WorkShare

How to Apply for Work Share

TOOLKIT

Michigan’s Work Share program allows employers to restart
their business and bring employees back from unemployment.
Employers can bring employees back with reduced hours while
employees collect partial unemployment benefits to make up a portion
of the lost wages. Employers can also retain their current workforce and
are given the flexibility to choose which of their employees are part of a
Work Share plan.
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INTRODUCING WORK SHARE

Michigan’s Work Share program allows employers to keep employees working with reduced hours,
while employees collect partial unemployment benefits to make up a portion of the lost wages.

By participating in Work Share, employers can retain trained employees and avoid the expenses of
recruiting, hiring, and training new employees.

With the Work share program, unemployment benefits are based on the percentage of the reduced
hours of work and pay. The reduction in work hours must result in an equivalent reduction in wages.

Advantages of Work Share
Minimizes or eliminates the need for layoffs

Enables a business to retain trained employees and avoid the expense of recruiting, hiring and training
new employees

Saves money and keeps your skilled workforce intact
Can be used in almost all types of business or industry

Employees are spared the hardship of full unemployment and get more income than if they were fully
laid off

Eligibility Requirements

As a result of Executive Order 2020-57, Work Share program eligibility requirements have been
expanded. To participate in Work Share:

P> All employees in the affected unit must participate in the plan.

» A plan must include a minimum of two employees.

) Plan may be approved for a period of up to 52 consecutive weeks.

) Employee work hours and wages may be reduced by a minimum of 10% up to a maximum 60%

»> Work Share does not apply to seasonal, temporary, or intermittent employment.

How it Works

Example of the calculation of Work Share plan Benefit: While weekly benefits rates vary from person to
person, if a worker was fully unemployed, their weekly benefit amount would be, for example, $360.
Under the Work Share program, a worker whose hours were reduced by 10 percent would receive a
Work Share benefit payment of $36 ($360 x 10%) in addition to their wages.

How to Apply

Employers may file an application online through the Michigan Web Account Manager (MiWAM) at
michigan.gov/uia.

For more information about Work Share, visit Michigan.gov/workshare or call the Office of Employer
Ombudsman at 1-855-484-2636 or call 1-844-WORKSHR (967-5747) or email UIA-WorkShare@michigan.gov.

How to Apply for Workshare video tutorial



https://miwam.unemployment.state.mi.us/EmpMiWAM/_/
http://Michigan.gov/workshare
mailto:uia-workshare%40michigan.gov?subject=
https://www.youtube.com/watch?v=dwRXj0E76Mk

HOW TO APPLY FOR WORK SHARE

Employers can apply to participate in the Work Share program through their MiWAM account.
Go to Michigan.gov/uia and click on For Employers. Then Login to MiWAM For Employers.

Once in your account, click Ul Tax. If you have more than one account, be sure to click the
account that you want your Work Share plan on.

= MIWAM For Employers L Setlings @ Help g Log Off

&, Logon ™ Alerts [E] 1Want To
> © Balance Send Unemployment a Message
View Employer Handbaok

Setup Email Reminders

Add or Update Power of Attorney
Apply for WOTC

Regquest Benefit Charges File
Sign Up for SIDES e-Response

m Recent ltems Multi-Account Services Names and Addresses

(7] Accounts

< Ul Tax ’

Under | WANT TO, click the Register for Work Share Plans hyperlink.

User Information: You are signed in as sparta1234

m Account F Account Alerts @ I Want To
EI{?RTA A\ Make Payment On Qutstanding View My Accounts
-***7646 Balance: $37,964.82
» Ul Tax Manage Reports and Payments
2013997 000

Set Go Green Preference
Register Location Account

Use Voluntary Payment Worksheet

Payment Voucher
< ister rk-. )

GELEEE G Recent tems  Account Services  Names and Addresses




Review the Work Share eligibility and agree to the terms and conditions.

1. Work-Share Registration 2. Review and Submit
Work-Share Registration

Work-Share Enroliment Eligibility

Welcome to the UIA Work Share Application

Work Share is a program that permits employers to maintain operational productivity during declines in regular business activity instead of laying off
waorkers. With this plan, rather than being laid off, eligible employers work a reduced number of hours in the work week and receive a portion of weekly
unemployment benefits.

For the time period of 3/15/2020 - 8/1/2020, Work Share is available to any liable employer.

Before completing the application, review the filing requirements for submitting your file of covered workers (see Work Share Plan Covered Employees
File Format). This gives the Unemployment Insurance Agency (UIA) the information needed to complete the enroliment of the workers in your plan. Your
completed file must be submitted with your application.

Once your Plan is approved, you will need to submit a file every two weeks directing the UIA to pay benefits to the employees participating in your work
share Plan (see Bi-Weekly Werk Share Certification file format).

IMPORTANT NOTE

1. When applying for work share, a "Yes" response should be provided if your business ceased or limited operation because of a government
directive related to Covid-19. Charges to your account will be transferred to the Non-chargeable Benefit Account (NBA), if applicable.
2. All other employer's account will be charged 100% of benefits paid through an approved work share plan.
3. The Agency will charge the unemployment account for the requesting employer in the following manner.
a. Contributing Employers: Benefits charged to your account under a work share plan will affect your state unemployment tax rate.
b. Reimbursing Employers: Benefits paid to workers under a work share plan will be charged on your billing statement.

If you have questions, contact the Unemployment Insurance Agency's Office of Employer Ombudsman (OEOQ) at 1-855-484-2636, TTY customers call
1-866-366-0004,

Do you wish to apply for a Work-Share plan?

Yes
Would you like assistance submitting your plan’?
ves ™
Complete the contact information below. You will receive a call within 24 to 48 hours of registering for Work-Share.
First Name Last Name Telephone Numb»er
[ GH ] J'Reqwred iﬁequfred
Required I 2
Work-Share Plan covered Employ Template Bi-Weekly Work-Share Certification Excel Template
Work-Share Plan covered Employees File Format Bi-Weekly Work-Share Certification File Format

Click next step. Then click submit. Enter your password and click OK.

You will see a confirmation page. Click OK. Your Work Share registration request has been
submitted. You will receive a web notice indicating your eligibility.

= Confirmation Welcome, Sparticus &% Settings @@ Help g Log Off

£} Home » Account: 2013997 000 * Work-Share Registration » Confirmation

@ Confirmation

Your "Work-Share Registration" request has been submitted and will be processed in the order that it was received. Please click Ok to return to the
previous screen. You may also print this page for your records. An eligiblity notice will be sent to you today via a web notice.

Your confirmation number is 1-633-435-648.

Printable View
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To submit your Work Share application: Click on Manage Work Share Plans.

£} Home » Account: 2013997 000

User Information: You are signed in as sparta1234

(7] Account |® Account Alerts [ 1want To
*S‘P"TBT'“ A\ Make Payment On Qutstanding View My Accounts
7646 Balance: $49,403.20
% Ul Tax Manage Reports and Payments
2013997 000

Set Go Green Preference
Register Location Account
Use Voluntary Payment Worksheet

Payment Voucher

< Manage Work-Share Plans >

Recent Periods Recent Iltems Account Services Names and Addresses

Recent Periods

30-Jun-2020 $0.00 QOutstanding a File Return

Work Share plan applications can be filed by uploading employee information all at once
using an Excel template, uploading a flat file, or by manually entering information.

To prepare your Excel file in advance, you can download the Excel template here. Click
Download Excel Template.

Welcome, Work Share i Settings @ Help g Log Off

ﬂHome »  Account: 2108169 000 » Work-Share

To view details or modify an existing approved Work-Share plan, please select from the list below. To begin a new
Work-Share plan application please click the button to the right. Work-Share Plan applications can be filed by
uploading an excel template, uploading a flat file, OR manually keying. The excel template and flat file format can be
seen belo

Work-Share Plan Application

DOWNLOAD EXCEL TE F'LATE

| Fiter

Plan Number Unit Name Reduction % Begin End Status




Prepare your file in advance and save to a location on your computer that is easily
accessible when you need it later in the application process. Create your file according to
the specifications. (See File Specifications, page 23).

File Home Insert Page Layout Formulas Data Review View Help &5 Share 2 Comments
—
5 rar | == ) Text ~ | [l conditional Formatting ~ | &l Insert ~ > |
(B3 | Jes Ja s | ==l | | & g by O
e - e $ + 9 9 | [BEFarmatas Tablev B Delate ~ - S oy
B IU-~|H~ &- - = = = 3= - i !
e u-~|ME A- B==== 8 w 0 o B2 Cell Styles ~ [l Format~ | €~ Fijger - Select~ |
Clipboard Feont (] Alignment fl Protection Number Fll Styles Cells Editing ~
U1 I x v A 2
o Sensitivity: Not set Public Data [Fublished... Internal Data (Standard... Confidential Data (Private) Restricted Data (Life... *

Work-Share Employees ] @ I ‘ I i L - .1_ _ [
Cgoisplay Settings | B [ i F100%

orkSharePlanTemnplate to Import - Saved ~ j e Anthony, Tonya (UIA) @

File Home Insert Page Layout Formulas Data Review View Help & share 2 Comments
—_—

Ifn e o n Jas|==ge- | | a General | | [l Conditional Formatting = | Einsert ~ | X ~ Ay /O
PH‘IEGI v > § 9 9 | [BEFormatasTablev BEDelate v | [@~ S-zoft& L
BIU-|H- &-A-|=Z===3= ~ | Protect in

g7 2 u a A =S==e=x= 8 i < B2 Cell styles - [EjFormat~ | &>~ Filter ~ Select~
Clipboard  fl Font 1 Alignment ful Protection Number ] Styles Cells Editing ~
a2 -l x v £ 333/48/4847 -
o This file was automatically labeled a< Canfidential Date (Private) oK x
) sensitvity: B Confidential Data (Private) /' %

& b I Wark-Share Employees | ® i 4] [+
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Next, you will need to answer a series of questions to determine if your proposed work share
plan will be approved.

1. Work-Share Plan Application 2. Employer Questionnaire 3. Employees

Work-Share Plan Application

Welcome to the Michigan UIA Work-Share Application. You will be asked a series of questions to determine if your proposed Work-Share Plan can be
approved by UIA. Confirmation of your approved plan, or an explanation of the reason(s) why your plan cannot be approved, will be sent to you today via
a web notice after the application has been submitted. Please provide responses to the following questions and statements carefully.

Was your business closed or hours limited pursuant to an Executive Order?: o Required
[

What is the name of the work unit to be covered by your Plan?: |

How many employees work in the affected work unit?: F‘?aqur‘red ]

Are all employees in the unit covered by the proposed Work-Share Plan?: TRequired vl

What is your proposed start date of the Work-Share Plan?: o fRequired

What is your proposed end date of the Work-Share Plan?: (Required B

Does your plan cover the entire proposed plan period, or just certain weeks?: ro Entire Plan Period I ro Certain Weeks ]

I this Work-Share Plan application an amendment for a prior Work-Share Plan? flo ves |fO mo |
LWhat s the percentage of work reduction proposed for this unit?: [Required |

Was your business closed or hours limited to an Executive Order? Governor Whitmer signed
several executive orders ordering the closing of certain businesses.

What is the name of the work unit to be covered by your Plan?
Employers are given flexibility to organize each work unit or work division they want to
participate in Work Share. It can be a department, shift or organizational unit.

How many employees work in the affected unit? There needs to be a minimum of two
employees.

Are all employees in the unit covered by the proposed Work Share plan?
What is your proposed start date of the Work Share plan?

What is your proposed end date of the Work Share plan?

Does your plan cover the entire proposed plan period, or just certain weeks?

Is this Work Share plan application an amendment for a prior Work Share plan?

What is the percentage of work reduction proposed for this unit?
Under Work Share employers can choose to reduce employee hours between 10% and 60%.



https://www.michigan.gov/coronavirus

Back at the top of the page, click Employer Questionnaire. Agree to the terms and conditions.

1. Work-Share Plan Application 2. Employer Questionnaire 3. Employees
Employer Questionnaire

Please read the following carefully:

I will provide full and complete reports to the unemployment agency relating to the operation of ]’0 | agree ] rO | disagree |
this Work-Share plan as required by the unemployment agency.

Required
I will not hire new employees in, or transfer employees to, the work unit covered by this plan ]'0 lagree | [O Tdiagree |

during the effective period of the Work-Share plan.

e I will not lay off participating employees during the efiective period of the Work-Share plan. Fo | agree ] ﬁ) | disagree |

| will not reduce participating employees’ hours of work by more than the Work-Share Plan {' O |lagree J ﬁ) | disagree I
reduction percentage during the effective period of the Work-Share plan (except in cases of
holidays, designated vacation periods, equipment maintenance, or similar circumstances).

notified all affected employees who are not in a collective bargaining unit of the proposed Work-

e | have obtained the approval of any applicable collective bargaining unit representative and have ro | agree ] rO | disagree |
Share Plan.

15% of the employees in the affected unit and would result in an equivalent reduction in work

e The implementation of this Work-Share plan is in lieu of temporary layoffs that would affect at least 'O 1agee | [O 1 disagree |
hours.

What is your estimate of the number of employees who would have been laid off if the plan were Fi’equired
not implemented?:

1. lwill provide full and complete reports to the unemployment agency relating to the operation of this
Work Share plan as required by the unemployment agency.
UIA may request a report of information about your work share plan including payroll records, employee
notification, union agreements and more.

2. lwill not hire new employees in, or transfer employees to the work unit covered by this plan during
the effective period of the Work Share plan.
A work unit is comprised of the employees included in your work share plan. Keep in mind that, if you later
want to bring additional employees into the unit, you must terminate the plan and create a new one. You
may also create an additional work share plan to add employees.

3. lwill not lay off participating employees during the effective period of the Work Share plan.
Layoffs during the term of a workshare agreement would void the agreement and a new plan would need to
be submitted.

4. | will not reduce participating employees’ hours of work by more than the Work Share plan reduction
percentage during the effective period of the work share plan (except in cases of holidays, designated
vacation periods, equipment maintenance or similar circumstances).

wn

. I have obtained the approval of any applicable collective bargaining unit representative and have notified
all affected employees who are not in a collective bargaining unit of the proposed Work Share plan.

6. The implementation of this Work Share plan is in lieu of temporary layoffs that would affect at least
15% of the employees in the affected unit and would result in an equivalent reduction in work hours.

N

What is your estimate of the number of employees who would have been laid off if the plan were not
implemented?

If you are reopening your business, estimate the number of employees who would continue to be laid off
without a Work Share plan.

Finally, please include how you will give notice to your employees whose hours of work will be reduced
under work share. It is the employer’s responsibility to inform their
employees that they have been included in a work share plan.
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Next, you will need to enter the names and information for all of your employees who will be
included in your Work Share plan. Back at the top of the screen, click Employees.

1. Work-Share Plan Application 2. Review and Submit

Work-Share Plan Application b

Work-Share Plan Aplication 1S5GS

Welcome to the Michigan UIA Work-Share Application. You will be asked a series of questions to determine if your proposed Work-Share Plan can be
approved by UIA. Confirmation of your approved plan, or an explanation of the reason(s) why your plan cannot be approved, will be sent to you today via
a web notice after the application has been submitted. Please provide responses to the following questions and statements carefully.

Was your business closed or hours limited pursuant to an Executive Order?: , [Yes ]
What is the name of the work unit to be covered by your Plan?: [TESTING ]
~ How many empioyees work in the affected work unit?: i 2|

To enter employees manually, enter each employee’s name, social security number, address, and
other identifying information. Please double check for accuracy to ensure a smooth process.

Tn order to Submit you must add all Employees affected in this Plan: 1 out of 0

« Work-Share Employees | &

Employes ® Delete this Record " Copy row B Add Employee
SSN '_hequ.f.'ed
Required
o First Name 'Required quired
Format: 999-99-9999
e Street line 1 ""l'l?equrred

Street line 2

Unit Type w| Unit City FRequired
State |Requirad ~v| ZIP/ Pestal Cade 'F‘equa’rea‘
Telephone Date of Birth Fequr’red E Gender
U.S. Gitizen TRequired v| Race Required ~|  Hispanic or MRequired ]
Latino?
e Alien Number Alien Expiration E Alien Document i]
Date Type
Occupation Code 51 - Production wv| First Day of Wark E Waork ZIP

e UlA Number PRequired

1. Employee name - Make sure you enter your employees’ full name.
For example: Matthew Jones, not Matt Jones.

2. Address - Employees home address.

3. Alien Number - For employees who are not citizens of the United States, be sure
to input the Alien Document type and expiration date.

4. UIA Number - the UIA number is your account number with the
State of Michigan.

B* Delete this Record Fa Copy row B Add Employee
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To enter more employees, click Add Employees. When you're done adding employees,
click Next Step.

Work-Share Plan Application

To use the import feature instead of manually keying, upload an Work-Share Employer Filed Claims file using the VIEW FILE FORMAT
Import button. The file should include all of the employees for the Work-Share Plan Application. Each record added will
be listed below and can be modified prior to submission.

ff order to Submit you must add all Employees affected in this Plan: 0 out of 2

Work-Share Employees

B Add Employee
| Last Name First Name

Cancel

Be sure you add all employees before you click NEXT STEP.

Next Step >

Then click Submit.

= Work-Share Plan Application Welcome, Sparticus &8 Settings @ Help g Log Off

£} Home » Account: 2013997 000 » Work-Share » Work-Share Plan Application

1. Work-Share Plan Application 2. Review and Submit

Review and Submit

This Work-Share Plan Application submission is ready to submit. &

£ Previous (itep

Cancel




Then enter your MiWAM password to certify that the information you have entered is true.
Click OK.

t vome - ncco |

| certify that the information provided is true, correct, and completed to the best of my knowledge
and belief. | will abide by all the terms and conditions of the Work-Share Plan.

1. Work-Share Plan Af

Password r-.'

Review and Su

This Work-Share Plan A

J

Cancel

£ Previous Step Submit

You will see a confirmation page.

= Confirmation Welcome, Sparticus &8 Seftings @ Help g& Log Off

£} Home > Account: 2013997 000 » Work-Share » Work-Share Plan Application » Confirmation

@ Confirmation

Thank you for submitting your Michigan UIA Work-Share plan application. You will be notified today via a web notice of your application status.

Your plan approval will contain the date when you will be required to begin submitting your Bi-Weekly Work-Share Certification file. You must submit
this file for each two week period that the covered employees are reduced in accordance with this plan.

Your confirmation number is 0-545-701-B88. L
Printable View

(6],4
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To submit your employee information all at once, click Employees, then click Import.

Work-Share Plan Application

To use the import feature instead of manually keying, upload an Work-Share Employer Filed Claims file using the VIEW FILE FORMAT
Import button. The file should include all of the employees for the Work-Share Plan Application. Each record added will
be listed below and can be modified prior to submission.

m order to Submit you must add all Employees affected in this Plan: 0 out of 5

Work-Share Employees

B Add Employee

SSN Last Name First Name
i+ Add Employee

Select your saved Excel file or .txt file. Then click Import.

W 30 Objects B WORKSHARE S1/20001250PM  Text Document

B Deskiop 83 For S/I5/2020 %52 AM  Microsoft Word D.. |
& [ 2rv_filesample_to_UiA SN0 %IZAM  Text Docurment
3 ke 1 FW EMPLOYER UNABLE TO PAY CLAIMANTS WITHNE .. 5/4/2020 3:00 PM Outlook tem
o . [} work share file for testing testing testing 1121 ARV2WEIIAM  Ted Document
To use the import feature inst{ ~ » wmusic B R e e VIEW FILE FORMAT
Import button. The file should i work share file for testing testing testing’ icrasoft Excel C... | I
p.o & B Fictures [ work share file for testing testing testing111 A/ZWRHEISAM  Text Document
be listed below and can be m¢ B videos @3 work share file for testing testing testing 11 47292000612 AM  Micrasoft Excel C...
&8 05Disk (C:) |8 work share file12345 IR0 TS EM Text Document
I order to Submit you mus o AnthonyT quHC | B3 work share file1234 A20/00THPM  Microseft Bucel €.
- o APPSO Em' £ work share file123 4/20/2020 7:20 PM n?« Document
Waork-Share Employees AR D 83 wark share file12 HTHHRAOTAIPM Micrasoft Bxcel €., w
v <« | 2
— 7] ireen = B Add Employee
. SSN [
[ Add Employee i —]

Cancel

Next Step »
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Under Employees, you will see information for each of your employees. The records can be
modified prior to submission. If there is an "x" next to an employee record, there is an error that
needs to be corrected. Click the employee record to correct the file.

After your files have been imported, click Next Step.

Work-Share Plan Application Employees

To use the import feature instead of manually keying, upload an Work-Share Employer Filed Claims file using the VIEW FILE FORMAT
Import button. The file should include all of the employees for the Work-Share Plan Application. Each record added will
be listed below and can be modified prior to submission.

Work-Share Employees 123-45-6789  987-65-4321

B Add Employee

SSN Last Name First Name
S (x 123456789 PRETTY LEMONDHEAL
o5 [ [« 987654321 PRETTY LATERSS
|5 [x 888-88-8888 CATTS JOLLIES

i Add Employee

5 Rows

Cancel

SUE Ster | Next Step » .

Then click Submit. Enter your MiWAM password. Your application has been submitted.

= Work-Share Plan Application Welcome, Work Share % Seftings @ Help g Log Off

e

- | certify that the infarmation provided is true, correct, and completed to the best of my knowledge
1. Work-Share Plan Af  and beslief. | will abide by all the terms and conditions of the Work-Share Plan.

Password [ooo-oootoloE - l

Review and Su

This Work-Share Plan A




You will see a confirmation page.

Department of Labor and Economic Opportunity

UNEMPLOYMENT INSURANCE

= Confirmation Welcome, Work Share ﬂ Settings @ Help

£} Home » Account: 2014106 000 y> Work-Share » Work-Share Plan Application » Confirmation

@ Confirmation

Thank you for submitting your Michigan UIA Work-Share plan application. You will be notified today via a web notice of your application status.

Your plan approval will contain the date when you will be required to begin submitting your Bi-Weekly Work-Share Certification file. You must submit
this file for each two week period that the covered employees are reduced in accordance with this plan.

Your confirmation number is 0-791-519-232.
Printable View

OK

15 WorkShare
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NOTICES IN MIWAM

receive a Notice in their MiWAM Inbox.

Notices

Whether approved or denied to participate in the Work Share program, the employer will

£} Home > Notices

L setiings

© Hep

@ Log Off

Unread?® Outbox
Inbox Send Message
1« <« 1gf2 = = 1-200726
Posted Read Subject Accountid Account Type Quarter Urgent | Aftach
28-Apr-2020 PayPoint Request Successiul 2127650000 Tax 30-Jun-2019 _
28-Apr-2020 PayPoint Request Successful 2127650000 Tax 31-Mar-2020 s

22-Apr-2020 Password Recovery Request

A0 Aee AN [ TN SO FRENEY S T (Y S

Examples of letters for Work Share Enrollment Eligibility and UIA 1054 Notice to

Employees of Approval of Work Share Plan.

sration
e Regis'
Work Shar’ (pility activity
re Enrotiment enel Jines in reguta’ busmes? work
Work Sha <+ Application quring 8eCin®S % e\\Q\b\e 9‘“" A for S each
the UIA Work Shar continue OP eratio ok ‘ ead O (W g'a 9\ benefi's
\Welcome 1© at mployers dw \« share P an, o of unermploY
K share 1S apmgram;\: Trce ndef ‘a;‘\app and receive 2 ur file o( cOV A oy
work ng o off W the Wo! mitting YO ge
netead O 1200 L nours 10 s for SUOTES, ment InSUrBRCT | i ve
reduced jow e 70 eqﬁhsg,ves« UnemploV et e
weeK. e application revi ile ) orkers in i plan-
completing 118 5 reP\anCO ed m‘;\uyn olimen e s O ¢t
Befofe Work St VA0 s part 0!
s (¢ eeded 10 cting ﬁ\ fo mﬁ" the
wort mation eeks mn jer during
inform tion. ertifica!
(uw ‘;e it your 2PPI% codto submit a file eV \;\Y y e s § a differe!
submittef yo u will p\a n (see Bi-Wee y e WOrke
once your P n-l;:ap\?r[\g\ ”‘}yrtus hh ol y(\t:;s\n(onﬂa“”“'
employee n"a il ne d\;" DO ould notfy Yo A share ene(\(s(\)m
certifi " Jeek. EMPIO ost of wo Act of 2
o iication wee! 2020, 100 PSS ?‘(o\;eccseouﬂ!‘l (CN Ey,?\?edio\‘ne
3 d arged
\MPoRTA“T i 14,2020 trough coroh'!:a jrus A d?:;; e perod wit e &
ending AP “apnf" federally fun RKSHR
the fe 1-844-W 1l
For the wee! de(a e e s outside ©f votine A onersca
me (e are benef rk Share 6. TTY OV
Pa‘d y Agency's 184-2
Any W {insurance A EO) s
emp\over wc\me \JnewﬂPO‘/““) Joyer OmbuU udsman (O
con
qu esuons Sactth e Office
f you N&YE 47 or
96757
(- -0004. 2
1-866-366 re plan’
o apeY for a work s e o7 ;\:\al
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-Sha

Work St
at.

viewFle £ Formel o Bty W

View
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UIA 1054
\ ©RAFT) @ MCL 4211 6 s0q
"ATE OF MICHIS
GRETGHEN WHITMER

ST/ HIGAN
DEPARTMENT OF LABOR AND ECONOMIC OPPORTUNITY
UNi

JEFF DONOFRIO
(EMPLOYMENT INSURANCE AGENCY

IRECTOR

Mail Date:

NOTICE TO EMPLOYEES OF APPROVAL OF WORK SHARE PLAN
Social Security Number:

XXX-XX-1234 Eligibility Period Begin Date: XX/XX/XXXX
Eligibility Period End Date:  XX/XX/XXXX
Date of First Certification: XXIXXIXXXX
Plan #: XXXXXX

Work-Share Benefit Amount

Maximum Benefit Amount: XXXXX.XX Employer Name: Company XYZ
Weekly Work Share Amount: XXX.XX

Employer Number: XXXXXXX-000

Work Share Information

‘Your employer listed above has been approved to participate in the Work Share Program provided for by
the Michigan Unemployment Insurance Agency (UIA). Work Share is a program that permits employers to
maintain operations during declines in regular business activity instead of laying off workers. Under a work
share plan, rather than being laid off, eligible employees work a reduced number of hours in the work week
and receive a portion of weekly unemployment benefits to make up for the reduced work hours.

The employer is required to file a work share claim on your behalf. For every week that your work hours are
reduced, you will receive the Weekly Work Share Amount shown above, unless you have other
employment and work more hours in your other employment than were reduced by the work share
employer. For example, if you are reduced 10 hours with the work share employer and work 12 hours with
a different employer, you will not receive benefits for that week. You must report the number of hours
worked each week with your other employer to your work share employer.

To begin receiving Work Share benefits, you must set up your payment method. To do this, call 1-866-500-
0017. You willfirst be prompted to select your language preference, and you will then need to select option
#2 to change payment method. You will need to enter your social security number and create a personal
identification number (PIN), which will then allow you to select a payment method.

Each week your employer will provide information to UIA about your eligibility for benefits. As long as your
employer continues to participate in the Plan, you will receive Work Share benefits up to the total of your
Maximum Benefit Amount (MBA) or the Eligibility Period End Date; whichever occurs first.

If you have any questions regarding your benefits, you must contact your employer.

If your address changes it is important to update it with the Unemployment Insurance Agency.

This notice is not a Determination and cannot be protested.

WorkShare




CERTIFICATION

In order for your employees to be paid, you will need to certify your employees eligibility either
weekly or bi-weekly.

On the date you are to certify, log into your MiWAM account. Click Ul Tax. Then click Manage Work
Share Plans. Here you will see your Work Share plan. Click the File Certification hyperlink.

A} Home > Account: 2013997 000 » Work-Share

Work-Share Plans

To view details or modify an existing approved Work-Share Work—Sha [ Plan
plan, please select from the list below. To begin a new Work- Application
Share plan application please click the button to the right.
Filter |
|
Plan Numbe Unit Name Reduction Begin End Status PR |
56,000 TEST 45% 07-Jun-20Z 02-Jan-20z Approved  View inate Pla
56,001 TESTING 45% 07-Jun-20:02-Jan-20: Approved  View Platl File Certificati Terminate Pla

You can certify each employee individually, or upload an Excel or .txt file to certify your
employees all at once. To add individually, click Add an Employee.

1. Work-Share Certification 2. Review and Submit

Work-Share Certification

Work-Share Certification

Work-Share Ceartification for Plan:

Import Instructions: To load values from a file please click 'Import’ on the left hand VIEW FILE FORMAT
side.
Recaords can be reviewed using the below display.

Employees
B Add an Employes]

lan Number Last Name FirstName Certification Date 1 Certification Date 2
. Add an Employee




Add your employee’s information. Be sure to include the Certification Date.

« Certification Date 1 is the first week for which you want your employee to be paid. If you
are on a bi-weekly schedule, you will also input Certification Date 2, to pay both weeks.

« Each certification week begins on a Sunday and ends on a Saturday.

« Certification date 1 or 2 should be the Saturday of the week for which your employees are

being paid.
a @ on for Plan:
Import Instructions: To load values from a file please click 'Import’ on the left hand VIEW FILE FORMAT

side.
Records can be reviewed using the below display.

- Employees - 111-11-1111

Employee Certification B Delete this Record & Copy row B Add an Employee
SSN [111-31-1111 Plan Number g |
| Required I
Last Name F?eqrw'red Certification Date 1 rﬁequr'red E
FirstName fRequired Certification Date 2 | H

B Delete this Record & Copyrow B Add an Employee

N oo >
— [ oo

Click on Add an Employee to complete this section for each employee on the plan.
When you have completed certification for each employee, click Next Step. Then click Submit.

- Work-Share Certification

Work-Share Certification for Plan:

Import Instructions: To load values from a file please click 'Import’ on the left hand VIEW FILE FORMAT
side.
Records can be reviewed using the below display.

+« Employees &.

Employee Certification B Delete this Record T Copy row B Add an Employee

SSN Frequired Plan Number frequired
" - Required -
Last Name Required Date 1 | Required E
Format: 998-89-9989
FirstName [Required on Date 2 [
P Delete this Record Fa Cop ‘row [ Add an Employee




Enter your MiWAM password. Then click Submit.

Welcome, Sparticus Q Settings 0 Help B Log Off

= Work-Share Certification

e

I certify that | intend to file Ul claims on behalf of my workers.

=

Password r- o|

Review and Submit

This Work-Share Certification submission

Cancel

For security reasons it is important to remember to close your browser completely when you are done.

Your Work Share certification request has been submitted.

Welcome, Sparticus ¥ Seltings @ Help g Log Off

= Confirmation

£} Home » Account: 2013997 000 > Work-Share Registration > Confirmation

(& confirmation
Your "Work-Share Registration" request has been submitted and will be processed in the order that it was received. Please click Ok to return to the
previous screen. You may also print this page for your records. An eligiblity notice will be sent to you today via a web notice.

Your confirmation number is 1-633-435-648.

Printable View

WorkShare
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BULK CERTIFICATIONS

To certify for your employees all at once, you will need to download the Excel template
and create your file. Click Download Excel Template and create your file. If you are creating
a .txt file, create your file according to File Specifications on page 25.

Welcome, Share Work IR Settings @ Help g Log Off

= Work-Share Certification

£} Home » Account: 2015033 000 » Work-Share » Work-Share Certification

1. Work-Share Certification
Work-Share Certification

Work-Share Certification for Plan: 52000

To use the import feature instead of manually keying, you can download the excel template using the button below OR you can submit a flat file
following the format spec:ﬂed b-efow The file should include all of the employees for the Work-Share Plan. You can upload your file using the Import
added will be listed below and can be modified prior to submission.

Employees
B Add an Employee
Filter

Certification Date 1 Certification Date 2

SSN Plan Number Last Name FirstName

[+ Add an Employee

Excel template sample

WaorkShareCenTemplate - Read-Only - Excel

Formulas Data Review  View Help

File Home  Insert Page Layout

. - - y — l Conditional Formatting» | EHincert v

Fﬁ A ,,| A A === F iy a $ — Eq-o tional Formatting E_jﬁ:rq m ZS? p

. . Fo able $¥Delete « | [~

Paste | Br0 | | A =t e T Protect % ﬁ' m' s 5 Sort & Find &

S 2 gl i -3 = _, <0 % [ Cetl Styles ~ Erormet> | € > Fitero Select~
Clipboard Il Font [ET Alignment %! Protection]  Number ] Styles Cells Cditing ~
El ol - J -

]‘:Is_u]m‘q_mlmlalwlw -




The file should include all of the employees on the Work Share plan application.

AutoSave \ & Cerbification -

File Home Insert Page Layout Formulas Data Review  View  Help & Share 2 Comments
I:"w A Calibi i Ja x| == - i) a | Text « | EfConditional termatting ~ Binset ~ | X ~ A? /C)

& |—E v e | § v 9% 9 | [EFormat as Table BRDelete ~ | [~ < {

Paste B IU- A S = 8- Protect = i Sort & Find &t

= A== = = <1 .o (BB Cel Styles ~ [HiFormat~ | €~ Fijter v Select ~

Clipboard 1% Font ml Alignment | Protection|  Number 1 Styles | Cells | Editing | ~
1R . I 370305347 b
Q) sensitivity: M Public Data (Published to the Public) *
4l n | e T e | P v R e ] e [ -

370905347 [Smith
381115005 Doe John ag,-'xz,fzuzn

On the Work Share certification page, click Import and select your saved Excel or .txt certification file.

 This BC AT Mame Date modified pe Size
= Worl 2 30 Objects B2 WorkShareCentTemplatelD 6/0/2020 6:45PM  Micrasoft Exeel Warksheet 13K8
= B Desktop @ Warkshare Certification B/30/2020 6:31 PM Micrasoft Excel Warksheet 13KB
£} Home B Docimerts =1 State of Michigan Work Share Claims 6/30/2020 240PM  Outlook item 48K
- 3 Downioad: Testing PUA Certification Changes B/29/2020 6:30 PM  Micrasoft Word Document 566 KB
S & Final Work Share Program- Entry revised 06242020 6/29/2020 11:15 AM  Adobe Acrobat Document 4,961 KB
B = $ Music B Work Share web request in error 6/27/2020 1155 PM  Miicrosoft Word Document TIZKB
1. Work-sh: I Pictures Y Testing sqr 33754 Work Share Certification Filing 6/26/2020 5:58 PM  Mhicrosoft Word Document BIGKB
eos = testing file for sgr : wd Document
B via = file fi 33754 G26/2020317TPM  Tea D 194 KB
&9 OSDisk (C) B8 An2as B25/20201:13PM  Microsoft Word Decument 1343KB
Work-Sh w AnthonyT (AHC. | [ RE Detroit Chamber Waork Share issues E/25/2009.25AM  Outlook ltem 179KE
o APPS (NHCS0B4 [) RE Spanish MARVIN Phrases that need to be recorded 6/24/202010:34 AM  Outlook ltem 21475 KB
L [ RE PUA Ability Availability snd Seeking Work Replacement questions B/24/20208:3TAM  Outlook Item 1248
WOI'I(-SI'IaI'I - ik bt EH ui claims 3 or less weeks remaining 6/23/2020 5:00 PM Microsoft Excel Worksheet 15 KB
File name: IkaShartCm‘l’umplnem ~ | !M Files (*.%)
G
To use the N :

following the formal >
button at the bottom. Each

DOWNLOAD EXCEL TEMP
VIEW FILE FORMAT

Employees

n Browse... ]
® Add an Employee

SSN Plan Number Last Name FirstName Certification Date 1 Certification Date 2

[+ Addan Employee
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Under the Employees tab, you will see information for each of your employees.

Work-Share Certification for Plan: 52000

To use the import feature instead of manually keying, you can download the excel template using the button below OR you can submit a flat file
following the format specified below. The file should include all of the employees for the Work-Share Plan. You can upload your file using the Import
button at the bottom. Each record added will be listed below and can be modified prior to submission.

DOWNLOAD EXCEL TEMPLATE
VIEW FILE FORMAT

Employees  ***-**-5347  ***-**.5005

k B Add an Employee
SSN Plan Number Last Name FirstName Certification Date 1 Certification Date 2
E®R R 5347 52,000 SHARE WORK 05-Sep-2020 12-Sep-2020
B R & 5005 52,000 WORK SHARE 12-Sep-2020
i+ Add an Employee
2 Rows
I

After the employees are added, click Next Step; then click Submit.
Enter your password and click Submit. You will the see a confirmation. Click OK.

= Work-Share Certification Welcome, Share Work £ Settings @ Help g Log Off

€% Home » Account: 2015033000 > Work-Share > Work-Share Certification

2. Review and Submit

1. Work-Share Certification

Reviewand submit S

This Work-Share Certification submission| | C€"tfy that | intend to file Ul claims on behalf of my workers.

Password n'

i
Cancel

For security rea

€ Previous Step

you are done,

*
Required
o] o




FILE SPECIFICATIONS

This sample shows the specifications to create a bulk file.

Work-Share Filed Claims - File Specifications

This document outlines the file specifications for Work-Share Filed Claims through Work-Share Program. Files using this format can only be submitted
through the MiWAM Employer Account Work-Share Plan Application.

Layout Specifications

Overview

Max file size is 5 megabytes.

The Work-Share Filed Claim is submitted on the Employer account from which the web request is made.
Employee Detail Record

Each record represents a single claim.

Location | Field Name Width | Description
18 Social Security ] Required. Employee's Social Security number. Must be all digits. Do not include the dashes.
MNumber
10-39 Last Name 30 Required. Last name of the employee.
40-64 First name 25 Required. First name of the employee.
65-94 Street Address 1 30 Employee's address.
Required. Street Address 1, City, State/Province and ZIP/Paostal Code.
95-124 | Street Address 2 30 Acceptable Unit Types:
AFT = Apartment
GLD = Building
126.127 |Unit Type 3 BEE == acement
LOW = Lower
pEN = Penthouse
RroM = Room
128-137 | Unit 10 STP = Stop
TRL = Trailer
uNT = Unit
138-157 | City 20 UPP = Upper
If Country is USA then US ZIP Code is Required. Iy
Acceptable US ZIP Code formats:
158-159 | State or Province 2 99599
code EEEEEREEERS
999999959
If Country is Canada then Canadian Postal Code is Required.
Acceptable Canadian Postal Code formats:
160-169 | ZIP or Postal code 10 RON 9RO
ASA9AS
170-179 | Telephone 10 Area code and telephone number where the employee can be contacted while laid off. Usually a home phone number.
This field is recommended though not required.
Do not include any formatting: (269) 965-2200 should be sent as 2699652200,
180-187 |DOB ] Required. Employee's date of birth. Format Is MMDDCCYY where MM Is the month, DD Is the day, and CCYY s the
century and year.
188 Gender 1 Employee's gender:
F=Female
M=Male
U or [Space]=Unavailable

Bulk File Specifications sample continued on the next page
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Bulk File Specifications sample continued from previous page

1689 U.S. Citizen 1 Required. Is the employee a United States citizen?
Y=Yes
N=No

180-182 | Alien Document Type |3 Required, if the Employee is NOT a U.S. Citizen.

Type of Alien Documentation:
178 =179 US Resident Card
020 = 1-20 Certificate of Eligibility, Student Status
327 =1-327 Re-entry Permit
545 = FS-545 Certification of Birth Aboard
551 = 1-551 Permanent Resident Card b
571 =1-571 Refugee Travel Document
776 = 1-776 Employment Authorization Card
094 =194 Arrival/Departure Record

193-202 | Alien Document 10 Required, If the Employee is NOT a U.S. Citizen. Allen Number associated with the document,
Number
203-210 | Alien Document 8 Required, if the Employee is NOT a U.S, Citizen. Expiration date associated with the Alien Documentation. Format is
Expiration Date MMDDCCYY where MM Is the month, DD Is the day, and CCYY Is the century and year,
21 Race 1 Required. Employee's race:
A=Asian

B=Black or African American

I=Native American or Alaskan Native
P=Pagific Islander or Native Hawaiian
W=White

T=Two or more races

O=Native American or Alaskan Native
U or [Space]=Unavailable

212 Hispanic or Latino? 1 Is the employee Hispanic or Latine?
Y=Yes

N=No

U or [Space]=Unavailable

213-220 | First day of waork 8 Date the employee started working for the employer. This field is recommended though not required. Format is
MMDODCCYY where MM is the month, DD is the day, and CCYY is the century and year.

221-222 | Occupation Code 2 Employee's occupation code. A table of valid occupation codes follows this section. This field is recommended though
not required.

223-232 |Work ZIP Code 10 Acceptable US ZIP Code formats:
99999

86566-6669

999999999

233-242 | UIA Account Number |10 Required. UIA Employer Account Number. 10 digit with no spaces.

Standard Occupational Classifications

Production, Transportation, and Material Moving
51 Production
53 Transportation
Sales and Office
41 Sales and Related Occupations
43 Office, Administrative and Support
Matural Resources, Construction, etc.
45 Farming, Fishing and Forestry
47 Construction and Extraction
49 Installation, Maintenance and Repair
Service
31 Healthcare Support
33 Protective Support
35 Food Preparation and Serving Related
37 Building and Grounds Cleaning and Maintenance
39 Personal Care and Service
Management, etc. #1
11 Management
13 Business and Financial Operations
15 Computer and Mathematical
17 Architecture and Engineering
19 Life, Physical and Social Science
Management, etc. #2
21 Community and Social Services
23 Legal
25 Education, Training and Library
27 Arts, Design, Entertainment, Sports and Media
29 Healthcare Professionals and Technical

24 WorkShare
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This sample shows the specifications to create a bulk certification.

Work-Share Certification - File Specifications

This document outlines the file specification for Work-Share Certifications. Files using this format can only be submitted through MivVAM.
Layout Specifications
Overview

The Work-Share Certification file must be submitted for each Work-Share Plan independently; one file canneot contain infermation for multiple plans. The file may only contain records for
employees that were established during the plan application, but all employees In the plan do not need to be entered into the file for it to be accepted.

The Work-Share Certification file Is used to quickly certify work-share benefits for employees in the plan. The file does not contaln a header record, and each row should contain employee
information for the certification.

Employee Detail Record

Laczatian | Flald Namsa Width | Daseriptian

1-6 Plan Number (] Six-digit Work-Share plan number, e.g. "123436”

615 Sacial Security ] Employes's Social Secunty numbar. Must be all digits. Do nat includa the dashas

Number

16-32 Lasl Name 17 Last narme of the employee.

33-44 First Name 12 First name of the employee.

45-52 Cerliicabion Dale 1 -] ge:mﬁullun Date 1. Formal is MMDDCCYY where MM 1s the menth, DD s the day, and CCYY 15 the cenlury and year. The cerihcabion dale musl be a
alurday.

53-60 Certification Date 2 8 go{:iﬁ:j:ation Drate 2. Format is MMDDCCYY where MM is the month, DD is the day, and CCYY is the century and year. The cerification date must be a
alurday.
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HOW TO TERMINATE

A WORK SHARE PLAN

Please note that your Work Share plan may be terminated at any time. Click Terminate
Plan for the Plan number and work unit you wish to terminate. Once terminated, the Work
Share plan cannot be reopened and a new Work Share plan must be submitted.

= Home L settings @ Help g Log Off

%} Home » Account > Work-Share

Work-Share Plans
To view details or modify an existing approved Work-Share Work-Share Plan
plan, please select from the list below. To begin a new Work- Application
Share plan application please click the button to the right.

Filter

Plan Numbe Unit Name Reduction % Begin End Status

SERVICE 1 40% 05-Jan-2020 26-Dec-2020 Approved  View Plan File Certificatic

0 Terminate Plan

SERVICE 1 40% 08-Sep-2019 28-Dec-2019 Ceased View Plan

Click Next Step, then click Submit.

= Work-Share Termination Welcome, Work Share & Settings @ Help @ Log Off

£} Home » Account: 2014106 000 » Woerk-Share » Work-Share Termination

1. Work-Share Termination

Work-Share Termination

Terminate Work-Share Plan

Work-Share Plan Termination TESTING WORKSHARE

Submitting this request will terminate the Wark-Share plan listed below:
Work-Share Plan 66000

Once terminated, the Work-Share plan cannot be reopened and a new Work-Share
application must be submitted.




= Work-Share Termination Welcome, Work Share I8 Settings @ Help g Log Off

£% Home > Account: 2014106 000 » Work-Share > Woark-Share Termination

1. Work-Share Termination 2. Review and Submit

Review and Submit

This Work-Share Termination submission is ready to submit.

Cancel £ Previous Step

o0
ol

]

Enter your MiWAM password. You will receive a confirmation page.

= Work-Share Termination Welcome, Work Share K% Settings @ Help

£} Home > Account: 2014106000 > Work-Share > Work-Share Termination

1. Worksvare Termi )

| certify that the information | have given on this request is accurate and complete to the best of
Review and Su my knowledge and belief. | understand that this will terminate the Work-Share plan and it cannot
be re-opened.

This Work-Share Termin ~ Password ruuuu| I »

= Confirmation Welcome, Work Share ﬂ Settings @ Help g Log Off

£3 Home > Account: 2014106000 » Work-Share * Work-Share Termination » Confirmation

@‘ Confirmation

Your "Work-Share Termination” request has been submitted and will be processed in the order that it was received. Please click Ok to return to the
previous screen. You may also print this page for your records.

Your canfirmation number is 1-865-261-056.
Printable View

OK
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WORK SHARE EXAMPLE

Here’s an example: A company with 100 employees finds it necessary to lay off 20 people.
With Work Share, the employer keeps all 100 employees on the payroll, but reduces their
work week from five days to four days. This will achieve the desired 20 percent reduction in
payroll. All 100 employees will continue to earn wages for four days and also are eligible for
Work Share benefits for the fifth day. While weekly benefit rates vary from person to person,
if a worker was fully unemployed, their weekly benefit amount would be, for example, $362.
Under Work Share, a worker whose hours were reduced by 20 percent would receive a $72
Work Share benefit ($362 x 20% = $72).

HOW IT WORKS FOR BUSINESS

FOR EXAMPLE:

A BUSINESS THAT IS FACING A
20% REDUCTION IN PRODUCTION
USUALLY LAYS OFF ONE-FIFTH
OF ITS WORKFORCE.

PRODUCTION REDUCED BY

20% =1/5

OF WORKFORCE

(e

UNDER WORK SHARE, THE FIRM
RETAINS ITS TOTAL WORKFORCE
ON A FOUR-DAY-A-WEEK BASIS.

100%

WORKFORCE
4 oavs A week

MIT JwlTh

L 32Hours — | -8 Hours

PRODUCTION CUT BY
REQUIRED 20%

HOW IT WORKS FOR EMPLOYEES

FOR EXAMPLE:

IF AN EMPLOYEE EARNS

$775

PER WEEK

THEN LOSES HIS JOB, THEY WOULD
BE ENTITLED TO RECEIVE

$362

PER WEEK FroM
UNEMPLOYMENT BENEFITS

WITH WORK SHARE, EMPLOYER
REDUCES HOURS BY 20%

$620

4 DAY WORK WEEK

RECEIVES BENEFITS FROM THE
WORK SHARE PROGRAM FOR THE
DAY OF LAYOFF

$72

1 DAY LAYOFF
($362 X 20%)

KEEPS ALL EMPLOYEE!
AND REDUCES
LABOR COSTS.

> AVOIDS THE EXPENSE

OF RECRUITING,
HIRING AND

TRAINING NEW
EMPLOYEES.

EMPLOYEES KEEP THEIR JOBS
AND RECEIVE MORE INCOME
COMPARED TO FULL UNEMPLOYMENT

! $692

4 DAY WORK WEEK
+ WORK SHARE BENEFITS




BENEFIT PAYMENTS

Benefit payment x reduction % = Work Share Amount

Hourly Ul Benefit *Work Share
Pay Payment amount
$17.00+ $362.00 $181.00
$16.00 $341.00 $170.50
$15.00 $320.00 $160.00
$14.00 $298.00 $149.00
$13.00 $277.00 $138.00
$12.00 $256.00 $128.00
$11.00 $235.00 $117.00
$10.00 $213.00 $106.00
$9.00 $192.00 $96.00
$8.00 $171.00 $85.50




WORK SHARE FAQs FOR EMPLOYERS

» Q. What is Work Share?

A. Michigan's Work Share program provides employers with an alternative to layoffs when the work
available to employees decreases. Instead of the employer laying off some employees, all employees

in an affected area share the available work by working reduced hours and collecting a portion of
unemployment benefits. To receive approval for a Work Share plan an employer must certify that the
plan is in lieu of layoffs and would result in a reduction in hours for all employees on the Work Share plan.

» Q. Why should an employer consider using the Work Share program?

A. Use of the Work Share program immediately minimizes or eliminates the need for layoffs, enables
a business to retain trained employees, and avoid the expense of recruiting, hiring and training

new employees. Work Share also saves employers money. In addition, employees retain their fringe
benefits and are spared the hardship of full unemployment.

» Q.How exactly does the program work?

A. Weekly benefits amounts vary depending on past employment history. If a worker establishes
weekly benefit amount, for example, of $360, under the Work Share program, a worker whose hours
were reduced by 10 percent would receive a Work Share benefit payment of $36 ($360 x 10%) in
addition to their wages.

» Q. What are the requirements to receive Work Share benefits?

A. Participating employees must have earned a sufficient amount of wages in order to establish

a regular unemployment claim in order to receive Work Share benefits. The program requires
employers to maintain the fringe benefits of participating employees; and if the employees are
covered by a collective bargaining agreement approval must be obtained from the bargaining
representatives to participate. To receive approval for a Work Share plan an employer must certify
that the plan is in lieu of layoffs and would result in a reduction in hours and wages for all employees
listed on the Work Share plan.

« As aresult of Executive Order 2020-76, Work Share program eligibility requirements have been
revised. To participate in Work Share:

All employees in the affected unit must participate in the plan.

A plan must include a minimum of two employees.

Plans may be approved for any period of up to 52 consecutive weeks.

Employee work hours may only be reduced by a minimum of 10% up to a maximum 60%.
Work Share does not apply to seasonal, temporary, or intermittent employment.

Employers may have multiple plans covering separate work units. A work unit is the employees an
employer selects to be covered by a Work Share plan. Employers are given flexibility to organize each
work unit they want to participate in Work Share.

» Q. How many employees are required for a Work Share plan?
A. AWork Share plan must have at least two participating employees.




WORK SHARE FAQs FOR EMPLOYERS conro

» Q. Are there any requirements for employee participation?

A. Yes. Employees must have earned enough wages to qualify for a regular unemployment claim
in order to participate in the Work Share Program. Employees who will work 40 or more hours per
week while the plan is in effect are also excluded. An employee cannot have more than one active
unemployment claim and must stop certifying on their regular unemployment insurance claim the
week they return to work on a Work Share plan.

» Q. How many hours of work can be reduced in a Work Share plan?

A. An employer may only reduce hours by a minimum of 10 percent to a maximum of 60 percent
(Executive Order 2020-76).

» Q. Must hours of work be reduced equally for all employees?

A. All employees participating in the same Work Share plan must be treated equally, with the same
percentage of hours reduced. However, there may be multiple Work Share plans for an employer
covering different units. For example, one Work Share plan may reduce the employees’ hours by 25
percent and another plan for a different department, unit, or location, may reduce hours by 40 percent.

» Q. If an employer chooses Work Share, must he or she use it for their
entire business?

A. No. A Work Share plan can apply to a department, shift or organizational unit. Employers are given
flexibility to organize each work unit they want to participate in Work Share.

» Q. Can | lay off some of the workers participating in a Work Share plan and
continue the plan with the remaining individuals?

A. No. You may not lay off any employees in a Work Share plan during the duration of the plan.
However, if layoffs are unavoidable you can terminate the Work Share plan for that unit and create a
new plan.

» Q. How long can my employees receive Work Share benefits?

A. Assuming an employee is otherwise eligible, he or she may receive Work Share benefits until the
Work Share plan ends, or up to a maximum of 26 regular benefit weeks, whichever comes first.

» Q. How does an employer sign up for the Work Share program?

A. Employers may file an application online through the Michigan Web Account Manager (MiWAM) at
michigan.gov/uia.

For more information about Work Share, visit Michigan.gov/workshare or call the Office of Employer
Ombudsman at 1-855-484-2636.

» Q. Should my application specify which employees will be participating in
the Work Share program?

A. Yes. The plan must include the name, Social Security number, normal hours worked per week, and
the proposed reduction of hours per week for the employees in the affected unit.



https://www.michigan.gov/leo/0,5863,7-336-78421_97241_89981_90231_90233-352546--,00.html

WORK SHARE FAQs FOR EMPLOYERS conro

» Q. How will I know if my Work Share plan is approved?
A. Employers are notified through their MiWAM account if the plan is approved or denied.

» Q. How long does the Work Share program last?

A. AWork Share plan can last up to 52 consecutive weeks.

» Q.What are the costs associated with the Work Share program?

A. There is no charge to enroll in the Work Share program. Work Share benefits are charged in the
same manner as regular unemployment benefits, that is, to each participating employee’s base period
employers. However, as part of the Coronavirus Aid Relief and Economic Security (CARES) Act 2020,
benefits paid under an approved work share plan for the weeks ending 4/4/20 through 12/26/20 will be
100 percent federally funded and will not be charged to the work share employer.

» Q. Can an employer enroll his employees in the Work Share program if they
are behind in paying their unemployment insurance taxes?

A. Currently, due to the Governor’s Executive Order 2020-76, yes, employers who have an outstanding
unemployment insurance tax balance can participate in work share.

» Q. If an employer has union employees, must the union approve Work Share?
A. Yes.

» Q. Not every employee within the “affected unit” is a union member; can the
unit still be approved for a Work Share plan?
A. Yes.

» Q. Can the union representative request a modification or termination of a
Work Share plan?

A. No. The union cannot unilaterally modify or terminate a Work Share plan.

» Q. Why would a union member with seniority agree to reduced hours
through Work Share when his/her job would be secure and an employee in
his unit with less seniority would be laid off?

A. Work Share preserves the jobs and benefits of all the employees within the unit thereby:
¢ eliminating the need for training new employees when work has returned to full time

¢ maintaining the level of productivity and skills
e sustaining the union workforce

» Q. What other responsibilities does an employer have after the plan is approved?

A. The employer will be required to submit certifications on behalf of their employees on a weekly or
biweekly basis.

It is the employer’s responsibility to inform their employees that they have been included in a work
share plan. Visit the UIA Work Share website at Michigan.gov/workshare for
a flyer which may be provided to your employees about Work Share.
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WORK SHARE FAQs FOR EMPLOYERS conro

» Q. Can an employer with multiple businesses enroll one business in Work
Share and not the other?
A. Yes.

» Q. How does an employer terminate their participation in the
Work Share program?

A. An employer may terminate a Work Share plan by providing written notice to the Unemployment
Insurance Agency. The Unemployment Insurance Agency may also terminate a plan for good cause.

» Q. Can an employee of an employer enrolled in Work Share participate if
they have a part time job or another source of employment?

A. Yes. However, if you have other employment and work more hours in your other employment
than were reduced by the Work Share employer it is possible that your weekly unemployment
benefit amount would be affected. For example, if you are reduced 10 hours with the work share
employer and work 12 hours with a different employer, you will not receive benefits for that week.
You must report the number of hours worked each week with your other employer to your work
share employer.

» Q. Must an employee actively seek other work or accept other work while
participating in Work Share?

A. No, Work Share participants are exempt from the seeking work requirement. However, to be
eligible for Work Share benefits, a participating employee must be available for his or her normal
weekly hours of work with the Work Share employer.

» Q. What happens if an employee receives holiday, sick or vacation pay?

A. If the time off is a fringe benefit and does not exceed the agreed upon work reduction hours, the
employee is eligible for Work Share. For example, there is a 20% reduction for Work Share (1 day off)
and the employee takes the remainder of the week for a paid vacation (fringe Benefit).

However, if, for example the employee takes a paid 40 hour vacation with no reduction taken for the
Work Share hours, that employee is not eligible for the Work Share benefit for that week and as long
as this condition is in place.

» Q. If an employee already has a regular unemployment claim on which the
benefit year has not yet expired, does he or she have to apply for another
claim under Work Share?

A. No.The employees’ regular unemployment claim will be stopped and Work Share benefits will be
paid under the employer’s Work Share Plan.

» Q.Where can an employer direct questions about Work Share?

A. For more information about Work Share, visit Michigan.gov/workshare or call the Office of
Employer Ombudsman at 1-855-484-2636.
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» Q. For those employers approved, will employees start receiving partial
Unemployment Insurance benefits when their hours are reduced or when
the employer’s application is accepted?

A. Employees will be eligible for Work Share benefits after the Work Share Plan (application) is
approved.

» Q. If you laid off employees, can you rehire them and then put them on a
Work Share plan? If so, how long do you have to wait?

A. Yes, employers can participate in Work Share after recalling their employees. There is currently
no waiting period to apply. Note: Returning employees who had already filed and are receiving
unemployment insurance benefits on their regular claim must stop certifying for benefits on the
regular claim, and will begin receiving benefits on the Work Share plan.




WORK SHARE FAQs FOR EMPLOYEES

» Q. What do | do if my employer has been approved for Work Share?

A. Your employer will provide you with information regarding participation in a Work Share
Program. Once a plan is approved, the Unemployment Insurance Agency (UIA) will send you Form
UIA 1054, Notice to Employees of Approval of Work Share Plan, explaining your weekly benefit
amount while participating in Work Share, your weeks of eligibility and your employer Work Share
Plan begin and end date. This letter will also provide you with instructions on method of payment.
You do not need to contact UIA to file (certify) for your weekly Work Share benefits, this will be
completed by your employer.

» Q. Will my participation in Work Share affect future Unemployment
Insurance benefits?

A. Itis possible that your future weeks of eligibility for unemployment insurance benefits will be
reduced. Any future benefit reduction will be calculated based on the percentage of work reduction
as indicated on your employer’s Work Share Plan.

» Q. When will | receive my weekly Work Share amount?

A. After UIA notifies you of your eligibility for Work Share Benefits, your employer will submit all
of the certifications on your behalf. Form UIA 1054 will provide you with information regarding
eligibility weeks and benefit amount. You will be receiving your weekly benefit amount after the
employer certifies the Work Share Plan. You will receive your benefit payment within 2-3 business
days after the certification.

» Q. How will | receive my weekly Work Share amount?

A. Payments are deposited on a UIA issued debit card from Bank of America or direct deposit to
your financial institution of choice. To set-up direct deposit you will need to create a Michigan Web
Account Manager (MiWAM) and enter your direct deposit information under the Claimant Services
tab, or call 1-866-500-0017 and select the payment method option. You will need to have your
financial Institution’s routing number and your account number available. If no option is selected,
your method of payment will default to debit card. If you have previously selected a method of
payment, your option will remain the same.

» Q. Can an employee enrolled in Work Share participate if they have a part
time job or another source of employment?

A. If you have other employment and work more hours in your other employment than were
reduced by the Work Share employer it is possible that your weekly benefit amount would be
affected. For example, if you are reduced 10 hours with the work share employer and work 12 hours
with a different employer, you will not receive benefits for that week. You must report the number of
hours worked each week with your other employer to your work share employer.

» Q. Must an employee actively seek other work or accept other work while
participating in Work Share?

A. No, Work Share participants are exempt from the work registration requirement. However, to be
eligible for Work Share benefits, a participating employee must be available for his or her normal
weekly hours of work with the Work Share employer.
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» Q. What happens if | am in a Union?

A. If you are represented by a union, it is the responsibility of your employer to contact your union
and have the agreement of the collective bargaining agent to participate with a Work Share Plan.
Your employer is required to contact the union and receive consent for participation from the
collective bargaining agent.

» Q. What happens to my health, retirement or other benefits while my
hours are reduced on Work Share?

A. Employers with an approved Work Share Plan must continue to provide benefits to affected
employees as though their work weeks have not been reduced.

» Q.1 was receiving a standard unemployment insurance claim then | was
recalled back to work and told that my employer is having me participate
in Work Share. Do | continue to certify my standard claim?

A. While participating in the Work Share Program, do not certify on your previous standard

claim. While the Plan is in effect, your employer is responsible for certifying you for benefits. You
cannot receive benefits under a standard unemployment insurance claim and a Work Share claim.
Certifying on a standard claim while receiving benefits for participating in the Work Share Program
could result in a fraud finding against you, and result in your benefits being stopped, penalties
assessed against you and possible criminal prosecution.

» Q. My employer was participating in the Work Share Program and
subsequently completely laid off staff. What do 1 do?

A. If you are completely laid off from the Work Share Employer, you can file a standard
unemployment insurance claim and it will be reviewed for benefit eligibility.

» Q. Can | protest my Work Share claim or benefit amount?

A. A Notice to Employees of Approved Work Share Plan, cannot be protested. Your employer handles
the entire Work Share process including application, participant list and the work reduction
percentage resulting in the payment of Work Share benefits.

» Q. Who can | contact regarding my Work Share benefits?

A. If you have any questions regarding your participation in the employer’s approved Work Share
Plan, you must contact your employer.

» Q. What type of unemployment insurance benefits will | get if | go on
vacation for a week?

A. If you do not work any hours for your employer and you are not available for work during the
week (vacation), you are not eligible for any type of unemployment benefit. Your employer should
not certify your benefits for the week in which you took vacation.
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» Q. Will child support payments or taxes be deducted from my
Work Share benefits?

A. Unlike a standard unemployment insurance claim where taxes and intercepts for child support
are deducted from your claim, a Work Share benefit payment will NOT include deductions of taxes
or child support. You will receive a 1099 at the end of the year in which you will have to declare
during tax filing.

» Q. My employer has me on a Work Share Plan in which my hours were
reduced by 50 percent. However, this week my employer had me work my
full-time hours. Am | eligible for the Unemployment Insurance Work
Share benefits?

A. No. If your employer indicated on the plan application that you had a reduction of work by 50
percent of your hours and you worked above those hours for the week, your employer should not
certify you for a Work Share benefit for that week. You will not be paid unemployment insurance
benefits for that week.

» Q. What happens if | use a day of paid leave (sick, vacation, personal)
during a Work Share week? What about unpaid time off?

A. If you miss any time during a week and receive paid leave, those hours count as worked time for
calculating Work Share benefits.

If you take leave that is unpaid or you fail to work all available hours, you may not be eligible for
unemployment benefits during that week. For instance, if you are three hours late for work and
are not paid for those three hours by your employer, your employer should not certify your weekly
Work Share benefit and you will not receive payment.

It is your employer’s responsibility to maintain an accurate record of your work hours in order to
certify your work share benefit.

STATE OF MICHIGAN
DEPARTMENT OF LABOR AND ECONOMIC OPPORTUNITY
UNEMPLOYMENT INSURANCE AGENCY

L] L] L]
michigan.gov/uia
UlA is an equal opportunity employer/program. Auxiliary aids, services and other

reasonable accommodations are available upon request toindividuals with disabilities.
REVISED 8/20 TTY services are available at 1-866-366-0004.
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