’s level of investment, coordination entails that the Zone Investors agree upon 
the amount each owner will request such that no more than the applicable grant cap ($100,000 or 

$200,000) is requested within a five-consecutive-year period. 
 

Cells A - E must be completed by EACH 
owner in the building and be notarized. 

Dollar amount 
indicated in 
Submission 

System Part IV, 
Box 3D. 
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| SUPPLEMENTAL FORMS—FORM EZ-RPIG TENANT-OWNER CONSENT| 

Supplemental Form EZ-RPIG Tenant-Owner Consent must be completed and submitted in Part VIII of the 
RPIG page of the Portal submission system by all tenants in buildings applying for RPIG funds, regardless of 
whether the owner of the building requires further tenant coordination or not. 
 
For tenants applying for the grant, the tenant is required to: 

 

1. Disclose the total number of square feet in the building in addition to the amount of space they 
are leasing from the owner. 

 

 
2. Confirm the owner’s consent for allowing the tenant to submit an application for the Real 
Property Investment Grant. 

 

3. Obtain written consent from the owner of the property. 
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4. Sign the declaration. 
 

 

 

5. Upload the document in Part VIII of the RPIG page of the EZ Submission System. 
 

| FORM EZ-RPIG TENANT COORDINATION | 

 
Form EZ-RPIG Tenant Coordination is required when tenants applying for RPIG funds receive owner consent 
contingent upon the notification and coordination of all other tenants in the building. For tenants applying 
for the grant, the tenant is required to: 

 
1. Disclose the total number of square feet in the building in addition to the amount of space they 
are leasing from the owner. 

 

 

2. Coordinate with all other tenants in the building/facility, by having them fill out the Tenant 
Coordination Form which must be notarized. 
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3. Sign the declaration. 

 

4. Upload the document in Part VIII of the RPIG page of the EZ Submission System. 
 
 

5. If the owner requires coordination (as indicated on the Tenant-Owner Consent Form) with other 
tenants and no coordination is provided, DHCD will apply its proration formula to the grant award 
as illustrated in the example below: 

 
• EXAMPLE: A commercial building is occupied by two tenants. Each makes improvements to 
the portion for which they hold a valid lease but the two tenants do not coordinate their 
applications for the RPIG. The total usable floor space in the building is 100,000 square feet. 
Each of these tenants occupies one half of the building (50% each). Tenant A spent $500,000 in 
qualified real property investments; Tenant B spent $200,000 in QRPIs. 

 
• Since the cumulative investment in 2024 (between tenants A and B) is less than $5 

million, the maximum grant amount for the entire building is capped at $100,000. 
Because Investors A and B each occupy 50% of the building, the grant cap 
translates into a maximum of grant award of $50,000 per tenant. While 20% of 
$400,000 is $80,000, Investor A would only be eligible toreceive a maximum RPIG of 
$50,000. Investor B, however, would receive the full $20,000 (20% of $100,000) because 
he is still under his individual cap of $50,000. If the two investors had coordinated, both 
could have received their full request: $80,000 for Investor A and $20,000 for Investor B. 
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| FORM EZ-RPIG MIXED-USE | 

 
The supplemental Form EZ-RPIG Mixed-Use must be uploaded in Part VIII of the RPIG page of the Portal 
submission system for Qualified Zone Investors applying for qualified investments to a mixed-use building. 
Mixed-use is defined in Section 59.1-548A of the Code of Virginia as “a building incorporating residential 
uses in which a minimum of 30 percent of the usable floor space will be devoted to commercial, office, or 
industrial use.” For a property that contains any residential or non-commercial uses, the applicant is 
required to: 

 
1. Obtain a declaration from the preparer of the measure drawings or plans for the work done to 
the referenced building. The preparer of these plans may be the licensed architect, surveyor, or 
drafts person (or representative of the architect, surveyor, etc.) that created the approved 
plansthat were submitted to the locality to obtain the necessary permits for the real property investment. 
This individual will supply the usable floor space calculations as indicated on the measured drawings/plans.  

 

 

 
2. Obtain an official AIA seal on the form. If the preparer of the plans is a surveyor, draftsperson, 
contractor, etc., that individual must have his/her signature notarized on the form. If the preparer 
cannot be contacted, the applicant may obtain Third Party Verification by a licensed, independent third 
party as described below. 
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3. Third Party Verification: If no plans were required by the local jurisdiction to obtain the 
necessary building permits for the project or if the applicant (or a member of the applicant’s firm) 
prepared his/her own drawings, EZ-RPIG Mixed-Use, Part II can be completed by the applicant and 
verified by a licensed, independent third-party. The licensed third-party will need to provide his/her 
signature on the form, verifying the accuracy of the information provided in Part II. 

 
• A letter from the local jurisdiction’s Building Code Office verifying that no plans or drawings 
were required must be included with the application materials. A licensed third-party can be an 
architect (AIA seal required), surveyor, or draftsperson (notarization required). 

 

4. Sign the declaration. 
 

 
5. Upload the document in Part VIII of the RPIG page of the Portal submission system. 

 
 

| COMMONWEALTH OF VIRGINIA W-9 | 

A completed Commonwealth of Virginia W-9 form must be submitted with each grant application in Part VIII 
of the RPIG page of the Portal Submission System. The FEIN or SSN listed in PART I must match the FEIN or 
SSN on the W-9. A blank W-9 form can be found here: https://www.doa.virginia.gov/forms/CVG/ 
W9_COVSubstitute.pdf.  

 
 

| DISREGARDED ENTITIES & SUBSIDIARIES | 

The applicant should be the company or individual that is capitalizing on the investment. The applicant cannot be 
a disregarded entity. Often, disregarded entities have a parent company and in that case, the parent company; 
should be the applicant. In other cases of a disregarded entity the individual owner is the applicant and should 
apply in their own name with their social security number. If the zone investor is a disregarded entity for tax 
purposes, please utilize the Legal Name and FEIN/TIN of the parent/taxable entity on Form EZ-RPIG, and fill out 
the Commonwealth of Virginia W-9 Form accordingly. 

 
 

| CPA ATTESTATION REPORT | 

As required by statute, a CPA must perform an attestation following the Agreed-Upon Procedures outlined 
by DHCD with every RPIG application. There are no exemptions from the attestation for RPIG applications. 
The CPA must be independent of the Qualified Zone Investor and licensed by the Commonwealth of 
Virginia. The CPA will test the documentation and calculations used to prepare the Real Property 
Investment Grant application and will report on these procedures and their findings in the Attestation  
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Report. This report is to be signed by the CPA and uploaded into Part VIII of the RPIG page of the Portal 
submission system by April 1st, 2025. 

 

Contact your CPA to find out if they can fulfill the attestation requirements for the Real Property Investment 
Grant application. All CPAs should know if they are able to perform agreed upon procedures. These 
procedures and additional information is available on the EZ Online Submission System site at: 

https://dmz1.dhcd.virginia.gov/EZonePortal/cpas.aspx. 

 
Can your CPA prepare the application and accompanying materials and attest? Professional standards (AICPA) 
provide that a CPA can offer assistance provided the CPA does not assume management responsibilities, such 
as making management decisions or performing management functions. The decision to follow any advice 
provided remains with management of the entity.  

 
| TAXABILITY OF GRANTS | 

Under IRS regulations, grant awards may be considered taxable income. A 1099-G will be issued to all 
grantees for the EZ awards received. For tax-related questions, please contact your tax professional for 
guidance. If a grant applicant has any type of outstanding liability to the State (such as an outstanding tax 
liability), the awarded grant amount will be reduced by the dollar amount of the liability. DHCD does not 
have records of potential liabilities as this process is handled outside the agency. If you receive a grant 
award that is less than the amount noted in the qualification letter, please call the Department of 
Accounts at (804) 371-8383. 

 
 

| RECORD KEEPING REQUIREMENTS | 

The Department may at any time review an applicant’s records related to qualification under this section 
to assure that information provided in the application process is accurate. Qualified Zone Investors shall 
maintain all documentation regarding RPIG qualification for a minimum of three years following the 
receipt of the grant. Real Property Investment Grantees are annually monitored by DHCD at random. 
Grants that do not have adequate documentation regarding qualified real property investments may be 
subject to repayment. 

 
 

| CONTACT INFORMATION | 

If you have any questions about qualifying for the Enterprise Zone grants or other aspects of the program, 
please contact: Virginia Department of Housing and Community Development 

 

(804) 371-7000 
EZONE@dhcd.virginia.gov 
www.dhcd.virginia.gov 
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DEFINITIONS FOR RPIGs 

Agreed upon procedures engagement: 

Means an engagement between an independent Certified Public Accountant licensed by the 
Commonwealth and the Qualified Zone Investor seeking to qualify for Enterprise Zone incentive grants 
whereby the independent Certified Public Accountant, using procedures specified by the Department, 
will test and report on the assertion of the Qualified Zone Investor as to their qualification to receive the 
Enterprise Zone incentive pursuant to 59.1-549 of the Code of Virginia. 

 
Building: 

Means any construction meeting the common ordinarily accepted meaning of the term (building, a usually 
roofed and walled structure built for permanent use) where 1) areas separated by interior floors or other 
horizontal assemblies and 2) areas separated by fire walls or vertical assemblies shall not be construed to 
constitute separate buildings, irrespective of having separate addresses, ownership or tax assessment 
configurations, unless there is a property line contiguous with the fire wall or vertical assembly. 

 
Capital lease: 

Means a lease that meets one or more of the following criteria and as such is classified as a purchase by 
the lessee: the lease term is greater than 75 percent of the property’s estimated economic life; the lease 
contains an option to purchase the property for less than fair market value; ownership of the property is 
transferred to the lessee at the end of the lease term; or the present value of the lease payments exceed 
90 percent of the fair market value of the property. 

  
Common control: 

Means those firms as defined by Internal Revenue Code § 52(b). 

 
Expansion: 

Means an increase in square footage or the footprint of an existing nonresidential building via a shared 
wall, or enlargement of an existing room or floor plan. Pursuant to Real Property Investment Grants this 
includes mixed-use buildings. 

 
Facility: 

Means a complex of buildings, co-located at a single physical location within an Enterprise Zone, all of which 
are necessary to facilitate the conduct of the same trade or business. This definition applies to new 
construction, as well as to the rehabilitation and expansion of existing structures. 

 
Independent Certified Public Accountant: 

Means a public accountant certified and licensed by the Commonwealth of Virginia who is not an 
employee of the business firm seeking to qualify for state tax incentives and grants under this program. 
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Local Zone Administrator: 

Means the chief executive of the city or county, in which an enterprise zone is located, or his or her 
designee. Pursuant to Enterprise Zone designations made prior to July 1, 2005, this shall include towns. 

  
Mixed-use: 

Means a building incorporating residential uses in which a minimum of 30 percent of the usable floor space 
will be devoted to commercial, office or industrial use. Buildings where less than 30 percent of the usable 
floor space is devoted to commercial, office or industrial use shall be considered primarily residential in 
nature and shall not be eligible for the Real Property Investment Grant under 13 VAC 5-112- 
330. This definition applies only for the purpose of qualifying for Enterprise Zone incentives. 

 
Mobilization: 

Mobilization includes preparatory work and operations necessary for the movement of heavy equipment 
and supplies (construction supplies NOT office supplies) to the project site, necessary for work on the 
project. 

 
New construction: 

Means a single, nonresidential facility built on previously undeveloped land or a nonresidential structure 
built on the site/parcel of a previously razed structure with no remnants of the prior structure or physical 
connection to existing structures or outbuildings on the property. Pursuant to Real Property Investment 
Grants this shall include mixed-use buildings. 

 
Placed-in-service: 

Means the final Certificate of Occupancy has been issued or the final building inspection has been approved 
by the local jurisdiction for real property improvements or real property investments, or in cases where a 
project does not require permits, the licensed third-party inspector’s report indicating that the project is 
complete. 

 

Qualified real property investment: 

Means the amount expended for improvements to rehabilitate, expand, or construct depreciable real 
property, regardless of whether it is considered properly chargeable to a capital account or deductible as 
a business expense under federal Treasury Regulations. The improvements must be placed in service during 
the calendar year within an Enterprise Zone provided that the total amount of such improvements equals 
or exceeds (i) $100,000 with respect to a single building or a facility in the case of rehabilitation or 
expansion or (ii) $500,000 with respect to a single building or a facility in the case of new construction. 
Qualified real property investments include expenditures associated with (a) any exterior, interior, 
structural, mechanical, or electrical improvements necessary to construct, expand or rehabilitate a building 
for commercial, industrial or mixed use; (b) excavations; (c) grading and paving; (d) installing driveways; 
and (e) landscaping or land improvements. Qualified real property investments shall include, but not be 
limited to, costs associated with demolition, carpentry, sheetrock, plaster, painting, ceilings, fixtures, doors, 
windows, fire suppression systems, roofing, flashing, exterior repair, solar panels, cleaning, and cleanup. 
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Consistent with the provisions of §13VAC5-112-340, Code of Virginia, beginning on January 1, 2020, the 
installation of solar panels shall be considered eligible investments for the purposes of the real property 
investment grants, provided that such solar installation investment is in an amount of at least $50,000 and 
the grant shall be calculated at a rate of 20 percent of the amount of qualified real property investments 
in excess of $450,000 in the case of construction of a new building or facility. Grants shall be calculated a 
rate of 20 percent of the amount of qualified real property investment in excess of $50,000 in the case of 
the rehabilitation or expansion of an existing building or facility. In the case where the grant is awarded 
based solely on solar investment, the grant shall be calculated at a rate of 20 percent of the amount of total 
qualified real property investments made in solar installation. For such properties eligible for real property 
investment grants made solely on the basis of solar installation investments of at least $50,000 but not 
more than $100,000, awards shall not exceed $1,000,000 in aggregate in any fiscal year. 

 
Qualified real property investment shall not include: The cost of acquiring any real property or building; 
other costs including: (i) the cost of furnishings; (ii) any expenditure associated with appraisal, architectural, 
engineering, surveying, and interior design fees; (iii) loan fees, points, or capitalized interest; (iv) legal, 
accounting, realtor, sales and marketing, or other professional fees; (v) closing costs, permits, user fees, 
zoning fees, impact fees, and inspection fees; (vi) bids, insurance, signage, utilities, bonding, copying, rent 
loss, or temporary facilities incurred during construction; (vii) utility connection or access fees; (viii) 
outbuildings; (ix) the cost of any well or septic or sewer system; and (x) roads; the basis of any property: (i) 
for which a grant under this section was previously provided; (ii) for which a tax credit under § 59.1-280.1 
of the Code of Virginia was previously granted; (iii) which was previously placed in service in Virginia by the 
Qualified Zone Investor, a related party as defined by Internal Revenue Code § 267 (b), or a trade or 
business under common control as defined by Internal Revenue Code § 52 (b); or 
(iv) which was previously in service in Virginia and has a basis in the hands of the person acquiring it, 
determined in whole or in part by reference to the basis of such property in the hands of the person from 
whom it was acquired or Internal Revenue Code §1014 (a). 

 

Qualified Zone Investor: 

Means an owner, tenant, or developer of real property located within an Enterprise Zone who expands, 
rehabilitates, or constructs such real property for commercial, industrial or mixed use. In the case of a 
tenant, the amounts of qualified zone investment specified in this section shall relate to the proportion of 
the property for which the tenant holds a valid lease. Units of local, state and federal government or 
political subdivisions shall not be considered Qualified Zone Investors. 

 
Rehabilitation: 

Means the alteration or renovation of all or part of an existing nonresidential building without an increase 
in square footage. Pursuant to Real Property Investment Grants this shall include mixed-use building. 

 
Same trade or business: 

Means the operations of a single company, related companies, or companies under common control. 

 
Usable floor space: 

Means all space in a building finished as appropriate to the use(s) of the building as represented in measured 
drawings. Unfinished basements, attics, and parking garages would not constitute usable floor space. Finished 
common areas such as stairwells and elevator shafts should be apportioned based on the majority use (i.e. 51%). 

83



 

   
 

 
  

Virginia 
Enterprise  
Zone  
CPA Agreed Upon Procedures Manual (GY2024) 

84



 

 

TABLE OF CONTENTS 
 

   Introduction…..………………………………..…………………………………………………………………………………….…………..…….page 02 

   Grant Year 2024 Timeline…………………………..………………………………………………………………………………………..……page 03 

   Application Information..…………………………..……………………………………………………………………………………..………page 04 

   Agreed Upon Procedures Engagement…… .……………………………………………………………………………………..………page 04 

   CPA Attestation Report: Form Requirements…………………………………………………………………………………..………page 05 

   Submittal Requirements & Application Confirmations……………………………………………………………………..………page 06    

   Job Creation Grant Eligibility Requirements.……………………………………………………………………………………..…..…page 08 

   High Unemployment Areas (HUAs) …………..……………………………………………………………………………………..………page 09 

   SWaM-Certified Businesses…..…………………..……………………………………………………………………………………..………page 09 

   JCG Required Application Materials…………..……………………………………………………………………………………..………page 10 

  Record Keeping Requirements…………………..………………………………………………………………………………………..……page 10 

   CPA Attestation Responsibilities (JCG) ……..………………………………………………………………………………………………page 11 

   JCG Applicant responsibilities …………………..……………………………………………………………………………………..………page 11 

   JCG Agreed Upon Procedures……………………..……………………………………………………………………………………..…….…page 12 

   Definitions for JCGs…………………………………..………………………………………………………………………….…………..………page 15   

   Real Property Investment Grant Eligibility Requirements……………………………………………………….……………..…...…page 19   

   RPIG Required Application Materials…………..………………………………………………………………………..……………..………page 20  

   CPA Attestation Responsibilities (RPIG) …..………………………………………………………………………………………..………page 21   

   RPIG Agreed Upon Procedures………………..………………………………………………………………………………………..…….…page 22   

   Definitions for RPIG…….…………………………..…………………………………………………………………………………………………page 29   

    
 
 
 
 

85



 

2 
 

 
 

INTRODUCTION 
 

This document provides instructions for CPAs performing the Agreed-Upon Procedures outlined by the 
Department of Housing and Community Development. These procedures test and report on the 
assertion of a business or qualified zone investor as to their qualification to receive Job Creation Grants 
(JCGs) or Real Property Investment Grants (RPIGs). The findings from these procedures are reported in 
the CPA Attestation Report. This report is a required application component for both the Job Creation 
Grant and Real Property Investment Grant. 
 
Agreed-Upon Procedures for the Job Creation Grant are provided in the first half of this document and 
in the second half for the Real Property Investment Grant.  
 
Each respective grant section contains information regarding: 

• An overview of the grant amount and eligibility criteria; 
• Required grant documentation; 
• The CPA’s attestation responsibilities; 
• The applicant firm’s responsibilities; 
• And purpose and procedures for each attestation requirement. 

 
As provided in §59.1-547 of the Code of Virginia, business firms with Base Year employment of 100 or fewer 
permanent full-time positions that create 25 or fewer grant eligible positions are exempt from the attestation 
requirement for that qualification year. However, the firm is not exempt from completing the required Job 
Creation Grant Worksheet. The JCG Worksheet must be completed each year the firm seeks qualification for 
the JCG. 
 

Virginia Enterprise Zone (VEZ) program is partnership between state and local government that 
encourages job creation and private investment. VEZ accomplishes this by designating Enterprise Zones 
throughout the state and providing two grant-based incentives, the Job Creation Grant (JCG) and the 
Real Property Investment Grant (RPIG), to qualified investors and job creators within those zones, 
while the locality provides local incentives.  
 
VEZ grants are subject to an annual appropriation by the General Assembly. By statute, the Job 
Creation Grants (JCGs) receive funding priority. After fully funding the JCGs, the remaining funds will be 
allocated to the Real Property Investment Grants (RPIGs) and the amount paid to each RPIG applicant 
will be prorated proportionally should grant requests exceed the remaining funds. 
 
In Grant Year 2023, RPIGs were fully funded for the third consecutive year. In the past, the program 
faced challenges in fully funding grant applications. Since 2021, however, there has been an increase in 
program funding, allowing for the full financing of JCG and RPIG grants. 
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GRANT YEAR 2024  
JOB CREATION GRANT TIMELINE 

 
 

 
 
 

 
 

GRANT YEAR 2024 
REAL PROPERTY INVESTMENT GRANT 

TIMELINE 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

FUNDING  
RELEASED 
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APPLICATION INFORMATION 

 

The Qualified Zone Investor is expected to complete and submit all required application components 
through the EZ Application Submission System. In the past, both hard copy and electronic submission 
were required. Hard copies are no longer accepted. FORM EZ-RPIG and FORM EZ-JCG (or FORM EZ-
JCG-HUA/SWaM) are NO LONGER required uploads, since the information from those forms is 
entered into fields in the EZ Application Submission System. All required attachments/uploads, 
including the JCG Online Worksheets, the CPA Attestation Report, Final Placed-in-Service document, 
and supplemental documents must be submitted electronically through the Submission System, which 
can be found here: https://dmz1.dhcd.virginia.gov/EZonePortal/Default.aspx 
 
 
 
 
 
 
As part of the application process, an independent Certified Public Accountant (CPA), licensed in 
Virginia, must attest to these application materials. The CPA Attestation Report is required and must 
be submitted with RPIG applications and most JCG applications, unless otherwise noted in this manual.  
The Agreed upon Procedures for CPA Attestations and Attestation Report Templates are available on 
the EZ Application Submission System.   

AGREED UPON PROCEDURES ENGAGEMENT 
 

As required by statute, a CPA must perform the Agreed-Upon Procedures 
outlined by DHCD in this document. The CPA selected to perform these 
procedures must be independent of the company and currently licensed 
in the State of Virginia. The CPA will review information, apply tests, and 
will report on these procedures and their findings in the attestation 
report signed and submitted by the CPA on behalf of their client. The 
Attestation Report Form for both grant programs and a sample 
engagement letter are available on the EZ Online Submission site. 
 
The Agreed-Upon Procedures Engagement outlines specific procedures to 
be performed on a subject matter whereby a CPA is engaged by a client 
to issue a report of findings. Distribution of the report based on such an engagement is limited to 
specific, identified users (in this case, the applicant and DHCD). Guidance for the performance of such 
engagements can be found in AT Section 201 of the American Institute of Certified Public 
Accountants(AICPA) Professional Standards. Under the Enterprise Zone Statute, Enterprise Zone grant 
applicants must hire an independent CPA currently licensed in Virginia to perform the Agreed Upon 
Procedures established by DHCD. The CPA’s attestation report MUST BE SUMITTED ONLINE with the 
grant application materials no later than 11:59 p.m. on April 1, 2025, in order for the application to be 
considered on time. 

How is an attestation different 
from an audit? 

 
The American Institute of Certified 

Public Accountants (AICPA) has 
promulgated standards for 

attestation engagements, other 
than those involving audits of 

financial statements, in the “AT” 
section of professional standards. 
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CPA ATTESTATION REPORT: FORM 
REQUIREMENTS 

 

Findings from the Agreed-Upon Procedures are to be reported on the required CPA Attestation 
Report forms. The forms have been created to ensure that all CPAs are reporting on the procedure 
as indicated. The forms and use of the forms have the support of the VA Society of CPAs. CPAs must 
use the Attestation Report templates provided by DHCD to document findings. Attestation report 
forms for both the Real Property Investment Grant and the Job Creation Grant are available for 
download on the EZ Online Submission System site under the CPA Attestation Report header. 
 
The link to the EZ Online Submission System to access the appropriate forms is included below: 
https://dmz1.dhcd.virginia.gov/EZonePortal/CPAs.aspx. 
 

 
 

The attestation report that accompanies the application must be submitted on the appropriate 
DHCD Attestation Report form or the application will be deemed incomplete. Do not retype the 
procedures or submit findings using any document other than what has been provided by DHCD. 
Applications will have to be resubmitted using the correct form to be processed.  
 
Additionally, any reports submitted that do not state the findings for each procedure are also 
considered incomplete. The AICPA professional standards set forth in Section AT 201.25, states that 
the “practitioner should report all findings from the application of the Agreed-Upon Procedures.” 
Furthermore, Section AT 201.26 specifies that “a practitioner should avoid vague or ambiguous 
language in reporting findings.” Please see the examples of appropriate and inappropriate 
descriptions of findings within Section AT 201.26. Based on the professional standards set forth, 
providing one’s initials and/or “no findings” by each procedure does not constitute an adequate 
description of findings. In instances where no findings are reported or only the CPA’s initials are 
listed as the findings, the report will be deemed incomplete, and the application will not be 
processed until the report is re-submitted. 
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SUBMITTAL REQUIREMENTS 

 

APPLICATIONS MUST BE SUBMITTED THROUGH THE SYSTEM NO LATER THAN 11:59PM, APRIL 1, 

2025 (EDT). Applicants will be prompted to save and print the completed application for their own 

records. DHCD is unable to pre-qualify any applicants. 

  

LATE APPLICATIONS/APPLICATIONS WITHOUT CPA ATTESTATION REPORT | Any application 

submitted without the required CPA Attestation Report or submitted after the deadline will be 

considered late. Such applications are held until DHCD determines that funds remain after full 

funding on-time applications. At such time, DHCD will review and process late applications on a first-

come, first-served basis.  

  

MULTIPLE APPLICATIONS | If submitting more than one application, each grant application and 

associated materials must be submitted separately via electronic submission.  

 

APPLICATION CONFIRMATIONS | Email confirmations will be sent throughout the submittal process 

to keep the applicant informed of the status of the application and to bring any submittal issues to 

the applicant’s attention prior to certain deadlines. Applicants will receive confirmations in the 

following order: 

 

 1. Successful submission of online application - This email will indicate the date and time of the 

 submittal. DHCD recommends applicants print the application at this time and retain       

 confirmation emails with their grant records. If the applicant has submitted all required     

 documents with required signatures, this notification is the only one that will be received. 

 

2. Notification of deficiencies - DHCD will notify applicants by May 15th in cases where any 

 additional information is required due to application deficiencies. The email will be sent from 

the following address: ezone@dhcd.virginia.gov. Please reply directly to that address when 

 responding. 

 

3. Notification of resolution of deficiencies - Applicants must resolve any identified deficiencies 

by June 1st. Once the applicant provides the requested information, a final email will be sent to 

the applicant confirming DHCD’s receipt of the requested material.  
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JOB CREATION GRANT 

To be eligible, companies must be located in the boundaries of an Enterprise Zone. To determine whether 

your company is located in an EZ, contact your locality’s Economic Development Department. 

ELIGIBILITY REQUIREMENTS: 

• must create at least 4 net new permanent full-time positions over the base calendar year 

• Base Year employment can be either of the two calendar years immediately preceding the first 
grant year. 

• Base Year employment is established in the first grant application and remains static for the full 
5-year period. 

• Eligible positions must meet wage and health benefit requirements: 
o Positions must earn at least 150% of the minimum wage 

(125% in High Unemployment Areas or SWaM-certified 
businesses) (see page 9 for more info) 

o Firms must offer to cover at least 50% of employee’s health 
insurance premium 

INELIGIBLE APPLICANTS: 

The following are prohibited from applying for the JCG: 

• units of local, state, or federal government 

• nonprofit, other than those classified as NAICS 813910 and 813920 

• positions: personal service, food & beverage, & retail 

GRANT TERM:  

Grants are awarded for 5-year periods beginning with the first grant year in 

which a JCG was awarded. To be eligible in years 2-5, the firm must maintain or increase the number 

eligible permanent full-time positions (above the four-job threshold) over base year employment. 

Firms may apply for a subsequent 5-year period given they meet the grant eligibility requirements. See 

page 17 under JCG definitions for more information on subsequent 5-year periods.  

 

GRANT CALCULATIONS: 

JCG awards are determined by the wages paid and the number of months positions were filled during 

the Grant Year. Grants are available in amounts of: 

• Up to $500 per grant eligible position filled by an employee earning at least 150% minimum 

wage (125% for businesses in HUAs and SWaM-certified businesses) who meets all other 

eligibility requirements (including offered health benefits) 

• Up to $800 per grant eligible position filled by an employee earning 175% of the minimum wage 

who meets all other eligibility requirements (including offered health benefits) 

• Firms can receive grants for up to 350 positions per year 

According to the Virginia Code 
(13VAC5-112-10), "minimum wage" 

means the federal minimum wage or 
the Virginia minimum wage, 

whichever is higher as determined 
for the current calendar year as of 
December 1 of the prior calendar 

year by the department. Such 
determination will be continuously in 
effect throughout the calendar year, 
regardless of changes to the federal 

minimum wage or the Virginia 
minimum wage during that year. 

The upcoming grant cycle is Grant 
Year 2024 and includes jobs created 
in calendar year 2024. On December 

1, 2023 the state minimum wage 
was $12.00 per hour (and higher 
than the federal minimum wage). 
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HIGH UNEMPLOYMENT AREAS (HUAs) 
 
Any business applying as an HUA applicant must enter all required information into the EZ Application 
Submission System and complete and upload the JCG-HUA/SWaM Worksheet. These documents are 
specifically tailored to accommodate the reduced wage rate threshold.  Businesses located in HUAs 
are eligible to apply for the JCG at the reduced wage rate threshold of $15.00/hour, or 125% of 
minimum wage. 
  

ZONE NAME ZONE # 

Brunswick County 32 

City of Danville 1 & 57 

Dickenson County 49 

City of Emporia 43 

City of Hopewell 9 

City of Petersburg 10 

 
 

Any existing business that has previously applied for the JCG as an HUA applicant in one of these zones 
may continue to qualify at 125% of the minimum wage for the remainder of their 5-year grant period. 
 
Any new businesses applying for the JCG in these zones must pay at least 125% of the minimum wage to 
qualify. 
 
 

SWaM-CERTIFIED BUSINESSES 
 
2021 legislation passed allows for SWaM-certified (Small, Women-owned, and Minority-owned) 
businesses to be eligible to use the reduced wage threshold (125% minimum wage=$15.00/hour) to 
qualify for the $500 grant amount. To be eligible at the reduced wage threshold, the company must 
have been SWaM-certified in calendar year 2024. SWaM-certified businesses must select the 
appropriate box on the online application indicating that the application is for a SWaM-certified 
business and must complete the JCG-HUA/SWaM Worksheet. 
 

• Look up whether a business is SWaM-certified on the online directory 
https://directory.sbsd.virginia.gov/#/executiveExport 

 

The following localities in joint zones with the 
HUAs on the left are NOT HUAs: 

 

Mecklenburg County 

Pittsylvania County 
Town of Clintwood 

Town of Haysi 
Greensville County 

 
Businesses in these communities are NOT ELIGIBLE   

for the reduced wage threshold. 
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REQUIRED JCG MATERIALS 
 
| EZ APPLICATION SYSTEM| 

Hard copies are no longer accepted. Applicants must submit their application, and all required 
supporting documentation electronically through the EZ Online Submission System. 

• Commonwealth of Virginia FORM W-9 

• Local Zone Administrator (LZA) Review Form 

• Applicant Declaration Form 

• JCG Worksheets or JCG-HUA/SWaM Worksheets 
(In year one, all firms are required to submit Sheets 1 & 2 from the JCG Worksheet. In 
years 2-5, only firms that are exempt from the attestation are required to submit the JCG 
Worksheets 1 & 2.) 

• CPA Attestation Report Form (if applicable) 
(As provided in §59.1-547, A CPA attestation is a required component to ALL JCG 
applications except: When the applicant has a Base Year employment ≤ 100 PFTP AND 
Grant Eligible positions ≤ 25 PFTP.) 

Applicants should print and retain the application for their records. To print the application before 
submitting, the user may use the “print” function in their browser. For example, on Chrome, click the 
three vertical dots on the right-top corner, then select “print” from the pop-up menu. Applicants can 
also print after submission. Details and instructions regarding each of the listed application materials 
are included in the following sections. All supplemental forms are available on the EZ Online 
Submission System site at https://dmz1.dhcd.virginia.gov/EZonePortal/Default.aspx  

   

| SUBMISSION DEADLINE | 

All application materials are due by 11:59 p.m. on April 01, 2025.   

 

RECORD KEEPING REQUIREMENTS 
The Department may at any time review an applicant’s records related to qualification under this section to 
assure that information provided in the application process is accurate.  Qualified Zone Investors shall maintain 
all documentation regarding JCG qualification for a minimum of three years following the receipt of the grant.  

All JCG grantees are monitored for their first Grant Year. Job Creation Grants that do not have adequate 
documentation regarding permanent full-time positions, report to work criteria, wage rates, or the provision of 
health benefits may be subject to repayment. The digital version along with a hard copy print out must be kept 
on file and accessible with other grant request records. 
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CPA ATTESTATION RESPONSIBILITIES 
The Job Creation Grant attestation procedures outlined in the following pages are structured to ensure that:  

• The company is not a personal service, food or beverage, or retail establishment, as such businesses are 
prohibited from applying for the grant;    

• The company only includes permanent full-time positions (PFTP) in the Base Year and Grant Year on the 
JCG and JCG-HUA/SWaM Worksheet and that the wage rates for the net new equivalent PFTPs in the 
Grant Year are accurately indicated; and 

• Employment dates and wage rates for positions listed on the JCG and JCG-HUA/SWaM Worksheet are 
accurate and identical to the information on payroll and personnel documentation. 

 
 

JCG APPLICANT RESPONSIBILITIES 
The business firm will provide the CPA with the following:  

• The JCG and JCG-HUA/SWaM Worksheet include all employees filling permanent full-time positions in 
the Base Year (in alphabetical order) followed by all employees filling permanent full-time positions in the 
Grant Year (in alphabetical order). Failure to provide a complete and accurate list of all employees, the 
dates they were employed, and their wage rates may result in an under- or overpayment of grant funds. 
The Commonwealth will require the grantee to return any overpayment to the Treasurer of Virginia.   

• Employees receiving raises (or decreases) in pay during the Grant Year must be listed on a 
separate line for each wage fluctuation. Applicants may not use their average wage rate OR 
ending wage rate to represent an employee’s annual wages.  

 
• I-9s and paystub/payroll records indicating the first work date, last work date, and wage rates in the Base 

Year and Grant Year for each employee listed on the JCG Online Worksheet, where applicable. 

• Health benefits documentation (including written benefit waivers).  
 

• The business firm representative must provide his/her signature on the Applicant Declaration Form and 
submit as an uploaded document in Part IV of the online application.  

 
 
 
 
 
 
 

Can the CPA prepare the application and accompanying materials and attest? 

 
Professional standards (AICPA) provide that a CPA can offer assistance provided the CPA does not assume management 
responsibilities, such as making management decisions or performing any management functions. The decision to follow 
any advice provided remains with management of the entity.  
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JCG AGREED UPON PROCEDURES 

| PROCEDURE 1 – Attestation Regarding Prohibited Positions | 

The CPA will read the NAICS code listed on the Online Application or Sample Application (Part I, Box 5) to 

determine that the NAICS code listed on the application is one other than NAICS 441-454 (retail); 722 

(food/beverage) or 812 (personal service), which are  NOT eligible to receive JCG. 

| PROCEDURE 2 – Attestation of Permanent Full-Time Positions | 

The CPA will follow the sampling procedure explained below to obtain employment documentation and the 
JCG/JCG-HUA Worksheet for Employees Filling Permanent Full-Time Positions (EF- PFTPs) during the Base Year 
permanent full-time positions:   
 
Rules for Sampling: The Base Year and Grant Year employee sample is REQUIRED FOR YEAR 1 APPLICANTS. If 
applying for years 2-5 of the JCG, only GRANT YEAR sampling is required. The following procedures should be 
used in establishing a sample of PFTPs:   

• Firms with 100 or fewer Employees Filling Permanent Full-time Positions (EF-PFTPs) 
The CPA will obtain a random sample of the documentation for 20 EF-PFTPs on the worksheet and read 
to ensure the start/end work dates for such employees agrees without exception to the information 
provided on payroll records using the random sampling techniques established below. If there are 20 or 
fewer EF-PFTPs, the documentation and worksheet calculations for all employees will be included in the 
CPA’s sample.  

 
• Firms with More than 100 Employees Filling Permanent Full-time Positions (EF-PFTPs) 

For firms with more than 100 EF-PFTPs on the worksheet, the CPA will obtain a random sampling of payroll 
records and health benefits documentation for 20 percent of all employees shown. The CPA will read to 
ensure the start/end work dates for such employees agrees without exception to the information 
provided on payroll records using the random sampling techniques established below. 

 
Random Sampling 
The CPA will obtain a random sampling for the greater of 20 employees or 20 percent of employees listed on the 
worksheet based on the above criteria. The random sampling will be based on the use of a table of random 
numbers. The CPA will first assign each employee listed on the JCG Worksheet a unique identification number. 
Then, the CPA will select cases for the 20 employees or 20 percent sample when their identification number 
corresponds to the number chosen from the table. The CPA will indicate in Column B of the JCG Worksheet which 
employees have been selected to be sampled. The CPA will stop selecting cases when they have reached the 
desired sample size. If an identification number is selected more than once, the CPA will ignore the repeats.  
 

A business is not a retail business, but has retail positions.   
Is this firm eligible for the Job Creation Grant? 

 
Yes, but only positions that are not retail, food/beverage, or personal service can be 
included in the JCG/JCG-HUA Worksheet for the purposes of qualifying for the Job 
Creation Grant. 

 

96



 

13 
 

Non-reconciled errors 
Should the CPA find any non-reconcilable errors (any unexplained difference between information on the 
documentation provided and what is entered on the Worksheet) in the sample population, the CPA should 
repeatedly select another 20 employees or 20 percent sample from the original population until the subsequent 
sample produces no non-reconcilable errors. The CPA shall submit by name any non-reconcilable errors found 
during this procedure in the attestation report. If the client chooses to revise the Worksheet and application to 
remove the non-reconcilable item(s), the CPA shall read to ensure that the revised Worksheet has omitted the 
non-reconcilable item(s) and that there are no resulting changes from the original Online Worksheet. 

| PROCEDURE 3 – Attestation & Required Documentation | 

For each employee from the sample population, the CPA will compare the JCG and JCG-HUA/SWaM Online 
Worksheets for Base and Grant Year employment information listed on the Worksheets to the required 
documentation (I-9, first payroll, last payroll for Base Year and/or Grant Year, and health benefits enrollment 
information) provided by the company. In the case of a business in a qualification year other than its first year, 
the sample should only include the Grant Year information. The Base Year employment should only be sampled 
in the first Grant Year along with Grant Year employment.  

 
A. I-9: The CPA will obtain the sample population’s I-9s to determine the Base Year and/or Grant Year employee’s 

name, social security number, address, and start date of employment.  In cases where the I-9 was signed prior 
to the actual hire date (for example, required as part of the job application), the CPA will read and compare 
the I-9 in conjunction with the supporting employee payroll documentation and attest to the hire date of the 
employee.   
 

B. Payroll records for Base Year and/or Grant Year employees (first and last payroll records for the time the 
employee worked in the Base Year and/or Grant Year). The CPA will: 
 

1. Compare the employee’s name and employee number (where assigned) with the information included on 
the Worksheet. 

 

2. Read and compare records to attest that the first and last work date for each employee within Base Year 
and/or Grant Year correspond to those dates listed for the employee on the Worksheet. 

 

3. Compare the wage rates as indicated on the first and last payroll records for those sampled employees 
hired in the Grant Year (i.e. net new employees) with the specific wage rates listed in column O of the JCG 
Worksheet and report any differences.  

Employees should only be listed on the JCG Online Worksheet one time UNLESS: 

• They have worked two or more separate times in the Base or Grant Year.  

• The grant-year employee’s wage fluctuated during the Grant Year.  
 
To accurately calculate grant awards, separate rows should be included showing the start date and end 
date for each separate employment period or wage fluctuation (grant year employees only) based on the 
employee’s I-9 or payroll record documentation. 
 
Since the JCG and JCG-HUA/SWaM Online Worksheet is equipped with formulas to apportion the eligible 
months employees were earning at least 150% of the minimum wage or 125% in HUAs or for SWaM-
certified businesses, please note that employees should only be listed more than once if the business firm 
increased/decreased the employee’s wage rate (irrespective of the increase in the federal minimum 
wage).  
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If an employee received raises (or a decrease in pay) during the Grant Year, the employee MUST be 
listed on a separate line for each wage fluctuation. DO NOT use their average wage rate OR ending 
wage rate. The CPA will read the Worksheet and determine that employees with wage fluctuations 
during the Grant Year have been listed in the spreadsheet as many times as payroll records show 
wage fluctuations.  

 

a. For sampled employees with information in column(s) P, Q, R and/or S, the CPA will read the 
employment documentation to determine that the employees reflected on the Worksheet are 
permanent and full-time.  

 

4. If the sampled employee’s wage rate was converted from salary to hourly, the CPA will determine that it 
is mathematically correct by dividing the annual salary, inclusive of shift premiums and commissions by 
1,820 hours.     
 

C. Health benefits information: 

1. The CPA will obtain and read the signed health benefits enrollment agreements and compare insurance 
coverage materials indicating employer contribution to payroll documents indicating employee 
contribution. The CPA should compare the individual employee information on these documents to the 
information presented in Column N indicating they were offered/received health benefits and for which 
wages are listed in Column O (as such employees are net new over the Base Year employment), and report 
on these findings. The CPA should report all instances where the firm does not offer to contribute at least 
50% of the cost of the health insurance premium.   
 

2. For employees filling grant-eligible PFTPs that have declined health insurance coverage, the CPA will 
obtain and read the employees’ signed waiver of health benefits. For firms that self-insure their 
employees’ medical claims, a copy of the firm’s policy signed by the EF-PFTP (with wages listed in Column 
O) is acceptable documentation.  

 

| PROCEDURE 4 – Attestation of Grant Eligible Positions with Qualifying Wage Rates & 
Health Benefits | 

The CPA will read the qualification information on Part II of the online application or sample application page to 
compare whether the information entered on Part II, Boxes 4 A-B and Boxes 5 E-F corresponds with the auto-
calculated values in the following cells of second sheet of the Worksheet:  B3, B4, B5, and B6 (respectively) and 
indicate any discrepancies in the Attestation Report. 

 

 

 

A business does not make health insurance benefits available for new permanent full-time positions until 
after a 90-day employment period. How should this be documented on the JCG/JCG-HUA Online Worksheet? 

 
The initial 90-day employment period during which health benefits were not available can be included in the 

Worksheet. The firm should list the first date and last date the employee filling the net new permanent full-time 
position met the wage requirement for those employees whose health benefits were effective after a specified 

employment period, provided they were offered by the start date. 
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DEFINITIONS FOR JOB CREATION GRANTS 

 
Agreed upon procedures engagement: 
Means an engagement between an independent Certified Public Accountant licensed by the Commonwealth 
and the business or qualified zone investor seeking to qualify for Enterprise Zone incentive grants whereby the 
independent Certified Public Accountant, using procedures specified by the Department, will apply tests and 
report regarding the assertion of the business or qualified zone investor in connection with its qualification to 
receive the Enterprise Zone incentive pursuant to § 59.1-549 of the Code of Virginia. 
 
Base Year, for wage-based Job Creation Grants:  
Means either of the two calendar years immediately preceding the firm's first year of grant eligibility, at the 
choice of the business firm. 
 
Bonus: 
Means a payment made in addition to the employee’s regular earnings.  
 
Business firm:  
Means any corporation, partnership, electing small business (subchapter S) corporation, limited liability 
company, or sole proprietorship authorized to do business in the Commonwealth of Virginia.  This shall also 
include business and professional organizations and associations whose classification falls under sectors 813910 
and 813910 of the North American Industry Classification System (NAICS) and that generate the majority of their 
revenue from customers outside the Commonwealth.  
 
Commission: 
Means the compensation paid to an employee after completing a task, which is usually selling a certain amount 
of goods or services.  
 
Common control:  
Means such firms as defined by Internal Revenue Code § 52(b). 
 
Food and beverage service: 
Means a business whose classification falls under subsector 722 Food Services and Drinking Places of North 
American Industry Classification Systems (NAICS). 
 
Full month: 
Means the number of days that the permanent full-time position must be filled in order to count in the 
calculation of the grant amount.  A full month is equivalent to 30.416666 days. 
 
 
Grant-eligible position: 
Means a new permanent full-time position created above the threshold number at an eligible business firm.  
Positions in retail, personal service or food and beverage service shall not be grant eligible positions.   
 
Health benefits: 
Means that at a minimum, medical insurance is offered to employees and the employer shall offer to pay at 
least 50 percent of the cost of the premium at the time of employment and annually thereafter. 
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High Unemployment Areas (HUA): 
Means Enterprise Zone localities with unemployment rates one and one-half times or more than state average 
based on the most recent annualized unemployment data published by the Virginia Employment Commission. 
 
Independent Certified Public Accountant:   
Means a public accountant certified and licensed by the Commonwealth of Virginia who is independent of the 
entity ‘in fact’ and in appearance. The CPA must comply with the independence requirements in the AICPA Code 
of Professional Conduct.  Potential scenarios that may impair a CPA’s independence include financial interest in 
the client, business relationships with the client, family or personal ownership of or employment by the client 
(present or former), and being on the Board of Directors or a Trustee of the client. This list is not all-inclusive and 
other situations may arise that impair the independence of the CPA.  
 
Local Zone Administrator: 
Means the chief executive of the city or county in which an Enterprise Zone is located, or his or her designee. 
Pursuant to Enterprise Zone designations made prior to July 1, 2005, this shall include towns.  
 
Minimum Wage: 
Means the federal minimum wage or the Virginia minimum wage, whichever is higher as determined for the 
current calendar year as of December 1 of the prior calendar year by the department. Such determination will 
be continuously in effect throughout the calendar year, regardless of changes to the federal minimum wage or 
the Virginia minimum wage during that year, according to the Virginia Code (13VAC5-112-10).  
 
Permanent full-time position:  
Means a job of indefinite duration at a business firm located in an enterprise zone, requiring the employee to 
report to work within the enterprise zone; and requiring (i) a minimum of 35 hours of an employee’s time per 
week for the entire normal year of a business firm’s operation, which a normal year must consist of 48 weeks, 
(ii) a minimum of 35 hours of an employee’s time per week for the portion of the calendar year in which the 
employee was initially hired for or transferred to the business firm, or (iii) a minimum of 1,680 hours per year.  
Such positions shall not include: (i) seasonal, temporary, or contract positions, (ii) a position created when a job 
function is shifted from an existing location in the Commonwealth to a business firm located with an Enterprise 
Zone, (iii) any position that previously existed in the Commonwealth, or (iv) positions created by a business that 
is simultaneously closing facilities in other areas of the Commonwealth.  
 
Personal Service: 
Means such positions as classified under NAICS 812. 
 
Regular basis: 
Means at least once a month as related to “report to work” requirements for the wage-based job creation 
grants.  
 
Related party:  
Means those as defined by Internal Revenue Code § 267(b). 
 
Report to work:   
Means that the employee filling a permanent full-time position reports to the business’ zone establishment on a 
regular basis.  
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Retail: 
Means a business whose classification falls under sector 44-45 Retail Trade of the North American Industry 
Classification System (NAICS). 
 
Seasonal employee: 
Means any employee who normally works on a full-time basis and whose customary annual employment is less 
than nine months.  For example, individuals hired by a CPA firm during the tax return season in order to process 
returns who work full-time over a three-month period are seasonal employees. 
 
Subsequent Base Year: 
Means the Base Year for calculating the number of grant eligible positions in a second or subsequent five 
consecutive calendar year grant period.  If a second or subsequent five-year grant period is requested within 
two years after the previous five-year grant period, the subsequent Base Year will be the firm’s last Grant Year.  
The calculation of this subsequent Base Year employment will be determined by the number of permanent full-
time positions in the preceding Base Year, plus the number of threshold positions, plus the number of grant 
eligible positions in the final year of the previous grant period.  If a business firm applies for a subsequent five- 
consecutive-year grant period beyond the two years immediately following the completion of the previous five-
year grant period, the business firm shall use one of the two preceding calendar years as subsequent Base Year, 
at the choice of the business firm. 
 
Threshold number:  
Means an increase of four permanent full-time positions over the number of permanent full-time positions in 
the Base Year or subsequent Base Year.  
 
Transferred employee:   
Means an employee of a firm in Virginia that is relocated to an enterprise zone facility owned or operated by 
that firm. 
 
Wage rate: 
Means the hourly wage paid to an employee inclusive of shift premiums and commissions.  In the case of 
salaried employees, the hourly wage rate shall be determined by dividing the annual salary, inclusive of shift 
premiums and commissions by 1,820 hours.  Bonuses, overtime, and tips are not to be included in the 
determination of wage rate.  
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Virginia 
Enterprise Zone 

Real Property Investment Grant Agreed Upon Procedures (GY2024) 
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SUMMARY ELIGIBILITY REQUIREMENTS 

 
To be eligible, properties must be located in the boundaries of an Enterprise Zone. To determine whether 
your property is located in an EZ, contact your locality’s Economic Development Department. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

ELIGIBLE INVESTORS/GRANTEES: 

• Owns building (occupant) 

• Owns building (non-occupant) 

• Owns space in building (office condo)* 

• Tenant* 

• Developer 
  

ELIGIBLE PROPERTY TYPES: 

• Building 

• Facility 
  

ELIGIBLE PROPERTY USES: 

• Industrial 

• Commercial (includes office space) 

• Mixed-use (at least 30% of the useable floor 
space must be industrial or commercial to 
be eligible) 

  

ELIGIBLE INVESTMENTS: 

• Rehabilitation or expansion 

• New construction 

• Solar-only (meaning solar is the only 
component added to the building or facility 

• Rehabilitation/expansion with solar 

• New construction with solar 
  

INVESTMENT THRESHOLDS: 

• Rehabilitation or expansion-total amount of 
improvements must exceed $100,000 in 
Qualified Real Property Investments (QRPI) 
to be eligible 

• New construction-total amount of 
improvements must exceed $500,000 in 
QRPI to be eligible 

  

  

  

 

• Solar-only – no minimum threshold 
• Rehabilitation/expansion with solar – if solar 

investment is more than $50,000, the total 
amount of improvements must exceed 
$50,000 in QRPI to be eligible 
 

• New construction with solar – if solar 
investment is more than $50,000, the total 
amount of improvements must exceed 
$450,000 in QRPI to be eligible 

  

GRANT CAP: 
 
•  If the total investment is less than $5 million, 

the maximum grant amount is $100,000 in a 
five consecutive-year period 
 

• If the total investment is more than $5 million, 
the maximum grant amount is $200,000 in a 
five consecutive-year period 

  

GRANT CALCULATIONS: 
 
• The dollar amount of an RPIG is determined by 

the amount spent on QRPIs. 
 

• Grants are available in amounts up to 20% of 
the QRPI OVER the respective eligibility 
threshold, capped based on the limits 
indicated above. 
 

• Real property investment expenditures funded 
by federal, state, or local grants are NOT 
ELIGIBLE for an RPIG and must be excluded 
from the application. 
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REQUIRED APPLICATION MATERIALS 
 

| EZ APPLICATION SYSTEM| 
 
Hard copies are no longer accepted. Applicants must submit their application and all required 
supporting documentation electronically through the EZ Online Submission System.  

• Commonwealth of Virginia Form W-9 (federal IRS form NOT accepted) 

• Local Zone Administrator (LZA) Review Form 

• Applicant Declaration Form 

• Final Placed-in-Service Document 

• CPA Attestation Report Form 

• Supplemental Forms: (*if applicable) 

• FORM EZ-RPIG Multiple Owner* 

• FORM EZ-RPIG Tenant-Owner Consent* 

• FORM EZ-RPIG Tenant Coordination* 

• FORM EZ-RPIG Mixed-Use* 
 
Applicants should print and retain the application for their records. To print the application before 
submitting, the user may use the “print” function in their browser. For example, on Chrome, click the 
three vertical dots on the right-top corner, then select “print” from the pop-up menu. Applicants can 
also print after submission. Details and instructions regarding each of the listed application materials 
are included in the following sections. All supplemental forms are available on the EZ Online 
Submission System site at https://dmz1.dhcd.virginia.gov/EZonePortal/Default.aspx  
 
  

| SUBMISSION DEADLINE | 
All application materials are due by 11:59 p.m. on April 01, 2025.   
  

  

| RECORD KEEPING REQUIREMENTS | 
The Department may at any time review an applicant’s records related to qualification under this section to 
assure that information provided in the application process is accurate.  Qualified Zone Investors shall maintain 
all documentation regarding RPIG qualification for a minimum of three years following the receipt of the grant. 
Real Property Investment Grantees are monitored annually by DHCD at random. Grants that do not have 
adequate documentation regarding qualified real property investments may be subject to repayment. 
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CPA ATTESTATION RESPONSIBILITIES 
 

CPAs will apply the procedures specified in this document to satisfy the attestation requirement of the 
Code of Virginia § 59.1-549 Policies and Procedures for allocation of Enterprise Zone grants. This 
attestation should report on the following: 

• The zone investor only includes qualifying real property investments and that all costs listed on 
the schedule on the Itemized List of Qualified Real Property Investments document were either 
capitalized or expensed by the qualified zone investor. Further, the Itemized List should exclude 
real property investments that were funded from public grants from federal, state, or local 
sources; 

• The real property for which the qualified real property investments were made has been placed 
in service during the applicable Grant Year (2024); 

• In the case of mixed-use buildings, the square footage information and use is accurately indicated 
on the supplemental form, EZ-RPIG Mixed-Use;  

• And, in the case of zone investors owning a space within a building or zone investors applying 
as tenants, the square footage information is accurately indicated on the supplemental form(s) 
and the grant application process has been coordinated with all other owners/tenants within 
the building. For more information regarding the required steps of coordination, see Pages 9-10 
and 28 of the Real Property Investment Grant Instruction Manual.   
 
 

RPIG APPLICANT RESPONSIBILITIES 
 

The zone investor will provide the CPA with the following: 

• The Real Property Investment Grant information required to complete the online application and 
all other required attachments (a sample application page can be downloaded and used for this 
purpose but is not a required document to be uploaded); 

• All invoices and receipts for qualified real property investments capitalized or expended by the 
zone investor; 

• The final placed-in-service documentation issued by the locality for the completed real property 
improvements; 

• For mixed-use buildings, the measured drawings for the building indicating the square footage 
and use of the building; 

• For zone investors applying as owners of space within a building, the closing documents or deed 
of trust indicating the building’s square footage; 

• For zone investors applying as tenants, the current lease agreement indicating the building’s 
square footage. 
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RPIG AGREED UPON PROCEDURES 
| PROCEDURE 1 – Attestation of Completed Application | 
 

 

The CPA will read the Real Property Investment Application and report that all required documents 
have been prepared in the prescribed format and the Applicant Declaration Form has been signed and 
completed. Required documentation is as follows: 
 

1. Completed and signed Commonwealth of Virginia W-9; 

2. Signed Local Zone Administrator Form; 

3. Signed Applicant Declaration Form; 

4. Copy of final placed in service documentation; 

• Final Placed-in-Service Documentation for the same physical address as referenced on 
the application and approval/issuance date within the current Grant Year (2024). 

5. Completed, signed and seal/notarized supplemental form for a mixed-use building (if applicable); 

• For mixed-use buildings, the supplemental Form EZ-RPIG Mixed-Use must be filled out 
to indicate the useable floor space in the building (by use). The form will be completed by 
the individual/firm that prepared the measured drawings/plans submitted to the local 
building official to obtain necessary permits for improvements to the mixed-use building. 
If the preparer cannot be contacted, the applicant may obtain Third Party Verification by 
a licensed, independent third party. The useable floor space as documented on the 
measured drawings must be indicated on this form. The form must also include a 
statement to be signed by the preparer of the measured drawings. Stamped and sealed 
measured drawings will be provided to DHCD at their request. If they are not provided at 
DHCD’s request, the applicant may be denied a grant. 

6. Completed, signed, and notarized supplemental form for owners of space in building (if 
applicable); 

• For buildings with multiple owners, supplemental Form EZ-RPIG Multiple-Owner must be 
filled out to indicate the useable floor space occupied by each owner. The applicant 
completing the form will need to obtain information on the total building square footage 
if not specified in the closing documents (condo owner). The form must include 
coordination with all other owner(s) of space within the building; otherwise DHCD will 
use proration procedures to determine the grant amount based on the level of 
investment made to the building and the percentage of the useable floor space owned by 
the applicant.   

7. Completed, signed, and notarized supplemental consent forms for a tenant in a building (if applicable); 

• For buildings with one or more tenants, supplemental Form EZ-RPIG Tenant-Owner Consent must 
be filled out to obtain the owner’s consent to apply for grant funds. The owner can either give 
unconditional consent or may require the applicant tenant to coordinate with all other tenants 
within the building/facility. The owner’s signature must be notarized. The applicant completing 
the form will need to contact the building owner/management company to obtain information 
on the total building square footage if not specified in the current lease agreement.   
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• If the owner of the building/facility has required tenant coordination, supplemental Form 
EZ-RPIG Tenant Coordination must be filled out to indicate the useable floor space 
occupied by each tenant. The applicant completing the form will need to contact the 
building owner/management company to obtain information on the total building square 
footage if not specified in the current lease agreement (tenant). The form will be 
completed to include coordination with all other tenants(s) of space in the building 
otherwise DHCD will use proration procedures to determine the prorated grant amount 
based on the level of investment made to the building and the percentage of the useable 
floor space leased by the applicant. 

 

| PROCEDURE 2 – Attestation of Qualified Real Property Investments | 
 
The CPA will read the schedule of Qualified Real Property Investments included in Part III of the RPIG 
Application, as well as supporting documentation in the form of invoices, receipts, contracts, etc. to 
determine that only qualified real property investments are listed on the schedule; to ensure that the 
amount and type of qualified real property investments listed on the schedule accurately reflects the 
amount and type of qualified real property investments made by the qualified zone investor; and to 
ensure that the total cost of qualified real property investments indicated on the invoices or receipts 
equals the amount reported by the zone investor. Management’s written representation should be 
obtained from the Zone Investor to determine that federal, state, and local source grant monies were 
not used to obtain the real property investments; 
  

A. The CPA will obtain and read the schedule of Qualified Real Property Investments (Part III of the 
RPIG Application) including the cost categories qualifying for the Enterprise Zone “qualified real 
property investments” per § 59.1-548. (Enterprise zone real property investment grants ) of the 
Code of Virginia, and 13VAC5-112 of the Virginia Administrative Code, which defines Qualified 
Real Property Investment as “the amount  expended for improvements to rehabilitate, expand 
or construct depreciable real property placed in service during the calendar year within an 
enterprise zone provided that the total amount of such improvements equals or exceeds (i) 
$100,000 with respect to a single building or a facility in the case of rehabilitation or expansion 
($50,000 for projects that include solar panels and installation costs totaling $50,000 or more); 
(ii) $500,000 with respect to a single building or a facility in the case of new construction 
($450,000 for projects that include solar panels and installation costs totaling $50,000 or more); 
OR (iii) projects with no minimum threshold are solely solar panels and installation costs. 
Qualified real property investments include expenditures associated with (a) any exterior, 
interior, structural, mechanical or electrical improvements necessary to construct, expand or 
rehabilitate a building for commercial, industrial or mixed use; (b) excavations; (c) grading and 
paving; (d) installing driveways; and (e) landscaping or land improvements. Qualified real 
property investments shall include, but not be limited to, costs associated with demolition, 
carpentry, sheetrock, plaster, painting, ceilings, fixtures, doors, windows, fire suppression 
systems, roofing, flashing, exterior repair, cleaning, cleanup, and solar panels and installation 
costs.”  

 

B. In the case of cost categories listed on Part III-Qualified Real Property Investments of the RPIG 
Application that include more than one type of work (such as drywall and demolition), a 
breakdown of the work included in such category will obtain by the CPA and read to ensure 
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that all cost categories are Qualified Real Property Investments according to § 59.1-548A of the 
Code of Virginia.  The CPA will report any items whose qualifications are uncertain, including 
the exact dollar amount of the corresponding qualified real property investments submitted 
RPIG Application. 
 

C. The CPA will compare Part III-Qualified Real Property Investments of the RPIG Application to 
the general ledger entries to determine that the items and costs listed on the schedule were 
charged to the appropriate capital (asset) account or expense account. The CPA will read the 
schedule and note any items that are not charged to the capital account or expense account. In 
cases where not all qualified real property investments under the Final CO charged to the 
capital account or expensed have been paid for, a charge to a capital account or an expense 
account with a corresponding recorded entry to a liability account and proof of subsequent 
payment thereof within 60 days of the calendar year end is satisfactory proof to count those 
qualified real property investments. 
 

D. Next, the CPA will obtain and read 100 percent of the invoices, receipts, AIA reports, and any 
other relevant documentation of construction expenses. The CPA shall compare these 
documents to the dollar  
values presented on Part III- Qualified Real Property Investments of the RPIG Application and 
report on whether the charges agree. 
 

E. The CPA shall obtain and read Part III-Qualified Real Property Investments of the RPIG Application 
and the contents of their Attestation Report, to determine whether the total Qualified Real 
Property Investment reported on the RPIG Application meets the minimum investment 
threshold, as established by § 59.1-548. Enterprise zone Real Property Investment Grants.  

 
F. The CPA shall inquire of the source of all grant monies used to fund the Qualified Real Property 

Investment, by obtaining management representation, to determine that federal, state, and local 
source grants of public funds were not used to purchase items on the RPIG Application. 

 
 

| PROCEDURE 3 – Attestation of Placed in Service Documentation | 
 
The CPA will read the Placed-In-Service Documentation which indicates that work is complete and up to 
code as evidenced by the “placed in service date” (the date of the final Certificate of Occupancy (CO), 
final building inspection, or the date of the third-party inspection report for the building). The “placed in 
service date” dictates the calendar year in which the qualified zone investor applies for the grant.  
 
For All Types of Placed in Service Documentation 
 

A. The CPA will read to ensure that the placed in-service document is final, and no other 
documentation was issued or is pending (for example, a final building inspection issued before a 
CO) by confirming with the locality’s Building Code Office the final documentation issued for the 
rehabilitation/expansion/new construction project for which a grant is being sought.  
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B. In cases in which the final placed in service documentation issued was only for a portion of the 
building/facility (for example, a CO for the first floor in a four story building), the CPA will read 
the qualified real property investment amount listed on Part IV, Box 3A of the RPIG Application 
to determine that it only includes work completed on the portion of the building/facility covered 
under the CO. The CPA may contact the agency that issues the final certificate of occupancy or 
inspection documentation to determine the scope of work approved in Placed in Service 
documentation.  

 

When Placed in Service Documentation is a Final CO 
 

A. The CPA will compare the physical address on the final Certificate of Occupancy (CO) for the 
building to determine it is the same physical address as listed on the RPIG Application. 

 
B. The CPA will read the final CO to determine that the date of issuance is within Grant Year 2024.   
 
C. The CPA will read the final CO to determine that it indicates that it was final, not temporary or 

pending. Applications will not be accepted for work done under a temporary, pending, or failed 
CO.  
 

D. In the case of a shell CO, the CPA read the RPIG Application- Part I, Box 2 to determine that the 
zone investor is not a tenant of the building, unless they have signed a capital lease agreement 
and have coordinated with the building owner.  
 

E. The CPA will read the final CO to determine that the name listed on the final CO matches the 
name of the qualified zone investor on EZ-RPIG Part I, Box 1. If a different entity or individual is 
listed on the final CO, the CPA will determine that the required explanation of the relationship 
between the applicant and the entity listed on the CO has been included in Part II, Section B of 
the RPIG application.   
 

When Placed in Service Documentation is a Final Building Inspection 
 

A. In cases where the building was in continual service during the rehab/expansion work, or there 
was no change in use or final CO required, the CPA will read the final building inspection to 
determine that the physical address on the final building inspection is the same physical address 
as listed on the RPIG application.   
 

B. The CPA will read the final building inspection to determine that the date of issuance is within 
Grant Year 2024.  
 

C. The CPA will read the final building inspection report to determine that the final inspection is 
marked as approved and not pending or temporary. In cases in which localities issue multiple 
inspections for a project (building, electrical, mechanical, etc.), the CPA will read all final 
inspection documents to determine that all the inspections indicate they are fully 
approved/passed in order for the corresponding dollar amounts under each inspection to be 
included in the total qualified real property investment amount. 
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D. The CPA will read the final building inspection to determine that the name listed on the final 
inspection matches the name of the qualified zone investor RPIG Application Part 1, Box 1. If a 
different entity or individual is listed on the final inspection, the CPA will determine that the 
required explanation of the relationship between the applicant and the entity listed on the final 
building inspection has been included in Part II, Section B of the RPIG application.     

 
When Placed in Service Documentation is a Third-Party Licensed Inspector’s Report 
 

A. In cases where the locality did not require any building permits or other permits for ANY of the 
qualified real property investments listed on the schedule in Part III of the EZ-RPIG information 
entered online, the CPA will read an official letter from the building code official to determine 
that it references the physical address and states that such permits were not required for the 
work.  
 

B. The CPA will read the licensed third-party inspector’s report to determine that the physical 
address on the report is the same physical address as listed in the RPIG Application information 
entered online. 
 

C. The CPA will read the third-party inspector’s report to determine that the date the report was 
issued was within Grant Year 2024. 
 

D. The CPA will read the third-party inspector’s report to determine that it indicates that all work 
was complete in Grant Year 2024 with no outstanding or failed items reported. 
 

E. The CPA will read the licensed third-party inspector’s report to determine that the name listed 
on the report matched the name of the qualified zone investor on RPIG Application Part I, Box 1 
(which will be submitted electronically). If a different entity or individual is listed on the report, 
the CPA will determine that the required explanation of the relationship between the applicant 
and the entity listed on the third-party inspector’s report has been include in Part II, Section B of 
the RPIG Application.  
 

 
 
 
 
 
  

What is the required format of the Third-Party Inspector’s Report? 

Based on Section 113.7.1 (“Third-Party Inspectors”) of the Virginia’s Uniform Statewide Building Code: “Each building 
official charged with the enforcement of the USBC shall have a written policy establishing the minimum acceptable 
qualifications for third-party inspectors. The policy shall include the format and time frame required for submission of 
reports, any prequalification or pre-approval requirements and any other requirements and procedures established by 
the building official.” Hence, the Third-Party Inspector’s Report must meet the guidelines set forth by the local 
jurisdiction in which the project was completed. 
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| PROCEDURE 4 – Attestation of Square Footage for Mixed-Use Buildings | 

 

When building is mixed-use: 
 

A. The CPA will read to determine that if the applicant has indicated “Mixed-Use” in Part I of the 
RPIG Application on Box 5, the applicant has provided the CPA with the supplemental Form EZ-
RPIG Mixed-Use where Part II of the form has been “completed by the preparer (or the 
representative of the preparer) of the measured drawings/plans submitted to the locality” and 
that it contains the professional seal (AIA) or notarized signature of the preparer (or 
representative of the preparer) of the drawings, if not an architect.  In the case where no formal 
drawings were required by the locality or the zone investor prepared their own measured 
drawings, the CPA will determine that a licensed third-party architect or contractor has signed 
and sealed the form certifying that at least 30 percent of the useable floor space in the building 
is devoted to commercial, industrial, or office use.  To determine that validity of an architect or 
contract license in the State of Virginia, the CPA should reference the Virginia Department of 
Professional and Occupational Regulations (http://www.dpor.virginia.gov/LicenseLookup/).  

 
B. The CPA will determine that Part II, Box 4 of the Form EZ-RPIG Mixed-Use is mathematically 

correct based on information on Part II, Boxes 2a, 2b, and 3 and is at least 30 percent. 

 
| PROCEDURE 5 – Attestation of Owners of Space in Building | 
 

When building has multiple owners of space in the building/facility (condo): 
 
The CPA will determine that the square footage information indicated in the closing documents or deed 
of trust is accurately indicated on the supplemental form for zone investors who own space in a building. 
The qualified zone investor must provide the CPA with access to the closing documents or the deed of 
trust. Additionally, the CPA must determine that the zone investor has coordinated qualification with all 
other owners of the building; otherwise DHCD’s proration procedures will be used to determine the 
grant amount. For more information regarding the required steps of coordination for owners of space 
within a building, see pages 9-10 and 28 of the Real Property Investment Grant Instruction Manual.   

A. The CPA will determine that if the applicant has indicated “owns space in a building (i.e. office 
condo)” in Part I of the RPIG Application that a supplemental Form EZ-RPIG Multiple-Owner has 
been completed and signed by the applicant. The CPA should compare Part II Boxes 1 and 2 of 
the supplemental Form EZ-RPIG Multiple Owner to any backup documentation provided by the 
applicant (deed of trust or other closing documents) and report on these findings.  

B. The CPA will determine that Part II, Box 3 of the supplemental form is mathematically correct. 

C. The CPA will determine that information in Part III of the supplemental form agrees with the 
grant requested by the zone investor on RPIG Application indicating that either the grant request 
is being prorated or has been coordinated with all other owners of space in the building. In the 
case of coordination, the CPA will determine that all the building/facility’s square footage has 
been accounted for by the other owners’ notarized signatures such that the sum of the square 
feet listed in Part III Box C and the square footage listed in Part II, Box 1 equals Part II, Box 2 
(building’s total square footage). 
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| PROCEDURE 6 – Attestation of Tenant(s) in a Building |  
 
When applicant firm is a tenant in the building/facility: 
 
The CPA will determine that the square footage information indicated in the current lease agreement is accurately 
indicated on the supplemental form for buildings with tenant(s). The qualified zone investor must provide the CPA 
with access to the lease. Additionally, the purpose is to ensure that the zone investor has obtained the consent of 
the building owner and (if required by the owner) has coordinated qualification with all other tenants in the 
building, otherwise DHCD’s proration procedures will be used to determine the appropriate grant amount.  
 

A. The CPA will determine that if the applicant has indicated “tenant in building” in Part I of the RPIG 
Application in Box 2, a supplemental Form EZ-RPIG Tenant-Owner Consent has been completed and the 
applicant has provided the CPA with documentation (valid lease) that agrees with Part III Boxes 1 and 2 of 
the supplemental Form EZ-RPIG Tenant-Owner Consent.  
 

B. The CPA will determine that Part IV & V of Form EZ-RPIG Tenant-Owner Consent have been completed 
whereby the owner of the building gives consent to the tenant to apply for the grant.  

C. The CPA will determine that Part III, Box 3 of Form EZ-RPIG Tenant-Owner Consent is mathematically 
correct.  

D. The CPA will determine that in the supplemental Form EZ-RPIG Tenant-Owner Consent agrees with the 
grant requested by the zone investor in the RPIG Application Part IV, Box 3D which indicates that the grant 
request is either being prorated, has been coordinated with all other owners/tenants within the building, 
or the owner has given consent without requiring coordination. In the case of coordination, the CPA will 
determine that the building/facility’s square footage has been accounted for by the other owners’ or 
tenants’ notarized signatures such that the sum of the square feet listed in Part III Box C of the 
supplemental Form EZ-RPIG Tenant Coordination and the square footage listed in Part II, Box 1 equals 
Part II, Box 2 (building’s total square footage). 

 

Multi-Tenant/Owner Proration Formula 
 

If the required coordination has not been performed, DHCD will implement its proration procedures 
for such buildings based on the useable floor space leased/owned by the zone investor. 

The maximum grant amount available (either $100,000 or $200,000) be will determined by the 
cumulative qualified real property investments made to the building/facility within the consecutive 
five-year period starting with the qualification year in which a grant was first awarded. 

• DHCD will then multiply the applicable grant cap by the percent of the building’s useable floor 
space for which the tenant has a lease or for which the owner has a deed of trust (or other 
closing documents). 

• The grant cannot exceed this amount or 20% of the applicant’s qualified real property 
investment (not exceeding the investment threshold cap), whichever is less. 
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DEFINITIONS FOR REAL PROPERTY 
INVESTMENT GRANTS 

 

Agreed upon procedures engagement: 
Means an engagement between an independent Certified Public Accountant licensed by the 
Commonwealth and the qualified zone investor seeking to qualify for Enterprise Zone incentive grants 
whereby the independent Certified Public Accountant, using procedures specified by the Department, 
will test and report regarding the assertion of the qualified zone investor in connection with its 
qualification to receive the Enterprise Zone incentive pursuant to § 59.1-549 of the Code of Virginia.  
 
Building: 
Means any construction meeting the commonly ordinarily accepted meaning of the term (building, n, a 
usually roofed and walled structure built for permanent use) where 1) areas separated by interior floors 
or other horizontal assemblies; and 2) areas separated by fire walls or vertical assemblies shall not be 
construed to constitute separate buildings, irrespective of having separate addresses, ownership or tax 
assessment configurations, unless there is a property line contiguous with the fire wall or vertical 
assembly. 
 
Capital lease: 
Means a lease that meets one or more of the following criteria and as such is classified as a purchase by 
the lessee: the lease term is greater than 75 percent of the property’s estimated economic life; the lease 
contains an option to purchase the property for less than fair market value; ownership of the property 
is transferred to the lessee at the end of the lease term; or the present value of the lease payments 
exceed 90 percent of the fair market value of the property. 

• Special information for Tenant applicants: Investments to real property made under an 
operating lease do not qualify as investment capitalized by a tenant. Only leasehold 
improvements made directly by a tenant, or improvements made under a capital lease are 
considered grant-eligible.    

 

Investment Applicant 

Leasehold improvements made directly by tenant Tenant applies for RPIG 

Improvements made under a capital lease Tenant applies RPIG 

Improvements paid for as part of an operating lease Tenant may not apply for RPIG 

 

Common control: 
Means those firms as defined by Internal Revenue Code § 52(b). 
 
Expansion: 
Means an increase in square footage or the footprint of an existing nonresidential building via a shared 
wall, or enlargement of an existing room or floor plan. Pursuant to Real Property Investment Grants, this 
includes mixed-use buildings. 
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Facility: 
Means a complex of buildings, co-located at a single physical location within an Enterprise Zone, all of 
which are necessary to facilitate the conduct of the same trade or business. This definition applies to 
new construction, as well as to the rehabilitation and expansion of existing structures. 
 
Independent Certified Public Accountant: 
Means a public accountant certified and licensed by the Commonwealth of Virginia who is 
independent of the entity ‘in fact’ and in appearance. The CPA must comply with the independence 
requirements in the AICPA Code of Professional Conduct.  Potential scenarios that may impair a CPA’s 
independence include financial interest in the client, business relationships with the client, family or 
personal ownership of or employment by the client (present or former), and being on the Board of 
Directors or a Trustee of the client. This list is not all-inclusive and other situations may arise that 
impair the independence of the CPA.  
 
Local Zone Administrator: 
Means the chief executive of the city or county, in which an enterprise zone is located, or his or her 
designee. Pursuant to Enterprise Zone designations made prior to July 1, 2005, this shall include towns.  
 
Mixed-use: 
Means a building incorporating residential uses in which a minimum of 30 percent of the useable floor 
space will be devoted to commercial, office or industrial use. Buildings where less than 30 percent of the 
useable floor space is devoted to commercial, office, or industrial use shall be considered primarily 
residential in nature and shall not be eligible for the Real Property Investment Grant under 13 VAC 5-
112-330. This definition applies only for the purpose of qualifying for Enterprise Zone incentives.  
 
Mobilization: 
Mobilization includes preparatory work and operations necessary for the movement of heavy equipment 
and supplies (construction supplies NOT office supplies) to the project site, necessary for work on the 
project. 
 
New construction: 
Means a single, nonresidential facility built on previously undeveloped land of a nonresidential structure 
built on the site/parcel of a previously razed structure with no remnants of the prior structure or physical 
connection to existing structures or outbuildings on the property. Pursuant to Real Property Investment 
Grants this shall include mixed-use buildings. 
 
Placed in service: 
Means the final Certificate of Occupancy has been issued or the final building inspection has been 
approved (as well as all associated trades inspections) by the local jurisdiction for real property 
improvements or real property investments, or in cases where a project does not require permits, the 
licensed third-party inspector’s report indicating that the project is complete. 
 
Qualified real property investment: 
Means the amount expended for improvements to rehabilitate, expand, or construct depreciable real property, 
regardless of whether it is considered properly chargeable to a capital account or deductible as a business expense 

under federal Treasury Regulations. The improvements must be placed in service during the calendar 

114



 

31 
 

year within an Enterprise Zone provided that the total amount of such improvements equals or exceeds 
(i) $100,000 with respect to a single building or a facility in the case of rehabilitation or expansion or (ii) 
$500,000 with respect to a single building or a facility in the case of new construction. Qualified real 
property investments include expenditures associated with (a) any exterior, interior, structural, 
mechanical, or electrical improvements necessary to construct, expand or rehabilitate a building for 
commercial, industrial or mixed use; (b) excavations; (c) grading and paving; (d) installing driveways; and 
(e) landscaping or land improvements. Qualified real property investments shall include, but not be 
limited to, costs associated with demolition, carpentry, sheetrock, plaster, painting, ceilings, fixtures, 
doors, windows, fire suppression systems, roofing, flashing, exterior repair, solar panels, cleaning, and 
cleanup. 
 
Consistent with the provisions of §13VAC5-112-340, Code of Virginia, beginning on January 1, 2020, the 
installation of solar panels shall be considered eligible investments for the purposes of the real property 
investment grants, provided that such solar installation investment is in an amount of at least $50,000 
and the grant shall be calculated at a rate of 20 percent of the amount of qualified real property 
investments in excess of $450,000 in the case of construction of a new building or facility. Grants shall 
be calculated a rate of 20 percent of the amount of qualified real property investment in excess of 
$50,000 in the case of the rehabilitation or expansion of an existing building or facility. In the case where 
the grant is awarded based solely on solar investment, the grant shall be calculated at a rate of 20 
percent of the amount of total qualified real property investments made in solar installation. For such 
properties eligible for real property investment grants made solely on the basis of solar installation 
investments of at least $50,000 but not more than $100,000, awards shall not exceed $1,000,000 in 
aggregate in any fiscal year. 
 

Qualified real property investment shall not include: The cost of acquiring any real property or building; 
other costs including: (i) the cost of furnishings; (ii) any expenditure associated with appraisal, 
architectural, engineering, surveying, and interior design fees; (iii) loan fees, points, or capitalized 
interest; (iv) legal, accounting, realtor, sales and marketing, or other professional fees; (v) closing costs, 
permits, user fees, zoning fees, impact fees, and inspection fees; (vi) bids, insurance, signage, utilities, 
bonding, copying, rent loss, or temporary facilities incurred during construction; (vii) utility connection 
or access fees; (viii) outbuildings; (ix) the cost of any well or septic or sewer system; and (x) roads. The 
basis of any property: (i) for which a grant under this section was previously provided; (ii) for which a tax 
credit under § 59.1-280.1 of the Code of Virginia was previously granted; (iii) which was previously placed 
in service in Virginia by the qualified zone investor, a related party as defined by Internal Revenue Code 
§ 267 (b), or a trade or business under common control as defined by Internal Revenue Code § 52 (b); or 
(iv) which was previously in service in Virginia and has a basis in the hands of the person acquiring it, 
determined in whole or in part by reference to the basis of such property in the hands of the person 
from whom it was acquired or Internal Revenue Code §1014 (a).    
 
Qualified zone investor: 
Means an owner, tenant, or developer of real property located within an Enterprise Zone who expands, 
rehabilitates or constructs such real property for commercial, industrial or mixed use. In the case of a 
tenant, the amounts of qualified zone investment specified in this section shall relate to the proportion 
of the property for which the tenant holds a valid lease. Units of local, state and federal government or 
political subdivisions shall not be considered qualified zone investors. 
 

115



 

32 
 

Rehabilitation: 
Means the alteration or renovation of all or part of an existing nonresidential building without an 
increase in square footage. Pursuant to Real Property Investment Grants this shall include mixed-use 
building.   
 
Same trade or business: 
Means the operations of a single company, related companies, or companies under common control. 
 
Solar Panels: 
Means the cost of solar equipment and shipping, supporting structural frames and foundations, 
fasteners, professional installer costs, and electricians. The costs of engineering, permits, and consulting 
fees do not qualify.  
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Virginia Department of Housing and Community Development | Partners for Better Communities 
Main Street Centre | 600 East Main Street, Suite 300 Richmond, VA 23219 
www.dhcd.virginia.gov | Phone (804) 371-7000 | Fax (804) 371-7090 | Virginia Relay 7-1-1   

 
Memorandum 
 
To:            Board of Housing and Community Development 
 
From:        Bryan Horn, DHCD Director 
 
Subject:    Enterprise Zone Grant Program Regulatory Action Pursuant to 2024 Legislation 
 
Date:         October 16, 2024 
 
 
During the 2024 General Assembly Session, HB61 and SB679 were approved by the General 
Assembly and signed by the Governor (2024 Acts of Assembly Chapters 631 and 686, 
respectively). These bills related to the Enterprise Zone Grant Program extended all current 
enterprise zones by one additional four-year renewal period and allow for each to apply for one 
additional five-year renewal period. 
 
The Board of Housing and Community Development is authorized by State Code (§59.1-541.) to 
promulgate rules and regulations prescribing procedures for implementing the Enterprise Zone 
Grant Program. The rules and regulations promulgated by the Board must be in compliance with 
the applicable provisions of State Code. With the passage of the 2024 legislation, the Enterprise 
Zone Grant Program Regulations (13VAC5-112) must be amended to reflect the changes to 
eligible renewal periods. The proposed changes to 13VAC5-112 Section 460 and Section 530 are 
enclosed. 
 
 
Enclosure  
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Virginia Administrative Code Title 

13. Housing 

Agency 5. Department of Housing And Community Development Chapter 112. 

Enterprise Zone Grant Program Regulation 

 

Part VIII. Procedures and Requirements for Zone Designations 

13VAC5-112-460. Procedures for zone application and designation. 

A. Upon recommendation of the Director of the Department of Housing and Community 

Development, the Governor may designate up to 30 enterprise zones in accordance with the provisions of 

this section. Such designations are to be done in coordination with the expiration of existing zones 

designated under earlier Enterprise Zone Program provisions or the termination of designations pursuant to 

13VAC5-112-510, 13VAC5-112-520, and 13VAC5-112-530 D. 

B. Applications for zone designation will be solicited by the department on a competitive basis in 

accordance with the following procedures and requirements: 

1. An application for zone designation must be submitted on Form EZ-1 to the Director, Virginia 

Department of Housing and Community Development, 600 East Main Street, Suite 300, Richmond, 

Virginia 23219, on or before the submission deadline established by the department. 

2. Each applicant jurisdiction must hold at least one public hearing on the application for zone 

designation prior to submission of the application to the department. Notification of the public hearing is 

to be in accordance with § 15.2-2204 of the Code of Virginia, relating to advertising of public hearings. 

An actual copy of the advertisement must be included in the application. 

3. In order to be considered in the competitive zone designation process, an application from a 

jurisdiction must include all the requested information, be accompanied by a resolution of the local 

governing body, and be signed by the chief administrator or the clerk to county board of supervisors 

where there is no chief administrator. The chief administrator or clerk, in signing the application, must 

certify that the applicant jurisdiction held the public hearing required in subdivision 2 of this subsection. 

C. Within 60 days following the application submission deadline, the department shall review and the 

director shall recommend to the Governor those applications that meet a minimum threshold standard 

as set by the department and are competitively determined to have the greatest potential for 

accomplishing the purposes of the program. 

D. Enterprise zones designated pursuant to § 59.1-542 of the Code of Virginia will be designated for an 

initial 10-year period except as provided for in 13VAC5-112-510 and 13VAC5-112-520. Upon 

recommendation of the director of the department, the Governor may renew zones for up to fourthree 

five-year renewal periods. 

E. A local governing body whose application for zone designation is denied shall be notified and provided 

with the reasons for denial. 
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Part XII. Procedures for Enterprise Zone Renewal 

13VAC5-112-530. Procedures for zone renewal. 

A. Enterprise zones designated pursuant to 13VAC5-112-460 are in effect for an initial 10-year 

period with up to fourthree five-year renewal periods, except as provided for in 13VAC5-112-510 and 

13VAC5-112-520. Enterprise zones designated prior to July 1, 2005, are eligible for up to twoone five-year 

renewal periods. Recommendations for five-year renewals shall be based on the locality's performance of 

its enterprise zone responsibilities, the continued need for such a zone, and its effectiveness in creating jobs 

and capital investment. The following procedures shall be used in considering such an enterprise zone for 

renewal. Notwithstanding any provisions to the contrary, any enterprise zone in effect as of June 30, 2024, 

shall be extended for an additional four-year period, in addition to any renewal periods provided by this 

section 

B. In anticipation of the 10th, 15th, and 20th, and 25th anniversaries of an enterprise zone's designation, 

the locality shall submit to the department on the prescribed form information regarding, but not limited to, 

(i) the area conditions; (ii) the continued need for the enterprise zone; and (iii) its long-term 

effectiveness in creating jobs and capital investment. The department shall also consider the locality's long-

term performance of enterprise zone responsibilities. 

C. A jurisdiction that has shown satisfactory performance and effectiveness, or that is making steady 

improvement in performance and effectiveness, or has a continued need for an enterprise zone will be 

recommended to the Governor by the department for an additional five-year designation period. No 

enterprise zone designation shall be in effect more than 3425 years. 

D. A jurisdiction that has shown consistently poor performance and effectiveness or that no longer needs an 

enterprise zone will not be recommended for renewal and will be notified of such in writing by the 

department. 
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VIRGINIA ACTS OF ASSEMBLY -- 2024 SESSION

CHAPTER 686

An Act to amend and reenact § 59.1-542 of the Code of Virginia, relating to enterprise zones; extension.

[S 679]
Approved April 8, 2024

Be it enacted by the General Assembly of Virginia:
1. That § 59.1-542 of the Code of Virginia is amended and reenacted as follows:

§ 59.1-542. Enterprise zone designation.
A. Upon the Department's announcement of periodic zone designation competitions, the governing

body of any county or city may make written application to the Department to have an area or areas
declared an enterprise zone. Such application shall include a description of the area or areas to be
included, the development potential of these areas, the need for special state incentives, the local
incentives that shall be provided to support new economic activity, and other information that the
Department deems necessary to assess requests for designation.

B. Two or more adjacent localities may file a joint application for an enterprise zone. Localities
applying for a joint zone shall demonstrate a regional need for an enterprise zone and a regional impact
that could not be achieved through a single jurisdiction zone. Applicants for a joint zone shall also
specify what mechanisms will be used to ensure that the economic benefits of such a zone are shared
among the applicant localities.

C. An enterprise zone may consist of no more than three noncontiguous areas. The aggregate size of
these noncontiguous zone areas shall be as follows:

1. For cities, the minimum size of an enterprise zone shall be one-quarter square mile and the
maximum size of an enterprise zone shall be one square mile or seven percent of the jurisdiction's land
area or an area that includes seven percent of the population, whichever is largest.

2. For towns designated as enterprise zones under former §§ 59.1-272 through 59.1-278, 59.1-279.1,
or 59.1-280.2 through 59.1-284 of the Enterprise Zone Act (§ 59.1-270 et seq.), the size of an enterprise
zone shall conform to the size requirements for cities in subdivision 1.

3. For unincorporated areas of counties, the minimum size of an enterprise zone shall be one-half
square mile and the maximum size of an enterprise zone shall be six square miles.

4. For consolidated cities the enterprise zones in cities for which the boundaries were created through
the consolidation of a city and county or the consolidation of two cities, the enterprise zone shall
conform substantially to the size requirements for unincorporated areas of counties in subdivision 3.

In no instance shall a zone consist only of a site for a single business firm. Localities shall be
limited to three enterprise zone designations.

D. A joint enterprise zone shall consist of no more than three noncontiguous zone areas for each
participating locality. The aggregate size of these noncontiguous areas shall be specified by regulation.

E. Upon recommendation of the Director of the Department, the Governor may designate up to 30
enterprise zones in accordance with the provisions of this chapter. Such designations are to be done in
coordination with the expiration of existing zones designated under earlier Enterprise Zone Program
provisions. The initial round of six zone designation applications and approval may be conducted prior
to adoption of final program regulations provided that the process is consistent with the provisions of
this chapter. Enterprise zones shall be designated for an initial 10-year period except as provided for in
subsections A and B of § 59.1-546. Upon recommendation of the Director of the Department, the
Governor may renew zones designated on or after July 1, 2005, for up to three four five-year renewal
periods and zones designated prior to July 1, 2005, for one up to two five-year renewal period periods.
Recommendations for five-year renewals shall be based on the locality's performance of its enterprise
zone responsibilities, the continued need for such a zone, and its effectiveness in creating jobs and
capital investment. Notwithstanding any provision to the contrary, any enterprise zone in effect as of
June 30, 2024, shall be extended for an additional four-year period, in addition to any renewal periods
provided by this section.

F. Localities that have zone designations are responsible for providing the local incentives specified
in their applications, providing timely submission of enterprise zone reports and evaluations as required
by regulation, verifying that businesses and properties seeking enterprise zone incentives are physically
located within their zones, and implementing an active local enterprise zone program within the context
of overall economic development efforts.
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