Department of Commerce (DOC) Guidance for the Reports of
Use of Funds Pursuant to the American Recovery
And Reinvestment Act of 2009
Contracts

The following information is provided to assist Contractors with their reporting
responsibilities under ARRA.

A. General Information

This reporting is separate from all other reporting requirements under your contract. To
assist contractors with fulfilling their reporting responsibilities, templates for the
quarterly ARRA reports have been developed. Sample completed templates have been
prepared and are posted on DOC’s Recovery Act webpage
(http://recovery.commerce.gov).

B. Contractor Responsibilities

Register at http://www.FederalReporting.gov. In order to register, you will need to be
registered in the Central Contractor Register (CCR) and have a Dun & Bradstreet (D&B)
number prior to registering. The system is open for registration now and you must be
registered in order to submit your report. All reporting must be done on-line.

If you will be awarding any subcontracts under your contract, the following information
is provided:

e If all of your subcontracts will be awarded to individuals and/or will be under
$25,000 each, you will be required to aggregate subcontract award information.

e Only first tier subcontracts need to be reported.

e You may delegate authority for your 1% tier subcontractors to report their
information directly. However:

0 They must then register at http://www.FederalReporting.gov

o0 You will be required to review their submissions for timeliness,
completeness and accuracy.

o0 You will be required to work with them to ensure any omissions or errors
are corrected in a timely manner.

e If you choose to delegate this reporting responsibility, please advise your
Contracting Officer of that decision to simplify the Government’s oversight
responsibility and reduce inquiries to you.

e If you do not delegate reporting responsibility to your 1% tier subcontractors, you
will be responsible for reporting data associated with the subcontract(s).

The first reporting period ends September 30, 2009 and the first report must be submitted,
on-line, by October 10, 2009. Subsequent reporting periods end on December 31, March
31, June 30 and September 30 with reports being due by the 10" of January, April, July
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and October for the life of your contract. The report template does provide the capability
to identify when you have submitted your final report.

Between the 11™ and 21% of the reporting month (January, April, July and October), you
are required to review the report(s) which have been posted for your contract (which
would include any subcontractor reports) to ensure (1) the report has been posted; (2) that
all data fields are completed; and (3) that the data included is accurate. Beginning on the
21% day and ending on the 29" day, the Government (Contracting Officer (CO) and
Contracting Officer’s Representative(COR)) will review the reports posted to ensure (1)
the report was posted; (2) the data fields have all been completed; and (3) the data is
accurate based on previous reports and other information available to them through their
administration of the contract (e.g., if you report no subcontracts but they are aware that a
subcontract has been issued; percentage of completion; amount invoiced, etc.).

In the period between the 21% and 29™, the CO/COR will contact you regarding any
reports not posted, incomplete data fields and/or issues with data reported to seek
clarification or correction. All changes must be made by close of business on the 28" to
allow the Government to conduct a final review and classify the report before it is
“locked” on the 30" day.

After the 30" day, each report will be posted to Recovery.gov. As well, if there are
uncorrected material omissions and/or significant data errors, the CO/COR will report
those omissions/errors to recoveryupdates@gsa.gov and the Recovery Board will make
such instances public on the www.Recovery.gov website.

C. Government Responsibilities

ARRA includes specific responsibilities associated with this quarterly reporting for the
Government CO/COR. Specifically:

e The Contracting Officer will fill out and post a template example for each
program that is reportable under Sec. 1512 of ARRA.
e Review all reports to:
o Identify missing reports
o Identify reports with missing information
0 Review for consistency and reasonableness the data reported.
o0 Classify each report
e Take appropriate action under the terms of the contract to address contractor non-
compliance or unacceptable performance associated with the quarterly ARRA
reporting requirements.
e Report uncorrected material omissions or significant reporting errors to
recoveryupdates@gsa.gov.
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D. Additional Guidance

e OMB Memorandum, M-09-21, June 22, 2009 — Implementing guidance for
the Reports on Use of Funds Pursuant to the American Recovery and
Reinvestment Act of 2009 available at http://www.recovery.gov

e Frequently asked questions available at http://www.recovery.gov

e Supplemental Jobs Reporting Guidance from DOC available at
http://recovery.commerce.gov

e FAR Clause 52.204-11

e Your CO/COR

e Templates are available at http://www.recovery.gov

E. Template Guidance

The Recipient Report Instructions available with the templates provides explanations that
will assist you in completing your report. Please review these instructions prior to
entering data.

If you are a Prime Recipient who is submitting a report or reports on behalf of your Sub
Recipient, you must fill out both the Prime Recipient and the Sub Recipients worksheets.

If you are a Prime Recipient who is NOT submitting a report or reports on behalf of your
Sub Recipient, you must fill out only the Prime Recipient worksheet.

If you are a Sub Recipient who has been delegated by the Prime Recipient the

responsibility to prepare and submit their own quarterly reports, you must fill out only the
Sub Recipient worksheet.

Prime Recipient Worksheet Data Elements

Reporting Information

Award Type — will always be “Federally Awarded Contract”

Award Number — This is the contract/order number included on your award document.
Copy this exactly as it appears on that document.

Final Report — Enter Yes or No; only enter Yes if the report is the final report for the
contract and no further quarterly ARRA reports will be filed.

Order Number — If your contract allows/requires issuance of task or delivery orders
under the contract, report the task/delivery order number as it appears on your award
document. This would also apply to awards made under Federal Supply Schedule
Contracts or awards made against Multiple Award Contracts (MACs) or Government-
wide Acquisition Contracts (GWACS).

Award Recipient Information

Recipient DUNS Number — Enter your organization’s 9-digit DUNS number.
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Recipient Account Number — THIS IS AN OPTIONAL FIELD. This is a recipient
internal identifying number assigned by the recipient to the award.

Recipient Congressional District — Report the Congressional District for your address.
Note: This may be different than the Congressional District for the Place of
Performance.

Award Information

Funding Agency Code — There is a drop-down list to assist in identifying the appropriate
code. This is the numeric code of the Federal Agency responsible for
funding/distributing the ARRA funds to Recipients. NOTE — This may be different than
the Awarding Agency. For example, the Department of Interior is awarding an ARRA
funded contract on behalf of the Department of Commerce. The Agency Code reported
here would be for the Department of Commerce.

Awarding Agency Code — There is a drop-down list to assist in identifying the
appropriate code. This is the numeric code of the Federal Agency responsible for
awarding and administering the contract on behalf of the Funding Agency. NOTE - This
may be different than the Funding Agency Code. Using the example above, the
Awarding Agency would be the Department of Interior and the code for Department of
Interior would be entered. However, if the Funding Agency and the Awarding Agency
are the same, use the same Agency code in both blocks.

Award Date — Insert the date when the award was signed by the Government Contracting
Officer. This date will appear on the front page of your award document.

Amount of Award — Insert the total amount obligated by the contract. This number will
appear on the front page of your award document. In the case of a modification against
an existing contract/order being funded with ARRA funds, insert the amount obligated by
the modification. NOTE: If your contract is to be incrementally funded, you would
report the amount funded not the total dollar value of the contract. If your contract
includes options, you would report the amount funded for the base requirement and any
options exercised at the time of award, not the total value of the base period and all
option periods. If your contract is an Indefinite Delivery Indefinite Quantity (IDIQ)
Contract, you would report only those dollars obligated with the contract (e.g., the
guaranteed minimum quantity in the case of an IDIQ contract; for an indefinite delivery
contract, report the total dollars obligated which should be the dollar value of the items to
be delivered but for which a delivery date has not yet been established; for a
requirements-type contract, you would report $0 unless an initial order was issued as part
of the basic contract). Additional orders under an IDIQ (including indefinite delivery and
requirements-type) contracts, incremental funding, and/or exercise of options will be
reported when that specific contract action occurs.

Government Contracting Office Code — the agency supplied code of the contracting
office that executes the award. If you cannot identify this code, contact your Contracting
Officer.

Program Source (TAS) — The Agency treasury Account Symbol (TAS) that identifies the
funding Program source. This code may be found in your contract or by calling the
Contracting Officer.



Sub Account Number for Program source (TAS) — See Description for Program Source
above. This code (if one is assigned) may be found in your contract or by calling the
Contracting Officer. (If no sub account number is assigned, leave blank)

Total Number of Sub Awards to Individuals — Report the number of awards made to
individuals.

Total Amount of Sub Awards to Individuals — Report the total dollars awarded (in
aggregate) for all sub awards made to individuals.

Total Number of Sub Awards less than $25,000/award — Report the total number of sub
awards to other than individuals where the value of the sub award is less than $25,000.
Total Amount of Sub Awards less than $25,000/award — Report the total dollars
awarded (in aggregate) for all sub awards made to other than individuals.

Award Description — Provide a description of the overall purpose and expected outcomes
or results of the contract. Include significant deliverables and, if appropriate, associated
units of measure. NOTE - this is available from your contract document.

Project Information

Project Status — Provide the status of the work that has been completed. This evaluation
should be based on performance progress reports and other relevant non-financial
performance information. Options to select from include Not started, Less than 50%
completed, Completed 50% or more and Fully completed. Where there are multiple
projects, provide your best estimate of the completion of all projects based on any
aggregate data and information.

Total Federal Amount ARRA Funds Received/Invoiced — Enter the amount of Recovery
Act funds invoiced by the end of the current reporting period. This is a cumulative field,
so when the second report is submitted this field would be updated to reflect the
cumulative amount of invoices submitted from the start of the contract until the end of
the second reporting period (December 31, 2009).

Number of Jobs — Provide an estimate of the number of jobs created and jobs retained in
the U. S. and outlying areas. At a minimum, include any new positions created and any
existing filled positions tat were retained to support or carry out ARRA funded contracts
managed directly by the federal contractor. The number shall be expressed as “full-time
equivalent” (FTE), calculated cumulatively as all hours worked divided by the total
number of hours in a full-time schedule, as defined by the contractor. For instance, two
full-time employees and one part-time employee working half days would be reported as
2.5 FTE in each calendar quarter. A job cannot be reported as both created and retained.
Description of Jobs Created — Provide a narrative description of the employment impact
of the ARRA funded work. The narrative is cumulative for each calendar quarter and
should address, at a minimum, the impact on the contractor’s workforce. Identify the
types of jobs created and jobs retained. This description may rely on job titles, broader
labor categories, or the contractor’s existing practice for describing jobs as long as the
terms used are widely understood and describe the general nature of the work.

Quarterly Activities/Project Description — Provide a description of all significant
services performed/supplies delivered, including construction, for which the prime
contractor invoiced in this reporting period.



Activity Code- A drop-down list is available to assist with completing this field. Enter
the 6-digit North American Industry Classification System (NAICS) code found in the
solicitation/contract. This is the NAICS code applicable to the contract award (not sub
awards). Your Contracting Officer can also assist in identifying this code.

Primary Place of Performance

Street Address 1 — This is an optional field. Provide the street address of the physical
location of the primary place of performance.

Street Address 2 — This is an optional field. Provide the street address of the physical
location of the primary place of performance.

City — Identify the name of the city where the primary place of performance occurs.
State — Identify the name of the state where the primary place of performance occurs.
Zip code + 4 — Identify the zip code plus 4 for the primary place of performance address.
Congressional District — Identify the Congressional District for the primary place of
performance.

Country — Use the 2 letter alpha code for the country where primary performance occurs.
A drop-down screen is available to assist.

Recipient Highly Compensated Officers

Prime Recipient indication of reporting applicability — This is a Yes/No field. The
answer is Yes if all of the following conditions are met:
e In the contractor’s preceding fiscal year, the contractor received:

0 80% or more of its annual gross revenues from Federal contracts (and
subcontracts), loans, grants (and subgrants) and cooperative agreements;
and

o $25,000,000 or more in annual gross revenues from Federal contracts (and
subcontracts), loans, grants (and subgrants) and cooperative agreements;
and

e The public does not have access to information about the compensation of the
senior executives through periodic reports filed under section 13(a) or 15(d) of the
Securities Exchange Act of 1934 (15 U.S.C. 78m(a), 780(d)) or section 6104 of
the Internal Revenue Code of 1986.

Officer Name — Complete only if response in previous field was Yes. Provide the names
of each of the 5 most highly compensated officers of the contractor for the calendar year
in which the award is awarded if:

e In the contractor’s preceding fiscal year, the contractor received:

0 80% or more of its annual gross revenues from Federal contracts (and
subcontracts), loans, grants (and subgrants) and cooperative agreements;
and

o $25,000,000 or more in annual gross revenues from Federal contracts (and
subcontracts), loans, grants (and subgrants) and cooperative agreements;
and



e The public does not have access to information about the compensation of the
senior executives through periodic reports filed under section 13(a) or 15(d) of the
Securities Exchange Act of 1934 (15 U.S.C. 78m(a), 780(d)) or section 6104 of
the Internal Revenue Code of 1986.

Officer Compensation — Complete only if the response in the first data field in this
section was Yes. See FAR clause 52.204-11 for how to calculate “compensation.

Sub Recipient Worksheet Data Elements

Reporting Information

Award Type — Enter “Federally Awarded Contract”

Award Number — Enter the Prime Contract number; should be the same as it appears in
the Recipient Worksheet

Recipient DUNS Number — Enter the DUNS number for the prime recipient; should be
the same as it appears in the Recipient Worksheet

Sub-Recipient Information

Sub Recipient DUNS Number — Enter the subcontractor’s organization’s 9-digit DUNS
number.

Sub Award number — Enter the subaward number or other identifying number assigned
by the prime contractor

Sub Recipient Congressional District — Enter the subcontractor’s Congressional District
based on the subcontractor’s address. This may be the same or different than the
Congressional District for the place of performance.

Sub-Award Information

Amount of Sub Award — Enter the anticipated total amount of funds to be disbursed to
the subcontractor over the life of the award.

Sub Award Date — Enter the date (mm/dd/yyyy) the subcontract was signed by the
Contractor.

Street Address 1, Street Address 2 — These are optional fields. Enter the address of the
subcontractor’s place of performance (the physical location of primary place of
performance).

City, State, Zip Code+4, Congressional District, Country — Enter the indicated
information (city, state, etc.) for the subcontractor’s physical location of the primary
place of performance. The Congressional District may be different than that entered from
the subcontractor’s Congressional District reported for where the subcontractor’s office is
located.

Sub Recipient Highly Compensated Officers




Sub Recipient Indication of Reporting Applicability — This is a Yes/No field. Enter yes
if all of the following conditions are met:
¢ In the subcontractor’s preceding fiscal year, the subcontractor received:

0 80% or more of its annual gross revenues from Federal contracts (and
subcontracts), loans, grants (and subgrants) and cooperative agreements;
and

o0 $25,000,000 or more in annual gross revenues from Federal contracts (and
subcontracts), loans, grants (and subgrants) and cooperative agreements;
and

e The public does not have access to information about the compensation of the
senior executives through periodic reports filed under section 13(a) or 15(d) of the
Securities Exchange Act of 1934 (15 U.S.C. 78m(a), 780(d)) or section 6104 of
the Internal Revenue Code of 1986.

Officer Name — Complete only if response in previous field was Yes. Provide the names
of each of the 5 most highly compensated officers of the subcontractor for the calendar
year in which the award is awarded if:

e In the subcontractor’s preceding fiscal year, the contractor received:

0 80% or more of its annual gross revenues from Federal contracts (and
subcontracts), loans, grants (and subgrants) and cooperative agreements;
and

o $25,000,000 or more in annual gross revenues from Federal contracts (and
subcontracts), loans, grants (and subgrants) and cooperative agreements;
and

e The public does not have access to information about the compensation of the
senior executives through periodic reports filed under section 13(a) or 15(d) of the
Securities Exchange Act of 1934 (15 U.S.C. 78m(a), 780(d)) or section 6104 of
the Internal Revenue Code of 1986.

Officer Compensation — Complete only if the response in the first data field in this
section was Yes. See FAR clause 52.204-11 for how to calculate “compensation.



