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The UVA Employee Assistance Fund is a source of grants for UVA employees to help meet significant, 

unexpected, nonrecurring needs that cannot be funded by other resources. 

Before You Begin 

Understand the following requirements/components needed to submit the request:  

• To receive a grant, you will be required to have a viable f inancial plan to avoid the need for future f inancial 
assistance for the same reason. The Community Resource Specialist will help you develop a plan if  you do not 
have one already.  

• To obtain a grant, you must complete this request which MUST contain some proof or documentation that you 
need the money for the reason you give. Documentation could be the bill you need to pay, a note f rom your 
landlord, etc. The Community Resource Specialist can help you get this documentation if  you would like 
assistance. 

• Taxes will be withheld f rom the grant, so you will not receive the full amount requested.  

• Finally, before we can pay you a grant, we need to verify that you have not been subject to any disciplinary 
actions that resulted f rom violating UVA Standards of Conduct policy within the past twelve (12) months or is 
that there is a case against you pending. 

• After completing this request, you will be contacted by the UVA Community Resource Specialist who will 

help you verify there are no other resources to assist you. 

Request Employee Assistance Fund 

You can navigate to the request form a few different ways in Workday. This approach will be using the 

Workday Search feature, as the search bar is a constant feature that is always available to you, no matter 

where you are in Workday.  

1. Type ‘Create Request’ in the Workday 

Search feature and select the Task that 

appears below.   

 

 

2. Using the prompt , 

select the Request Type of 

‘Employee Assistance Fund.’  

• You can either type 

the name of the 

Request Type in the 

box or navigate to the 

‘All’ category within.  

3. Click OK.  
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4. Complete the Employee Assistance Fund Form as it applies to your reimbursement request.  

• All fields are required. 

 

5. Attach your document(s) 

that will confirm your 

hardship in the 

Attachments section. 

Proof of hardship and the 

amount you need is 

required.  

 

 

 

 

 

6. Click SUBMIT.   

Once submitted, the form will be sent to the UVA Community Resource Specialist for review.  

You will receive a Workday notification when your reimbursement has been approved, or i f the task is sent 

back to you for revision.  


