Agency Name:  _________________________________




ARRA Program:  ________________________________

Reporting Period:  February 17, 2009 to September 30, 2009

	#
	Task
	Description
	Sub-Recipient Duty if Delegated
	Due Date
	Date Completed
	Status

	1
	Review guidance
	OMB Memorandum M-09-21
	Yes
	
	
	

	2
	Review supplements
	OMB Memorandum M-09-21
Supplement 1 List of Programs

Supplement 2 Data Elements
	Yes
	
	
	

	3
	View webinars
	General Overview

Prime Recipient Reporting

Sub-Recipient Reporting

Data Quality Requirements
	Yes
	
	
	

	4
	Review FAQs
	FAQ on http://www.whitehouse.gov/omb/recovery_faqs/ 
	Yes
	
	
	

	5
	Review excel spreadsheet
	Excel spreadsheet on http://www.recovery.gov/?q=content/recipient-reporting 
	Yes
	
	
	

	6
	Identify POC
	The Point of Contact (POC) will approve/deny any registrations using your agency DUNS number.
	
	
	
	

	7
	Prime recipient determines if reporting will be delegated to the sub-recipient
	If yes, communicate requirements to the sub-recipient and monitor completion.  
	
	
	
	

	8
	Determine who from your organization will register in FederalReporting.gov
	Identify grant coordinator for each ARRA grant award.
	Yes
	
	
	

	9
	Assign DUNS number to the registrants
	Identify your organization’s DUNS number and assign to registrants.
	Yes
	
	
	

	10
	Verify contact information in DUNS
	FederalReporting.gov will pre-populate many fields with the basic information in DUNS.
	Yes
	
	
	

	11
	Verify CCR registration
	Enter the registrants’ DUNS number into CCR.  Verify that your CCR registration is current.  CCR registration needs to be renewed annually. FederalReporting.gov will pre-populate many fields with the basic information connected to your CCR registration.
	
	
	
	

	12
	Clearly communicate expectations for reporting
	If delegating, prime recipient should clearly communicate with sub-recipients expectations for reporting and sub-recipients should work with the prime recipient to understand expectations.
	
	
	
	

	13
	Register early
	Registration opens in FederalReporting.gov August 17th.
	Yes
	September 4
	
	

	14
	Compile list of award numbers
	Each ARRA grant award is a separate report in FederalReporting.gov.  Obtain the award number from your grant award letter and enter to the excel spreadsheet.
	Yes
	
	
	

	15
	Obtain key data fields
	Using the grant award announcement and M-09-21 Supplement 2 Data Elements, enter the key fields into the excel spreadsheet.
	Yes
	
	
	

	16
	Plan and document internal review process
	Document the key steps to achieve a review of data to ensure data completeness and quality.
	Yes
	
	
	

	17
	Design and document internal controls for data quality review
	Develop internal controls including review and approval by director and control totals.
	Yes
	
	
	

	18
	Read FAQs periodically throughout process
	FAQs will be added throughout this process. (see step 4)
	Yes
	
	
	

	19
	Plan and document method to gather data to calculate jobs created/retained for each ARRA award
	Document the data gathering process and the decision making process.  Retain work papers detailing the calculation.
	
	
	
	

	20
	Check your federal agency website often for further guidance.
	OMB has directed federal agencies to provide examples of job created/retained calculations, report examples, guidance and webinars/training on the federal agency websites.  Check often.
	
	
	
	

	21
	Contact sub-recipients and vendors to collect data and compute jobs created/retained
	Capture the first level of job creation either at the prime recipient, the sub-recipient and or the vendor.  Total hours worked including vacation and sick leave paid for by ARRA funds is divided by 2,080 hours in a year to obtain FTEs.  Maintain work papers to support this calculation.
	
	
	
	

	22
	Compile list of vendor payments greater than $25,000
	Prime recipient must obtain this information from sub-recipients if reporting is not delegated to the sub-recipient.  Only report vendors when an individual invoice is greater than $25,000.
	Yes
	
	
	

	23
	Gather data elements for those vendor invoices
	Use Supplement 2 Data Elements for Vendors as a guide.
	Yes
	
	
	

	24
	Collect grant expenditure data
	Maintain copies of reports used to compile the cumulative expenditure data for an ARRA grant.
	Yes
	
	
	

	25
	As data is collected, begin review and data quality process.  Evaluate and take corrective action.
	Follow documented review and internal controls to ensure data completeness and accuracy.
	Yes
	
	
	

	26
	Enter data for each award to spreadsheet
	Follow format of spreadsheet and cell descriptions.
	Yes
	
	
	

	27
	Upload spreadsheet to FederalReporting.gov and create report
	Correct data validation issues identified by the system.  Update the excel spreadsheet to reflect these corrections.
	Yes
	
	
	

	28
	Submit report
	This becomes Version 1 of the report and is the report that fulfills compliance with the ARRA Section 1512 reporting requirements.
	Yes
	October 1 through October 10 Saturday 10:59 PM CST
	
	

	29
	Submit spreadsheet to the State Budget Division
	Instructions will be issued on this process.  Take this step only after the spreadsheet is successfully loaded into FederalReporting.gov
	
	
	
	

	30
	Continue data review
	From October 11th to the 21st, the report creator will be able to issue a new version of the report and make corrections.  Corrections can be made by creating a new version of the report.
	Yes
	October 11 – 21
	
	

	31
	Respond to federal agency inquiries
	From October 10th to the 30th, the federal agency will review your reports.  They will contact the report originator with comments.  Your agency should respond to those comments within 24 hours.  Advise your agency director and assigned AS Budget Analyst immediately if you will not be able to make corrections by October 30th.  Not responding to the federal agency will result in a posting on Recovery.gov indicating that the prime recipient or sub-recipient did not respond.
	Yes
	October 10 -30
	
	

	32
	Update the excel spreadsheet for any changes that may have been input to FederalReporting.gov manually and email to your assigned Budget Analyst.
	Throughout the review process, corrections can be made to the report in FederalReporting.gov.  It may be easier to change one field in the system rather than reload the spreadsheet.  Be sure to keep the spreadsheet in sync with the report in the system.
	
	
	
	

	33
	Maintain documentation
	Maintain documentation for future reviews and to provide instructions for next quarter’s reporting.  Document any errors discovered after October 30 and incorporate corrections into the January 10th report.
	Yes
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