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November 13, 2009

State Revolving Fund Borrowers

Subject: ARRA Reporting Requirements
Dear SRF Borrower:

As a recipient of funds from the American Recovery and Reinvestment Act (ARRA) there are certain reporting requirements that must be fulfilled to receive these funds.  Most of the data that needs to be submitted will be used to comply with the job creation and retention requirements of ARRA.

You will need to report to MassDEP weekly the total number of hours worked and payroll on the project.  A form has been developed for your use (ARRA Labor Weekly Reporting form) that we hope will make this task relatively simple to implement.  MassDEP will be using the application SurveyMonkey to compile this information from each ARRA project. SurveyMonkey is an online survey tool that collects and processes data.  For more information regarding SurveyMonkey, please see their website at http://www.surveymonkey.com/.
If your project is already under construction, job data will need to be reported back to the start of the project.  Attached is a spreadsheet that will need to be filled out and returned to us to capture the hours spent on the project to date.  See section 6 below for more information about historic job data reporting.
MassDEP expects to roll out the reporting requirements one week from today (11/20/2009).  On that day, you will receive an e-mail from SurveyMonkey prompting you to enter the required information for the week ending November 14, 2009.  You will have until the following Friday to complete the information.  If it is not submitted by the following Wednesday, a reminder e-mail will be sent.  A new survey will be sent each week for the duration of the project.  Please note that if the designated contact is administering more than one loan, more than one survey will be received.  The survey will identify the project for which the information is being requested.  A separate survey will need to be filled out for each loan.
The following documents are attached for your use:

· Blank ARRA Labor Weekly Reporting form

· Sample completed ARRA Labor Weekly Reporting form

· Sample SurveyMonkey screen shots
· Historic Job Data spreadsheet
The following are the specific reporting requirements:

1. ARRA Reporting Form

The attached ARRA Labor Weekly Reporting form was developed to help track the information that must be reported to MassDEP.  This form must be filled out and kept as part of the project record to demonstrate compliance with the reporting requirements.  If a project has more than one contract, a separate form should be filled out for each contract.  This form will not be submitted to MassDEP.  It will be used to complete the weekly e-mail survey sent out by SurveyMonkey.  
2. DUNS Number

The DUNS number is the Data Universal Numbering System administered by Dun and Bradstreet.  The DUNS number for both the community/borrower receiving the funds as well as the prime contractor on the project must be provided.  The community should already have a DUNS number.  The prime contractor may or may not have a DUNS number.  If the prime contractor has a DUNS number, please provide it.  If the prime contractor does not have a DUNS number the prime contractors name and Zip Code +4 of the headquarters of the prime contractor must be provided.  For projects with more than one contract, this information must be provided for all prime contractors.
This is a one time reporting requirement.  Once this data is submitted, it will be entered into the EPA database.  A separate e-mail will be sent out specifically requesting this information.
3. Prime and Subcontractor Hours and Payroll
The total number of hours worked for the week by all contractors and subcontractors must be reported through SurveyMonkey.  These hours can be obtained from the certified payrolls submitted by the contractor.  Please add up the total number of hours worked for that week for the prime contractor and all subcontractors and record on the ARRA Labor Weekly Reporting form.  The hours should be reported as a single number; a breakdown of the hours by contractor is not necessary.  
The total ARRA funded payroll for the week will also need to be reported.  The total payroll can be obtained from the certified payrolls submitted by the contractor.  As with the hours, only one aggregate number needs to be reported.
For ARRA projects with multiple contracts, please fill out an ARRA Labor Weekly Reporting form for each contract and keep for your records.  For reporting through SurveyMonkey, please add up all of the hours and payroll spent on all of the contracts and report them each as a single number.
4. Construction Services Hours and Payroll

For ARRA funded projects, all hours worked on the project and the associated payroll for construction services must be reported in the survey.  This would typically include all of the hours spent on resident engineering, shop drawing review, project meetings and any other hours that are charged directly to the project.  The payroll for these hours must be reported without overhead or fringe benefits (i.e., raw labor cost).  As most communities use consultants for construction services, this information should be available from time sheets or invoices from the consultant.
If there are other ARRA funded construction services such as DPW personnel working under a force account agreement or an Owners Project Manager, these must also be reported in the construction services line of the survey.
This information should be reported weekly if available.  If not, this information must be reported at least monthly.  If weekly reporting is not feasible, please let us know so that we can adjust our internal tracking system.

5. Police Detail Hours and Payroll

For ARRA funded projects, the total number of hours worked by police details and the total payroll for the week must be reported.  Much of this information should be available from the police detail slips submitted by the police department and maintained by either the contractor or the resident engineer.

This information should be reported weekly if available.  If not, this information must be reported at least monthly.  If weekly reporting is not feasible, please let us know so that we can adjust our internal tracking system.

6. Historic Labor Data
If your ARRA project is already under construction, job data will need to be reported from the beginning of the project through the week ending November 7, 2009.  An Excel spreadsheet is attached that may be used to complete this reporting.  As with the weekly data, all hours worked on the project and payroll for each week of the project must be reported.  This information is required for all contractor and subcontractor hours, construction services and police details.  If the project has multiple contracts, please add the hours for all ARRA contracts together and report the data on the spreadsheet once.
Please enter the appropriate project related information at the top of the sheet and week ending date (using Saturday as the week ending date) on the left hand side of the spreadsheet.  The historic data on the project must be submitted to MassDEP by December 11, so that it can accurately be captured for the fourth quarter report to the Office of Management and Budget.  Please send the completed spreadsheet to Melissa.Privetera@State.MA.US at your earliest convenience.  
Thank you in advance for your cooperation in this effort.  We realize that there may be particular issues with your project that may require special coordination or attention.  Please feel free to call me at (617) 292-5808 or Melissa Privetera at (617) 574-6892 if you have any questions.

Sincerely:

Joseph E. Delaney

Deputy Director

Division of Municipal Services

MassDEP
	This information is available in alternate format. Call Donald M. Gomes, ADA Coordinator at 617-556-1057. TDD# 1-866-539-7622 or 1-617-574-6868. 

MassDEP on the World Wide Web:  http://www.mass.gov/dep
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