Instructions on how to complete the
Richmond Trust Fund Application
1. Complete the W-9 form, print and sign (area highlighted in yellow for signature). Then
take a picture or scan and save.

2. Obtain a note from your medical provide stating that you are unable to work due to a
qualifying circumstance (i.e. personal injury/illness, care for family member in need,
child bonding). Take a picture or scan and save.

3. Complete all of the fields of the application. Failure to do so will result in the rejection
of your application.

4. You are required to provide medical documentation for either your personal illness or
the illness of a family member. In the instance of a child bonding leave of absence,
upload the birth certificate of your child. Proof of relationship, i.e. marriage license,
birth certificate, etc. is required if your leave of absence is associated with the care of a
family member.

5. The form must be submitted with an electronic signature.

6. You are required to attach the W-9 form. Once you have completed the application, a
blue “click to sign” button will appear. If you do not see the button, you must review
the application and complete any missing fields or documentation uploads.

7. Enter an email that you will have access to while you are on an unpaid leave of absence.
This email will be the source of communication from the Benefits Office should any
questions arise regarding your application.

8. This is your confirmation screen that the application has been submitted to the Benefits
Office. You are highly encouraged to download a copy of your application for your
records.

Approval Process
Applications will be reviewed and processed by the Benefits Office within the month
they are received. Applicants will be forwarded to the Trust Officers no later than the
10th of the following month. The Trust Officers will review and determine whether all
requirements are met, prior to the approval or denial of the monetary award. Awards
are distributed based on the order that applications are received and qualified.
Please note: There is a cap on the total amount awarded each year. Applications
received after the maximum amount has been paid out will be rejected by the Trust
Officers.

