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To:
Recovery Coordinating Committee, Reporting Leads, General Counsels


Chief Fiscal Officers, Recovery Steering Committee, ARRA PMO 
cc:
Jay Gonzalez, Undersecretary, Administration and Finance


Jeffrey A. Simon, Director of Infrastructure Investment
From:
Ramesh Advani, Deputy Director, Office of Infrastructure Investment
Date:
August 31, 2009
Re:
Massachusetts’ Federal Stimulus Reporting Process Outline
In addition to providing a much-needed infusion of funds, the American Recovery and Reinvestment Act (ARRA) included significant reporting requirements, and there are expectations for further enhanced reporting on the Commonwealth’s website.  A considerable amount of work has been done by the ARRA Project Management Office (PMO), the Executive Office for Administration and Finance, and the Comptroller’s Office to facilitate the centralized reporting of the additional elements
 required under ARRA for reporting to both the federal government and the website.  This memo outlines how the information will be collected for all stimulus grants and the quarterly report generated.  Departments should immediately develop and implement a method to collect required information from their stimulus vendors and sub-recipients.  Sample Excel templates are provided which can be automatically uploaded.  Despite the fact that the report will be generated centrally, each recipient department is responsible for validating and certifying the accuracy of the information, as outlined below.  The data collection applies to all stimulus grants, regardless of whether they are required under section 1512 of ARRA.
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Overview of Reporting Process

The PMO will use MMARS as the primary data source for ARRA reporting and the recovery website, particularly spending and vendor information.  In early September, the MMARS data will be populated into a new Stimulus Reporting database in the ANF Platform, to enable easier departmental review of that data and completion of specific fields that are not available in MMARS.  The primary fields that will need to be entered are narrative fields describing the projects, jobs data, and sub-recipient highest-paid officers and vendor information.
  In late September and early October, the PMO and Department Reporting Leads will run Quality Assurance (QA) reports to identify gaps in the data, or questionable data points to be updated in MMARS or the Stimulus Reporting database.  The ANF IT Stimulus staff will generate an XML file to report the consolidated data to FederalReporting.gov, and the PMO and Department Reporting Leads will review the posted data to confirm that it was transmitted correctly, and that no other reporting gaps exist.  The Department Reporting Leads will certify that the data presented is complete and accurate.  Further details on the planned reporting process are in the Calendar section, beginning on page 7.  In addition, a pictorial display of the process plan is in Appendix A.  

Registration on FederalReporting.gov

As noted in an earlier memo, all state departments that will be receiving stimulus funds should register with FederaReporting.gov by September 17.  The registration will not be used to input data, since that will be done centrally, but rather will enable departments to review the data populated centrally, and respond to federal agency questions about the data.  Sub-Recipients should not register.  

We have heard that federal agencies are asking state departments to verify that they have registered, primarily by responding with login information via email.  OMB has asked them to stop requesting this information, primarily since that method is inexact and insecure, and a large number of states are centrally reporting.  
In registering for access to FederalReporting.gov, departments will be required to enter the following:

· A valid government e-mail address (one with an extension such as .us) 

· Departments must also use their DUNS# (this should be on the award letter or the grant application)

NOTE: if the department was awarded multiple grants with multiple DUNS# you must register separately for each grant with a unique DUNS#

· The valid Central Contractor Registry (CCR) registration information for each DUNS#.  At the time you established a DUNS#, you should have registered with the CCR  

Once a department has completed its registration on FederalReporting.gov, we advise departments to log into the CCR (www.ccr.gov) and update any contact or address information, if necessary.  Data elements required for submission during the quarterly reporting will infer data from the CCR, therefore, it is critical that this information be up-to-date.
As part of the data gathering that will be required of sub-recipients, departments should encourage their sub-recipients to also log into the CCR to review contact and address information and update as necessary.
MMARS – Primary Source for Stimulus Data and Spending
The Office for Management and Budget (OMB) is requiring data reporting at multiple levels – Award; Recipient; Vendor; Sub-Recipient; and Sub-Recipient Vendor.  Prior to ARRA, the Comptroller’s office already maintained a stable process for tracking expenditures against individual federal grant awards through MMARS.  ARRA simply built upon that process.  The specific reporting fields and MMARS source are detailed in Appendix B – Specific Fields in Stimulus Reporting Database.

Award – The federal grant set-up form was revised as needed to more accurately and consistently collect data for certain ARRA fields.  MMARS information will provide the award number, CFDA number, funding agency, program source (TAS), award date and award amount, program title, among others.

Recipient – Dummy vendor codes have been established for each recipient department to capture the recipient DUNS number.  Otherwise, standard department information will be used.  The 5 highest-paid officers will be generated from HR/CMS data for each award department. 

Vendor – The Vendor Customer table will provide the DUNS number, name, and zip code +4 information for each vendor paid from stimulus funds.  The payment value will come from the accounting line, and a description of the product/service will be derived from the object code used for the payment.  Primary Place of Performance will be generated from the MMARS location code on each payment.

Sub-Recipient – As with Vendor, the Vendor Customer table will provide basic identifying information for sub-recipients, distinguished by the object code used for the payment.  Further details can be found in the Comptroller’s August 10 Sub-Recipient memo.  

Sub-Recipient Vendor – No information is in MMARS about the vendors of sub-recipients.  This data will be collected via the Stimulus Reporting database.

Since the October 10 report will represent cumulative spending information from the first ARRA encumbrances and payments through Wednesday, September 30, 2009, all transactions processed through that date will be reflected in the report.  If the first payment to a vendor from federal stimulus funds fall on October 1, that vendor will not be reflected until the January 10, 2010 report.  Departments should carefully review their stimulus payments in advance of September 30, and work closely with comptroller staff to correct any errors prior to September 30.  We do not currently anticipate making manual corrections to MMARS data for October 10 since that would imperil the accuracy of the January 10, 2010 report.  

Excel Templates – Vendors, Sub-Recipients and Sub-Recipient Vendors

We have attached, as appendices to this memo, Excel templates developed to capture the data points that are not in MMARS for the various reporting levels.  All stimulus departments must immediately review the templates and instructions, and develop their own protocols for distributing the templates to stimulus vendors and sub-recipients. In order to ensure consistency and uniformity of the data collected, no new templates should be created or used.  A department can choose to input the information collected by the templates directly into the Stimulus Reporting database, or to transmit the file to ANF for upload into the database.  In order to ensure sufficient time to process the uploads and review the data, templates should be returned to departments no later than Wednesday, September 23, with actual information through September 18, and estimated information through September 30.  If material changes occur after submission, they should be conveyed to the department for manual adjustment in the Stimulus Reporting database by the department.

The key elements to link the jobs and spending information to the Stimulus Reporting database will be vendor ID and encumbrance document ID, and will be required for all templates.  For ease in populating those elements, a query of the current stimulus vendors and encumbrance documents will be available via the ANF Platform.  The pertinent data should be copied into a blank template prior to sending it to the individual vendor or sub-recipient.  
If a department finds that it cannot use the templates for collecting the jobs information, either for a particular program, vendor, sub-recipient or sub-recipient vendor, they should immediately contact Robb Smith, Director of Policy and Planning, Executive Office of Labor and Workforce Development (robb.smith@state.ma.us).

The ANF IT group plans to build a web-based data-entry tool for use by vendors and sub-recipients beginning with the January or April 2010 report, which will replace the Excel templates.

Data Collection for Jobs Supported by Stimulus Funds

OMB is requiring the total number of standardized FTEs supported by ARRA, either retained or created, from February 17, 2009 to September 30, 2009.  For transparency purposes, we wish to obtain information on retained vs. created jobs, geographic residence of the employee (ZIP), and demographic information on race, gender and disability.  While MMARS is the primary source for stimulus award and spending data, there is currently no standard, central source for non-state jobs generated by stimulus spending.  

Therefore, in order to meet the dual jobs reporting requirements, a Jobs Workgroup has developed a set of standard data elements, which have been incorporated into each template, to collect the data elements required for OMB and transparency from vendors and sub-recipients.  These elements are defined further in the template instructions.  The data is being collected at its most granular level, and will be rolled up within the Stimulus Reporting database to report the total overall jobs impact.

Data Collection for Sub-Recipients and Sub-Recipient Vendors

In addition to the jobs data, the following information will also be collected through the templates:

Sub-Recipient 5 Highest-Paid Officers – Name, Title and Salary information, as required by OMB.  The PMO added title, feeling that would be a natural next question for anyone reviewing the data online.  

Sub-Recipient Vendor – DUNS number, Name and Headquarters ZIP+4, payment amount and description, as outlined by OMB, and reinforced by the PMO’s transparency requirements.  (Use http://zip4.usps.com/zip4/ to identify the specific extension.)
Non-MMARS Data Collection – Stimulus Reporting Database

For the October reporting period, a Stimulus Reporting database is being added to the ANF Platform.  All current Platform users will have access to the Stimulus Reporting application.  A department can review the list of current users by selecting “Access to this Application” from the Help menu.  If additional users are needed, please email password.fadsql@massmail.state.ma.us with the name(s), title, department and email address.  Once a user has been added, they will receive an email with instructions on installing the Platform and their initial login.  Once a user has installed and successfully opened the Platform, there will be no further need to reinstall going forward – the program will update itself automatically.  Departments should immediately review their list of users to confirm that all personnel who will need access to the Platform will have it once the new Stimulus Reporting database is released.  

The database itself will be pre-populated using information from MMARS, updated via the Warehouse each day, as available.  Records will be added for each encumbrance document for stimulus awards.  Those records will reflect the available MMARS data, and have blank fields for departments to input specific narrative fields, described below, as well as the data collected via the templates.  The database will collect information for awards that are required for OMB reporting, as well as those not required for transparency purposes.

The additional fields for data-entry will include the following items.
  Departments should begin considering how to address each element.

Award Description – Award title and description, with purpose of each funding action if any.  The description should capture the overall purpose of the award.  (Examples: community development; comprehensive community mental health services to adults with a serious mental illness).  4,000 characters maximum.

Description of Jobs Created – A narrative description of the employment impact of the Recovery Act funded work. This narrative is cumulative for each calendar quarter and at a minimum, will address the impact on the recipient’s and sub recipients’ and vendors’ workforce. 

At a minimum, provide a brief description of the types of jobs created and jobs retained in the United States and outlying areas. ‘‘Jobs or positions created’’ means those new positions created and filled, or previously existing unfilled positions that are filled, as a result of Recovery Act funding. ‘‘Jobs or positions retained’’ means those previously existing filled positions that are retained as a result of Recovery Act funding. This description may rely on job titles, broader labor categories, or the recipient’s existing practice for describing jobs as long as the terms used are widely understood and describe the general nature of the work.  4,000 characters maximum.

Project Status – Range to describe completion status of project, activity or award.  Available options are Not started; Less than 50% completed; Completed 50% or more; or Fully completed.

Quarterly Activities/Project Description – Description of overall purpose and expected outcomes or results of the award and subawards, including significant deliverables and units of measure, if appropriate.  For an award that funds multiple projects such as a formula or block grant, the purpose and outcomes or results may be stated in broad terms.  2,000 characters maximum.

Activity Code – A selection from a pre-defined list.  Infrastructure projects will choose codes from the North American Industry Classification System (NAICS), with the remainder choosing codes from the National Center for Charitable Statistics (NTEE-NPC).  Further information on using this field will be available when the database is released.
Infrastructure Purpose and Rationale - A selection from a pre-defined list.  

(1) To preserve and create jobs and promote economic recovery.

(2) To assist those most impacted by the recession.

(3) To provide investments needed to increase economic efficiency by spurring technological advances in science and health.

(4) To invest in transportation, environmental protection, and other infrastructure that will provide long-term economic benefits.

(5) To stabilize State and local government budgets, in order to minimize and avoid reductions in essential services and counterproductive state and local tax increases.
Infrastructure Contact Information – Name, phone, email, and address information for the appropriate contact for infrastructure awards.

Department and Secretariat Certification of Quarterly Data

Prior to final conveyance of data to FederalReporting.gov on October 10, secretariat reporting leads will be required to certify the completeness and accuracy of the data in the Stimulus Reporting database.  A report will be generated from Platform to summarize the information contained in the database, and will include spaces for sign-off by the secretariat reporting lead, CFO and secretary.  Similar reports will also be available for departments in case secretariats wish to utilize a similar process for their department information. 
More information on the certification process and data quality review reports will be issued when the new database is released, and will be discussed with the reporting leads.
Calendar for October Reporting Tasks and Primary Party Responsible

	Date
	Who
	Task/Activity

	Aug. 31
	PMO
	Release reporting process memo and templates

	Sept. 1-4
	Dept. Reporting Leads
	· Determine method to distribute templates to vendors and sub-recipients
· Pre-populate MMARS elements on templates and distribute
· Review list of current Platform users; request additional users as needed

· Begin to compile central information that will be collected on Platform

	Sept. 4
	PMO
	Release Stimulus Reporting database on ANF Platform

	Sept. 8
	PMO and Secretariat Reporting Leads
	Begin regular meetings to discuss Stimulus reporting requirements and walk through issues and concerns.

	Sept. 8-10
	PMO
	Trainings on Platform and QA Reports.

	Sept. 8- Oct. 2
	Dept. Reporting Leads
	· Complete static data elements; review those from MMARS and update as needed in MMARS.

· Complete project data elements; review those from MMARS and update as needed in MMARS.

	Sept. 8-10
	PMO; Pilot Depts.
	· Conduct small-scale pilot with specific programs to complete database fields and review available reports to identify gaps in data or reports.

· PMO adjust Platform and reports as needed; update departments on changes.

	Sept. 17
	Secretariat and Dept. Reporting Leads
	· Complete registration with Federal Reporting.gov.

· Review contact information on the CCR.

	Sept. 23
	Dept. Reporting Leads
	Departments receive templates back from vendors and sub-recipients.  Enter information directly into Stimulus Reporting database, or transmit electronic files to ANF for upload.

	Sept. 24- Oct. 9
	PMO, Secretariat and Dept. Reporting Leads
	· Actively run Quality Assurance reports

· Identify gaps, errors and inconsistencies in data

· Fix data issues in MMARS or Stimulus Reporting database

	Oct. 2-9
	ANF IT Staff
	Test transmissions of XML file to FederalReporting.gov.

	Oct. 5-19
	Secretariat and Dept. Reporting Leads
	Review data on FederalReporting.gov to confirm transmitted correctly, and identify any additional issues.  Corrections made in Stimulus Reporting database.

	Oct. 10
	ANF IT Staff
	Data transmission made to FederalReporting.gov.

	Oct. 20
	ANF IT Staff
	Final data transmission made to FederalReporting.gov.

	Oct. 21-30
	PMO, Secretariat and Dept. Reporting Leads
	· Respond to Federal agency data questions.

· Corrections made to FederalReporting.gov and to Stimulus Reporting database.


Appendices

· Appendix A – Process Plan for Stimulus Data Reporting   PDF
· Appendix B – Specific Fields in Stimulus Reporting Database
· Appendix C – Instructions for Completing Stimulus Templates
· Appendix D – Prime Recipient Vendor Stimulus Data Collection Template
· Appendix E – Sub-Recipient Stimulus Data Collection Template
· Appendix F – Sub-Recipient Vendor Stimulus Data Collection Template
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� Departments will continue to be responsible to report to their federal agencies on programmatic elements, as prescribed in the individual grant agreements.


� Further detail on fields to be entered is in the sections on the new ANF Platform database and Sub-Recipient Reporting, as well as Appendix B – Specific Fields in Stimulus Reporting Database.


� Descriptions are taken from the � HYPERLINK "http://www.recovery.gov/sites/default/files/FedRptgDataModel.doc" ��Final OMB Recipient Reporting Data Model�.
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