ARRA Reporting Tool Instructions

for Recovery Grants from DCJS
Included in this document are instructions for filling out the ARRA Reporting Tool (ART) for Recovery Grants from DCJS.  Additional guidance can be obtained by emailing Stacey.Bederka@dcjs.ny.gov or calling Stacey Bederka at 518-457-9896. 

The ART is due each quarter that your grant is active after its execution date.  It is due 5 days after the end of each quarter.  Once completed, it should be emailed to:  

dcjsfunding@dcjs.ny.gov
The Form:

Tab 1: Subrecipient Report:

Part 1: Grantee Information: The main information collected here is identifying information for your organization/project. 

Grantee Name: Name of the Grantee (can be found in the DCJS GMS).  
Date of CCR Registration Expiration: This is the date that your current CCR registration expires (Having your DUNS number registered in CCR is a requirement for ARRA grants).  You can login to your CCR registration at:  https://www.bpn.gov/ccr/default.aspx
Quarter:  Please enter the quarter you are reporting on.  Quarters are:
Jan 1 – March 31:  
  Report Due April 5

April 1 – June 30: 
Report Due July 5

July 1 – Sept. 30: 
 Report Due Oct. 5

Oct. 1 – Dec 31: 
Report Due Jan 5
DUNS Number: This is a 9 digit number that is issued to your agency for federal identification purposes.  This is required for all grantees. Contact your agency head if you are not sure of this number.  There are no dashes in this number; it is formatted like this: 123456789
DCJS Number:  This number is your DCJS assigned number.  It can be found in the DCJS GMS.  It will look like this: BR09192937 or VR09876542.  It should not be confused with your DCJS assigned Project Number which is formatted with dashes.

Congressional District (For Agency):  This is the Congressional District your Agency Headquarters is located in.  It can be looked up by zip code here:  http://www.census.gov/geo/www/cd108th/NY/zcta_c8_36.pdf
Award Amount: This is your award amount for this particular DCJS Number.  It can be found in the DCJS GMS. 

Award Date:  This is the OSC Executed Date for your project.  

Address Fields:  In the next fields, you will enter the address of the program’s primary place of performance.  

Congressional District for Program: Enter the Congressional District for the Program’s Place of Performance.  It can be looked up by zip code here:  http://www.census.gov/geo/www/cd108th/NY/zcta_c8_36.pdf
Indication of Reporting Applicability: This is a yes or no drop down box.  Choose yes or no based on the following criteria: 
Yes: Enter yes if in the preceding fiscal year, the grantee received 80%+ AND $25M+ annual gross revenue from federal grants, contracts, loans, or cooperative agreements AND the public does not have access to Sr. Executive Compensation.  No:  Enter no is the preceding is not true. 

Please note:  Choosing yes here is rare. 

Officer Name and Compensation (1 – 5):  Fill out this section only if you chose yes on the question above.  If you chose no, you can leave this blank.  
Part 2: Project Information: The main information collected here is information on the project being funded.

Project Name or Title: Project Title can be found in the DCJS GMS

Project Status: This is a drop down box.  Please choose either: not started; less than 50% completed; completed 50% or more; fully completed

Number of Jobs: This will be filled in for you automatically from the next worksheet.  Do not attempt to fill in. 

Description of Jobs Created:  A very brief description of the type of jobs created or retained.  Example:  1 FTE Administrative, 1 FTE intake Coordinator, 1 FTE Probation Officers.  The FTEs should match what you report on the second worksheet. 
Quarterly Activities/Project Description:  A very brief description of what occurred during the quarter. Example:  “The Police Department researched and purchased the Livescan equipment this quarter.”  Or “The Center trained 15 staff.  We also served 32 clients in transitional housing.”

Part 3: Vendor Information:  The main information collected here is to capture payments sent to vendors.  We are collecting Vendor Information on payments made to vendors that equal $25,000 or over.  For vendor payments under $25,000, you do not have to report. Consultants SHOULD be included here; regular personnel service in your own agency should not. Also, include other vendor payments (example – you buy $25,001 from Dell Computers.  It should be included.  Your agency holds a conference at the Holiday Inn and you pay them $32,000.  That should be included).   
Vendor Duns Number:  Please enter the Vendor’s 9 digit DUNS number.  If you cannot get it, we will need the name of the vendor, address of the business’s headquarters including their zip plus 4.  To obtain this, you can go to http://zip4.usps.com/zip4/welcome.jsp and enter the address – this will give you the address with the zip plus four.
Vendor Name: Please enter the legal name of the vendor. 

Vendor HQ Zip +4:  Please enter the zip code plus four of the vendor’s headquarters.  To obtain this, you can go to http://zip4.usps.com/zip4/welcome.jsp and enter the address – this will give you the address with the zip plus four. 

Product Service and Description:  Please enter what you paid for.  Example:  Consultant Services.  Example:  24 Computers. 

Payment Amount: Please enter the payment amount. 

Statement:  Please enter the name and phone number of the person filling out the form.  This will attest to the accuracy of your report, as well as allow DCJS to contact you with questions. 
Tab 2: Subrecipient Jobs Calculation

FTE Standard Hours:  In these boxes, we are calculating the Full Time Equivalent (FTE) standard in YOUR agency. 

In the work days box, enter the number of work days in the quarter you are reporting on.  ALL paid time should be included.  

Example:  If you count the work days in the quarter Jan. 1 – March. 31, 2010, you will get 64.  This is counting Mondays – Fridays during that time period.  In my agency, a full time employee is paid for Holidays, Personal Time, and Sick Time, so even though a full time employee was out on January 1 because it was a paid holiday, we still include it in the computation.   

      In the hours per day box, enter the number if hours a standard full time employee works per day. 

Example:  In my agency, a full time employee works 7.5 hours per day.  

      So, I will enter 64 in the “work days” box and 7.5 in the “hours per day box.”

The math with automatically be done for you and your total hours for the quarter will be filled in automatically.   (In the preceding example, it will be 480 hours).

      Compensated Hours by Employee:   In these boxes, we are calculating the FTE for each employee paid for with grant funds.  Include here:
1.)  All new employees being paid with these grant funds

2.) All retained employees (a retained employee is an employee who is NOW being paid by grant funds). 

3.) All contracted hours (consultant hours)

4.) Any employees being paid by another agency out of this grant (for example:  The State Probation Department awards 10 probation departments across the state money from this grant to hire staff.  Each staff member at each department must be included here). 

      Category:   This is a drop down box.  Pick the category from the list that best describes the employee’s position. 

      Employees:  Enter the name of the employee in the box.
      Title:   Enter the title of the employee. If the employee is a consultant, enter consultant. 

      Work Days: Enter the number of days the employee worked/or was compensated for in the quarter.  This is NOT cumulative – it is only for the quarter being reported on. 

     Hours per day:  Enter the number of hours per day the employee works.

     Overtime hours:  Enter the number of overtime hours FOR THE QUARTER. 

     Total Hours:  Will be computed automatically for you. 

     Special Circumstances
    The underlying idea with this chart is to figure out the amount of hours each person worked in the quarter.  

    This can be arrived at many ways.  For instance, if you have a consultant and you know he worked 600 hours in the quarter, you can put a “1” in the number of work days and “600” in the hours per day box, and that will multiply out to 600 hours for the quarter.

    Likewise, if you have an hourly employee and know he worked 50 hours in the quarter, but worked a different amount of days and hours every week, you can put a “1” in the number of work days and “50” in the hours per day box, and that will multiply out to 50 hours for the quarter. 

    If you are only charging overtime to this grant, you can simply enter the number of overtime hours for the quarter in the overtime box (as well as the category and the employees names).

    Totals 
    Your totals will be compiled for you at the bottom of the chart.  It then will carry over to the spot on the first tab for the “total amount of jobs.”
