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TIPS FOR SUCCESSFUL 1512 REPORTING – JANUARY 2010
Updated January 4, 2010
· Make sure your CCR registration is current, your agency Point of Contact (POC) in CCR is current and the POC knows your role in 1512 reporting, and you have the FRPIN you will need to submit your report.

· FederalReporting.Gov will send FRPIN to your recipient inbox in addition to your agency POC in CCR.

· The Recovery Board has extended the time you can submit your report until January 15.  

· Before you report, review the UPDATED FTA Data dictionary [
At http://www.fta.dot.gov/index_9440_10542.html. 

· Do not rely solely on the titles of the fields, or the OMB dropdown descriptions in FederalReporting.Gov.  FTA has interpreted the OMB guidance specifically for our grantees to ensure consistency in the FTA reports.  OMB directed the Federal agencies to do this, and other agencies have done the same thing for their grantees.  
· FTA has revised the Data Dictionary to reflect OMB’s latest guidance issued December 18, 2009.   

· EXCEPT FOR JOBS, the information in your January 1512 report should be cumulative and reflect activity that has occurred since the enactment of the Recovery Act (or earlier if you were using pre-award authority) through December 31, 2009.
· Use code 6955 for the Funding agency and the Awarding agency codes.  If you enter a code other than 6955, FTA may have difficulty confirming that your report has been submitted 

· Hint:  Report Flex funded ARRA grants as FTA awards, using our codes because the FHWA funds have been transferred to FTA to administer.

· Use the correct agency award number. This is the project number in TEAM, i.e. AK-96-X008.  If you enter some other award number,  FTA may have difficulty  confirming that you have reported.
· Use the correct CFDA numbers, and TAS codes associated with your FTA grant.  FTA’s Data dictionary provides the correct codes to use for each program
· If you reported in October AND all of your key identifying information was correct AND you choose the web-based form method of reporting, you may be able to use a “copy forward” functionality in FederalReporting.Gov so that you won’t have to reenter information that hasn’t changed.  Information posted on FederalReporting.Gov indicates that you will be able to copy forward a submitted or draft report from the previous quarter.  
· Use your current correct DUNS number.  If your DUNS number is wrong in TEAM, fix it there, but use the correct DUNS in your 1512 report.

· If you want to use the Excel template method of reporting, don’t use the copy-forward function.  Start with a new “grants” template.  (Don’t use the Contract template by mistake)

· Hint:  you can copy and revise the template you saved from your October report.  

· Make sure that you enter the date that the grant was obligated in TEAM as the award date in your Section 1512 report.  Failure to use the correct date will trigger an error message from FTA during the review period.    During the last reporting round, Federalreporting.gov was not configured to automatically catch award dates prior to the enactment of the Recovery Act (2/17/09) or after the end of the reporting period (9/30/09).  In the future, such edit checks may be built into the system.
·  There should be ONE and only one 1512 report for each ARRA grant FTA awards:

· The Prime (Direct) Recipient must file the report

· The body of the prime’s report includes the subrecipients’ and vendors’ jobs information, expenditures, etc, 

· Subrecipient and vendor identification (e.g. DUNS), sub-award amount, and payments to subrecipiens and vendors are reported on the subrecipient and vendor tabs.

· If you delegate reporting to subrecipients, make sure they don’t report as if they are prime recipients.   Subrecipients reporting directly to FederalReporting.Gov must identify the report as a subrecipient report – which is then linked to the prime report for the FTA TEAM grant number.  The subrecipient only reports the information that goes on the subrecipient tab.  The prime should include the subrecipient’s jobs data in the total FTE’s the prime reports.
· Vendors/suppliers to Prime Recipients should not report directly.  Prime Recipient reports contractor information on the Vendor Tab.

· The report requests four different dollar amounts related to the grant.  

1.  Award Amount:  This is the total Federal amount of the ARRA grant in TEAM.

2. Expenditures:  This is your accrued expenditures as of the end of the quarter.  It should be no greater than the award amount, but until the final report it is probably less.  

· Include the cost of all goods and services delivered as of December 31.  

· Include expenses that you have received an invoice for, even if you haven’t made the payment. 

· Include the cost of all job hours worked by your employees, contractors, and subrecipients and their contractors, as of December 31.  

· Hint:  You can estimate if necessary, or if it’s impossible to determine, wait and report both the job hours and expenditures in a corrections starting in February.  OMB’s guidance, however, makes clear that the reporting of grants related jobs is not dependent on invoicing or payment for those hours.
3.  Infrastructure expenditures:  This is a subset of Expenditures.  In many cases it will be the same amount.  

· FTA defines infrastructure to mean all expenses eligible as capital activities.

· Include Preventive Maintenance in infrastructure expenditures

· Include Vehicle purchases

· Include project administration or indirect costs related to capital activities

· Do not include non-capital line items: operating assistance or state administration for Section 5311 grants or project administration in Section 5311 grants.
4. Funds Received:  This is the amount of the grant you have actually received through an ECHO drawdown.  It should be no greater than the amount of expenditures reported.  

· The report asks for several narratives.
· Remember that this information will be published exactly as you submit it.  Reporters, Bloggers, and interested citizens with no knowledge of your transit system, or transit in general, will be reading this information and drawing conclusions.  

· Write simple descriptions that a general reader can understand.  Imagine that you are writing the narrative for your mother – and that she will have to explain what you wrote in the narrative to someone else!
· Make sure your narratives are consistent with the numbers you report.   Be clear whether you are making statements about the entire grant or just the activities accomplished as of the end of the quarter. 
· For the jobs narrative, you must describe the types of positions reported.   The number of positions you describe must match the total number of FTE you have reported.  In the jobs narrative identify which of the positions are new positions that were created due to ARRA.  In the jobs narrative, explain your basis for calculating the FTEs you report (for example, the calculation to pro-rate positions only partially funded by ARRA, or if you had to estimate hours, explain how you came up with the number.)
· To enter text in the infrastructure justification field, you must have entered a value in the infrastructure investment amount field.  (If you reported no infrastructure expenditures, for example, because work on the grant has not yet started, you do not need to complete this narrative field).
· Reporting Job FTEs

· Starting with the January report, jobs are reported on a quarterly basis, not cumulatively.  This is a change from previous guidance.  

·    Collect job hours and payroll information from your own agency, subrecipients, contractors (and their sub-contractors) for work performed under the ARRA grant during the period October 1 – December 31, 2009.  Hint for first time reporters only:  If you did not previously report, either because you could not report in October or your grant was awarded after September 30, include all hours worked to date, including hours worked under pre-award authority, but do not increase the denominator in the FTE calculation described below.  The quarter in which you first report will include all job hours to date under the project (cumulative) but your subsequent reports will include only the hours in one quarter. Indicate in your jobs narrative how many of the hours you included were worked prior to October 1.  This direction is subject to review by OMB and FTA could ask you to remove those hours during the agency review period.
· If you have purchased vehicles made to order from a vehicle manufacturer, contact the manufacturer in the quarter in which you were billed upon delivery to obtain the hours associated with your order. 

Three  step process to calculate FTE’s
· calculate your quarterly full-time schedule (520 hours in most cases)

· identify labor hours that were paid (or will be reimbursed) from your ARRA grant.   These are the jobs  that were “created or retained” or by the Recovery Act  
· calculate the FTE (divide total hours by the quarterly schedule) and pro-rate by the percent of the position funded by the Recovery Act 
· NAICS codes

· Report the NAICS code associated with your  organization
· Use one of the NAICS codes provided in the FTA data dictionary.

· Congressional District

· Pay special attention to getting Congressional District correct, both for location of your agency, and place of performance.  

· The system doesn’t allow you to enter a state or multiple Congressional Districts.  Choose the Congressional District associated with the address you provided.  
· Zip codes and Congressional District should match Hint:  FederalReporting.Gov will have an edit check to make sure the Congressional District you enter is correct for the zip code plus four of your address.
· Subawards to Individuals

· This is not an eligible purpose under an FTA grant, so NO FTA 1512 reports should show data related to subawards to individuals.

· Hint:  Don’t confuse third party contracts or sub-recipients with subawards to individuals, even if a business has a sole proprietor.

· Sub-awards to vendors less than $25,000

· The threshold is based on the total amount of the purchase, not on individual payments if there are multiple payments for the same award/purchase.

· The payment amount, however, is the amount paid to the vendor as of the end of the quarter.  

· Awards to Sub-recipients less than $25,000

· Report here only if the total amount of the award to the sub-recipient is less than $25,000.

· In the amount field, enter the total amount of the sub- award(s) not the expenditures or payments as of the end of the quarter.  

· Report awards to vendors (contractors) and sub-recipients where the total award to each entity is more than $25,000 on the separate tabs for vendors and sub-recipients.  
· Information includes DUNS or other identifying information, award amounts, and payments.  

· FederalReporting.Gov has incorporated new edit checks.  

· If you get an error message, correct the problem

· If you get an “alert”, check your data for correctness
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