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SAFE DRINKING WATER STATE REVOLVING FUND

AMERICAN RECOVERY AND REINVESTMENT ACT

Job Reporting Guidance                             
                                                                        SDWSRF-ARRA

REPORTING GUIDELINES AND REQUIREMENTS 
(REVISED 1/21/10)
INTRODUCTION

This document contains the reporting requirements and guidelines for projects funded by the California Department of Public Health (CDPH)-Safe Drinking Water State Revolving Fund (SDWSRF) and the American Recovery and Reinvestment Act (ARRA).  As a condition for receiving SDWSRF-ARRA funds, all water systems receiving ARRA funding (sub-recipients) must fulfill the enclosed reporting requirements and submit the enclosed forms to CDPH Technical Assistance Section by the specified deadlines.  Non-compliance could be treated as a violation of the awarding agreement.  Thank you for your cooperation in helping ensure your project’s continual compliance with the ARRA.

BACKGROUND
With the passage of the ARRA in February of 2009, the CDPH-SDWSRF received federal stimulus money to help fund various clean water infrastructure projects.  As a condition for receiving the financial assistance, CDPH-SDWSRF, in cooperation with its participating sub-recipients, is required under Section 1512 of the ARRA to report on the use of those funds by the end of each calendar quarter, beginning September 30, 2009.  Section 1512 outlined the general reporting goals but also directed various federal agencies and the Federal Office of Management and Budget (OMB) to provide for a “user-friendly” means by which sub-recipients could meet the requirements of Section 1512.

On June 22, 2009, the OMB published its implementation guidance on the Section 1512 reporting requirements.  The guidance detailed the data elements required for reporting as well as affirmed the Section 1512 requirement that the participating water systems comply with the reporting requirements of the Federal Funding Accountability and Transparency Act of 2006.  Moreover, the guidance directed CDPH-SDWSRF to develop the necessary process to collect the required data and report the findings by the quarterly deadline.
Finally, in the middle of August, the California Recovery Task Force directed all state departments and agencies, including CDPH, to submit their respective reporting data to a state database for upload to OMB.  Furthermore, each quarter’s reporting deadline will be announced by the State’s recovery task force and all participating water systems will be notified via email.
QUARTERLY/SUPPLEMENTAL REPORTING REQUIREMENTS
As a condition for receiving funding from the ARRA, all participating water systems are required to collect, formulate and submit data on two occasions during each calendar quarter relating to the number of jobs that are fully or partially funded by ARRA dollars. Participating water systems are also required to report quarterly on the progress of the project, vendor information as well as any “highly compensated individuals.”  Consequently, quarterly reporting is only required once the participating water system has received an executed funding agreement.
JOBS/FTE REPORTING (REVISED 1/21/10):
Participating water systems, in cooperation with their contractors, subcontractors, consultants, design firms, force account staff, etc. are required to report on the jobs that are fully or partially funded by ARRA dollars.  At a minimum, this jobs report shall include any positions that are fully or partially funded by ARRA dollars (i.e. engineer, plumber, carpenter, and contractor).
Water systems must NOT report on “indirect jobs” such as material suppliers (i.e. Home Depot jobs).  Also, water systems must NOT attempt to report on “induced jobs,” such as those jobs possibly created/retained within the local community to operate or maintain an ARRA project.  Finally, employee payrolls who are not fully or partially funded by ARRA dollars, but who, nonetheless, provide critical indirect support (i.e. clerical/administrative staff preparing reports, institutional review board staff members, departmental administrators) SHOULD NOT be included in their quarterly jobs/FTE report.

 Only those jobs that are fully or partially funded by ARRA dollars must be reported.  
Water systems are encouraged to employ a labor compliance consultant to help collect and formulate the jobs data.
PERCENTAGE OF WORK ACCOMPLISHED FUNDED BY ARRA 
Water systems are required to report on the percentage of work accomplished on the project during the reporting period that was funded by ARRA dollars.  For example, a water system may report that during quarter one of 2009, 75% of the work completed on the project was funded by ARRA dollars.  The remaining 25% of the work completed during the reporting period was funded by the supplier.

PROJECT PROGRESS REPORTING
Water systems are required to report on the percentage of the entire project completed during the quarterly reporting period.
VENDOR REPORTING  (REVISED 1/21/10):
Water systems are required to report on any vendor with whom the water system makes any payments for goods or services that are greater than $25,000 during the quarterly reporting period.   Also, if the sum of multiple payments to a vendor, spanning multiple quarters, eventually equals $25,000+, then the vendor must be reported in the quarter that the aggregate of quarterly payments is greater than $25,000.  

Water systems are only responsible for reporting vendors when the $25,000+ payment is made directly between the water system and the vendor. Examples include the project prime contractor, engineering firm, labor compliance consultant, etc.
HIGHLY COMPENSATED INDIVIDUAL(S) REPORTING

Water systems are required to report information on individuals who are highly compensated with ARRA funding.  Three conditions must be met to require reporting of highly compensated individuals.  Based on the preceding fiscal year, the conditions are as follows:

1. The recipient received 80 percent or more of its annual gross revenues in Federal awards; and 

2. The recipient received $25,000,000 or more in annual gross revenues from Federal awards; and 

3. The public does not have access to information about the compensation of the senior executives of the entity through periodic reports filed under section 13(a) or 15(d) of the Securities Exchange Act of 1934 (15 U.S.C. 78m(a), 78o(d)) or section 6104 of the Internal Revenue Code of 1986 [26 USCS § 6104].
	
QUARTERLY REPORTING FORM

Water systems are required to submit a Quarterly Reporting Form for the specified reporting period.  

Please complete the attached Quarterly Reporting Form and submit it via email to DWPFUNDS@cdph.ca.gov ON the specified deadline
Please include the following within the email’s subject line when submitting a quarterly report:

ARRA-[YEAR] / [Quarter]-Quarterly Report-[Water System Name]-[Project Number]
To prevent a processing backlog, water systems are encouraged to collect, process and tabulate the data throughout the duration of the quarter.  No waivers will be granted for failure to report the required information.

REMINDER:  All participating water systems will be required to report quarterly the Jobs/FTE, project progress, vendor information as well as any highly compensated individuals, until the last financial claim has been submitted for the project receiving ARRA funding.  




	SUPPLEMENTAL REPORTING FORM

Water systems are required to submit a Supplemental Reporting Form for the specified reporting period.
Please complete the attached Supplementary Reporting Form and submit it via email to DWPFUNDS@cdph.ca.gov  ON the specified deadline.
Please include the following within the email’s subject line when submitting a Quarterly-Supplementary report:

ARRA-[YEAR]/[QUARTER]-Supplemental report-[Water System Name]-[Project Number]




QUARTERLY REPORTING DATA DEFINITIONS

The following includes definitions and clarifications for completing the attached “Quarterly Reporting Form.”  

A.  Job Title  (REVISED 1/21/10):
Enter a short narrative or description of the type of job being fully/partially funded by ARRA dollars.  This description may be a job title, broader labor category or a widely accepted use of terms that describe the general nature of the work being performed.
C.  Number of employees being fully/partially funded by ARRA dollars  
(REVISED 1/21/10):
Enter the number of employees being fully/partially funded by ARRA dollars that corresponds to the reporting job title and the reported job’s full-time equivalent.  For example, Project ABC created 3 carpenter jobs and their combine FTE was 2.55.
D.  Full Time Equivalent Number (FTE#)  (REVISED 1/21/10):
Enter the number of jobs expressed as full-time equivalents (FTEs) that received ARRA funding in the United States and outlying areas, in this calendar quarter.  This information should be obtained from all contractors, subcontractors, consultants, design firms and force account staff whose payroll is directly billed to an ARRA funded project/activity.  
How to calculate quarterly FTEs  (REVISED 1/21/10):
The requirement for reporting a job as an FTE is a common method for quantifying work in common units to account for part-time and full-time employees.   
The basic calculation is the total number of ARRA funded hours worked by an employee per reporting period divided by the employer's standard full-time number of hours per quarter. 
REMINDER:  The quarterly reporting is divided into two reporting periods to accommodate various reporting deadlines.  A reporting period is not the same as a quarter. 

Standard Quarterly FTE Equation  (REVISED 1/21/10):
FTE=     (ARRA Funded Hours Worked by Employee in the Reporting Period) 
                           (Employer’s Total Full Time Hours in One Quarter)
NOTE:  A standard quarter is composed of 13 weeks and a standard work week is composed of 40-hours.  So, a standard full-time schedule would equal 520-hours in one quarter.

The following are examples of FTE calculations  (REVISED 1/21/10):
 

If 1 carpenter worked a full-time schedule of 480 ARRA funded hours in a reporting period and the total amount of full-time hours in a quarter was 520, the formula would be 480/520 = .92
If 2 carpenters worked a full-time schedule of 480 ARRA funded hours in a reporting period and the total amount of full-time hours in a quarter was 520,  the formula would be (480x2)/520 = 1.85
If 1 carpenter worked a full-time schedule of 480 ARRA funded hours and 1 carpenter worked a part-time schedule of 240 ARRA hours in a reporting period and there was 520 full-time hours in a quarter, the formula would be (480+240)/520=1.38
If 2 carpenters worked a full-time schedule of 480 ARRA funded hours and 2 carpenters worked a part-time schedule of 240 ARRA funded hours in a reporting period, and there was 500 full-time hours in a quarter, the formula would be ((480x2)+(240x2))/520=2.77
It is important to remember that an employee’s FTE calculation will be based solely on the ARRA funded hours worked in a reporting period divided by the total full-time hours in a quarter.   
FTE and Prorating ARRA Funding  (REVISED 1/21/10):
If the ARRA funded project/activity has additional funding sources (SRF, Supplier, etc.) and the amount of ARRA funded hours worked by an employee cannot be determined because of the mixed funding, then please contact Josh Ziese or Tarra Avants at 916-445-2495 for additional guidance and reporting forms on prorating an employee’s FTE based upon the percentage of ARRA funds obligated for that quarter’s work performed.

OPTIONAL:  Jobs Tabulation Sheet – For Water System Use  (REVISED 1/21/10):
In an effort to help participating water systems prepare their quarterly reports, CDPH-DDWEM has created and included with this guidance an excel file for tracking their various ARRA funded employees and their corresponding job titles and calculated FTE numbers.  The jobs tabulation sheet DOES NOT need to be included with a water systems ARRA quarterly report but may be used as a tool in collecting and organizing the jobs information from various contractors, consultants, design firms, force account staff etc.
The excel is file is preprogrammed to calculate, per line item, a single employees FTE number, which is based upon the ARRA funded hours worked in a reporting period divided by an employer’s total full-time hours in one quarter.  

Water systems may employee the jobs tabulation sheet, for each reporting period, at their own discretion.
Holiday/Sick Leave Hours and FTE  (REVISED 1/21/10):
If holiday or sick time/hours is paid with ARRA funds then please include those hours in the FTE calculation.

For example, John Doe worked 450 ARRA funded hours during a reporting period but also had 10 working days of vacation paid for by ARRA dollars.  The equation for calculating his FTE for the reporting period, assuming a quarterly full-time schedule of 500-hours, would be:  (450 + 10) / 500 = .92
Furlough Hours and FTE  (REVISED 1/21/10):
DO NOT negatively adjust an employer’s full-time hours for the furlough hours.  
For example, John Doe normally works a full time schedule of 450 ARRA funded hours during a reporting period.  His employer has a full-time schedule of 500 hours every quarter.  However, because of furloughs, John Doe now only works 400 ARRA funded hours during a reporting period.  The equation for calculating his FTE for a quarter would be400/500 = 0.8 FTE. 

E.  Calendar Quarter/Year  (REVISED 1/21/10):
Enter the calendar quarter that corresponds to the reported data.  Quarterly reporting must correspond to the calendar year as outlined below:
Quarter 1 (Q1):  January 1 – March 31
Quarter 2 (Q2): April 1 – June 30 

Quarter 3 (Q3):  July 1 – September 30
Quarter 4 (Q4):  October 1 – December 31
F.  Project Progress

Enter the percent of the scope of the infrastructure investment that was completed for the entire project during the quarter reported.  Calculating project progress begins with the issuance of a Notice to Proceed and ends when the project is certified complete.

One strategy for quantifying project progress is to divide the project schedule into calendar quarters and estimate the scope of work that is expected to be completed in each calendar quarter.
Percent Complete Example

Project ABC completed 10% of the project during quarter 1/2009 and another 15% during quarter 2/2009.  5% was reported complete during quarter 3/2009 and another 10% of the project was completed during quarter 4/2009 such that a total of 40% of the project was completed during all 4-quarters of 2009.
G.  Vendor Information  (REVISED 1/21/10):
Enter the DUNS number or zip code of the headquarters of any vendor with whom direct payments greater than $25,000 are made by the water systems for goods or services during the quarterly reporting period. Also list any vendors who have received payments over previous quarters and who’s aggregate of payments from previous quarters and including the current reporting quarter now equals $25,000 or more.  (i.e. prime contractor, design/engineering firm, labor consultant, etc.).
H.  Highly Compensated Individuals

If the three conditions for having to report highly compensated individuals are satisfied, then enter the full name and total annual compensation for the five highest paid individuals.  Compensation includes:

1. Salary and bonus.  

2. Awards of stock, stock options, and stock appreciation rights.  Use the dollar amount recognized for financial statement reporting purposes with respect to the fiscal year in accordance with FAS 123R. 
3. Earnings for services under non-equity incentive plans.  Does not include group life, health, hospitalization or medical reimbursement plans that do not discriminate in favor of executives, and are available generally to all salaried employees.  

4. Change in pension value.  This is the change in present value of defined benefit and actuarial pension plans.  

5. Above-market earnings on deferred compensation that is not tax-qualified.  

6. Other compensation.  For example: severance, termination payments, value of life insurance paid on behalf of the employee, perquisites or property if the value for the executive exceeds $10,000.
ADDITIONAL REPORTING REQUIREMENTS 
DISREGARD IF ALREADY SUBMITTED
As a condition for receiving ARRA funding, all water systems are required to collect and submit the following data as it becomes available.
A. Bid advertise date

B. Last construction contract executed
C. Construction start date 
	ADDITIONAL REPORTING EMAIL

In an effort to fulfill the Additional Reporting Requirement, participating water systems must email the additional data to DWPFUNDS@cdph.ca.gov when it becomes available. 

Please include the following within the email’s subject line when submitting your additional report:

ARRA-ADDITIONAL REPORTING-[Water System Name]-[Project Number]
Please include the additional reporting data within the body of the email.


The following includes definitions and clarifications for fulfilling the additional email reporting requirements:

A.  Last Construction Contract Executed

Email the actual date that the last construction contract funded by the ARRA is fully executed.  If the ARRA funding is not funding the construction, this date should reflect the date of the last contract being funded.

B.  Construction Start Date (First Construction Contract Started)
Email the actual date that the first construction contract funded by the ARRA started.  This date may precede the date that the last construction contract is executed.  Construction contract is deemed started when a notice to proceed is issued. 
C.  Bid Advertise Date

Email the date when your project was first put out to bid. 
DATA QUALITY

Participating water systems are responsible for the accuracy of the data reported.  While CDPH will be submitting the data to the statewide reporting database, participating water systems remain responsible for the quality and accuracy of the data.  Moreover, water systems must notify CDPH immediately if any error in reporting has occurred.
DO NOT REPORT PROJECTED DATA.  PLEASE ONLY REPORT ACTUAL DATA.

Even though you are submitting data prior to the end of the fiscal quarter, please do not report projected data for the remaining quarter.  Rather, submit any missing, omitted or additional data Supplemental Reporting Form by the specified deadline.
AUDIT AND INSPECTION

The data collected and reported will be subject to audit and inspection per the conditions set fourth in the funding agreement.  As such, please retain copies of all records used in the formulation of the quarterly reporting data.

ADDITIONAL GUIDANCE

All water systems are encouraged to review the reporting webinars sponsored by the Federal Office of Management Budget for additional guidance on ensuring the quality of the data reported.  The webinars can be found at http://www.whitehouse.gov/Recovery/WebinarTrainingMaterials/
QUESTIONS
All questions regarding the project reporting guidance can be directed to Josh Ziese at joshua.ziese@cdph.ca.gov / 916-591-4737 or Tarra Avants at Tarra.Avants@cdph.ca.gov / (916) 445-2495
1/21/10

                        Page 1 of 10
1/21/10

Page 2 of 10

