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JobKeeper Update
Friday 17 April 2020



If you have not received your email by 
6pm today, and have checked your 
junk inbox, please email 
humanresources.vic@ymca.org.au
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Instructions to complete the employee nomination form

1. The link in your email will take you to this form:



Instructions to complete the employee nomination form

2. Scroll down and verify your information, also populate anything 
that may be missing – eg. date of birth, postcode etc.



Instructions to complete the employee nomination form

3. Once your form has been updated, you need to click ‘Yes, I agree…’ to be 
nominated for the JobKeeper subsidy.
If you do not want to be nominated for the subsidy, click ‘No, you do not 
agree…’



Instructions to complete the employee nomination form

4. Once the form has been updated, click on ‘sign document’. 

5. A PDF will be generated and may take 10 – 15 seconds to completed



Instructions to complete the employee nomination form

6. The digital signature program will appear and ask you to review the 
document before submitting, click review document.



Instructions to complete the employee nomination form

7. Review the document and ensure all information is correct, then click ‘sign here’.
If the information is not all correct, go back and correct before proceeding.  



Instructions to complete the employee nomination form

8. Select your digital signature (using your curser)

9. Scroll back to the top of the page and click ‘finish signing’.



Instructions to complete the employee nomination form

10. Your screen will show that the process is complete. You will be emailed a 
copy of this form for your records.
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You must complete your JobKeeper employee 
nomination form by:

4pm on Monday 20 April. 

(Yes, that is this Monday)
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[Name]

[Specific criteria you do not meet will be inserted here]

If you are ineligible, 
your email will look 
like this:



Please email humanresources.vic@ymca.org.au if 
you believe you are eligible but have been identified as 
ineligible. 

Please do not contact your line manager and direct all 
enquiries to the above email address.
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JobKeeper Q&A
Friday 17 April 2020
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Thank you
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