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Job Reporting Guidance                             
                                                                        SDWSRF-ARRA

Reporting Frequently Asked Questions
Q: Should a sub-recipient staff working on an ARRA funded project be reported (such as a project manager, engineer, etc)?

A: If that job will be directly funded with ARRA payroll dollars, you need to report the FTE.  

1.  What is an employer’s full time schedule?

The full time schedule is determined by each employer and is a subjective data element.  In an effort to make the full time schedule fluid, OMB made each individual employer define their full time schedule.  

The employer’s full time schedule is not employee’s full time schedule.  This means that the employer’s schedule applies to all its employees.  For example and engineering firm’s standard schedule has 13 weeks in the quarter and 40 hours a week.  This schedule applies to all employees who work at the company.  Some employees at that engineering firm may be considered full time but work less than the employer’s standard full time schedule in the quarter.  The employer should use the standard full time schedule in the calculation to determine the FTE.

2.  An employer hires a pipe layer to work full time for 3 weeks during a quarter.  How do I calculate his FTE?
If the employee worked 40 hours each week for 3 weeks, his hours funded by ARRA would equal 120.  If the employer’s standard full time schedule is 40 hours a week and 13 weeks in the quarter, then the employer’s full time schedule would be 520.  Therefore, that employee’s FTE during the quarter would equal 0.23, which is120/520.

3.  Should we go back to previous quarter and recalculate the jobs based on the new jobs definition?

Currently, there is no guidance on recalculating jobs data based on the new definition, so please do no spend time recalculating.  However, the federal government may open the data base and ask for the jobs to be recalculated.  We will contact you to ask for this and give you plenty of time to prepare this information.  Therefore, please be prepared by gathering payroll documentation and time sheets now of those ARRA funded hours in case they do require a recalculation.

4.  If a contractor hires a union laborer, would that employee have an FTE of 1?

It would only be 1 if the laborer worked full time throughout the entire quarter and all those hours were funded by ARRA.  

5.  What if I have an employee who has multiple job titles in the same quarter?  Should I split that employee’s hours and distribute them to each job title?

Yes, you should split the hours to their respective job title and calculate each job’s FTE.

For example, if an employee served as a pipe layer for 220 hours during the quarter and as an operator for 300 hours during the quarter, then you would report the pipe layer’s FTE separately from the operator’s FTE.  

Pipe Layer FTE:
220/520=0.42

Operator FTE:

300/520=0.58

	Job Title
	No. of Jobs
	FTE # for total jobs
	Quarter/Year

	Pipe Layer
	1
	0.42
	Q4/2009

	Operator
	1
	0.58
	Q4/2009

	
	
	
	

	
	
	
	

	Total FTE
	1.00
	


6.  A meter manufacturer designed and manufactured meters directly for the ARRA funded project.  Do we report those jobs?

Typically, meter manufacturers are material suppliers materials that manufacture products in bulk and the jobs cannot be directly attributed to the ARRA funded project.  However, if the meters were designed and manufactured specifically for the project and were unique to the ARRA project, then those ARRA funded jobs should be reported.  

7.  I have engineering costs dating back to October 2009 and the claim was submitted in December 20009.  The funds have not been funded by ARRA nor do we know if they will be.  We paid for the hours from our general fund. When do we report the hours on the quarterly reports?

If you cannot determine if an hour worked is funded by ARRA then please do not report those hours until you have decided if it will be reimbursed by ARRA.  Once you do decide if those specific hours will be reimbursed by ARRA, include that FTE in the supplemental report and indicate which quarter and year those hours were worked.

8.  When reporting a vendor, do we report them when the money is obligated, or when the money is directly paid to the vendor?
The vendor should be reported when a direct payment of $25,000 or more is made from the water system to the vendor.  It can also be an aggregate of direct payments spanning multiple quarters adding up to $25,000 or more.

9.  Are subcontractors receiving money from the prime contractor considered to be vendors?

No, only contractors who receive direct payments from the water system are considered to be vendors.  Typically, the water system pays the prime contractor directly a sum of money and from that money the prime contractor then pays their subcontractors.  The water system should only report companies whom they paid a direct payment of $25,000 or more.

10.  If I am not required to report a specific contractor as a vendor because I did not pay them $25,000 or more, should I report their jobs?

Yes, if the hours worked by the employees of that contractor were directly funded partially or fully by ARRA, these hours should be counted in the jobs calculation.  But you do not need to report that vendor’s name or DUNS number.

11.  Are force account employees reported as vendors?

No, because force account employees are paid by the water system’s payroll and you do not make direct payments to them as a vendor entity.

12.  Does project progress deal just with construction or does it include planning?

Project progress should only span from notice to proceed to Certification Complete by the CDPH.  It is up to the water system’s discretion, however, to determine project progress.

13.  If the project is 50% complete, but or that 50%, only 10% of the project was completed during the current quarter.  Which percentage should I report for that quarter?

The percent complete during the quarter would be 10%.  Please do not report a cumulative percentage of the entire project because our computer program will add all the percentages spanning multiple quarters automatically.

Also, if you have previously not reported your percentage correctly, please email us with the total percent complete so we can update our system.  After you  report the total percent complete, in subsequent quarters, please report only the percent completed in each quarter.

If you have already completed part of your project before you began to report your project progress, please be sure let us know the new total project progress..  For example ABC Water Company completed 50% of the work prior to execution of the funding agreement but they only completed 10% during Quarter 1 of 2010: their first quarter with a funding agreement.  ABC Water Company would email in Quarter 1 of 2010 with the total completed prior to their funding agreement (50%) as well as the 10% complete during Quarter 1, 2010.

Also, when reporting percent complete, you do not need to break the project into the two reporting periods.  The project progress should reflect the entire quarter.

14.  What if we cannot meet the deadlines set to submit the data?

If this is an issue for you, please provide the most recent data by the deadline, and in the email, please notify us that you are still missing data.  We will contact you by our submittal deadline and again ask for the data you were missing.  At that time, please provide for us the update jobs data.  If you do not have the data in time, just include that data on the next supplemental report.  If in the future the federal government allows us to correct the quarter’s data, we will update the data at that time.  Please do your best to have every thing from that quarter by the deadline. 

15.  What are the reporting periods in the quarter?

Quarterly report deadline will usually occur approximately 20 calendar days prior to end of the quarter.  The report should include information from the start of the quarter until 20 days before the end of the quarter.

Supplemental report deadline is approximately 5-calendar days after the end of the quarter.  The report should include data from the end of the last report to the end of the quarter.  The CDPH is allowing a grace period of 5-calendar days following the end of the quarter to give water systems more time to gather their information.  This report should also include data that was missed in the first period of the quarter.

These deadlines are subject to change and will be sent as they become available.

If you are unable to gather all the data from the entire quarter, please submit your report by the deadline and indicate in the email that information is missing.  Please do not estimate information.  We will work with you on this issue.

16.  Should data that occurred in previous quarters which have not been reported be broken down by their respective quarters on the supplemental report?

Yes, please indicate the quarter and year the data occurred next to each line item.  You may either submit the data on separate supplemental reports or all on one report.  Either way, please make sure to show which quarter and year it occurred.

17.  Will the federal government announce to the public the new jobs definition?

We do not know at this point and we cannot make a statement to this effect yet.

18.  I’m a prime contractor/subcontractor/consultant being paid by the water system.  Should I report my jobs data directly to the CDPH?

All reporting information associated with one ARRA funded projects need to be submitted together on one report each reporting period.  Please coordinate with your water system to determine whom to submit your reporting data.

19.  Who do I talk to about pro-rating FTE’s?

Please contact Tarra Avants at (916) 445-2595 or Tarra.Avants@cdph.ca.gov to discuss this information and get the appropriate forms.

20.  If a project has multiple funding sources, do I stop reporting once all the ARRA funds have been claimed?

You would stop reporting the jobs, vendors, and highly compensated individuals when the last ARRA financial claim has been submitted.  However, please report the project completion date as we will continue to track project progress.

Any other questions, please contact:

Tarra Avants at (916) 445-2495 or Tarra.Avants@cdph.ca.gov, 
Josh Ziese at (916) 445-2495 or Joshua.Ziese@cdph.ca.gov, or 

Uyen Trinh-Le at (916) 449-5645 Uyen.Trinh-Le@cdph.ca.gov 
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