



INSTRUCTIONS FOR SUBMITTING ARRA 1512 REPORT FORMS

The Division of Career Services will be managing submittal of forms related to 1512 reporting in conjunction with EOLWD’s ARRA Coordinator (Pamela Lomax) and Commonwealth Corporation with respect to ARRA Youth Reporting.
The instructions below cover submittal of 1512 reporting forms to DCS.  
Be aware that there is limited time to input data provided by each area into the state’s data base in order to meet the Department of Administration and Finance’s reporting deadlines.  Each area must insure that at least one individual who can respond to questions about the form is readily available during the period from the time of submittal through September 23.   
DEADLINE FOR SUBMISSION OF ALL FORMS IS NOON – SEPTEMBER 22.

1.  Guidance on Completing Forms for 1512 Reporting
Separate guidance on data elements to be reported on the form will be posted on massworkforce.org.  Reference this document for information on the data to be entered on the forms.  
Questions about reporting data can be directed to: TO BE DETERMINED.

2.  ARRA 1512 Reporting Forms

The forms (Excel spreadsheets) that must be used for reporting are located on massworkforce.org under ARRA.  They are:

· ARRA Sub Recipient Quarterly Jobs Reporting Form (Updated 9-17-09)

· ARRA Sub Recipient Quarterly Jobs Reporting Form WAGNER PEYSER ONLY (Updated 9-17-09)  

Required only for Boston, Metro North, Hampden, and Brockton
· ARRA Sub Recipient Vendors Quarterly Reporting Form (Updated 9-17-09)

NO CHANGES ARE TO BE MADE TO THE REPORTING FORMS

Space has been provided at the top of each form to capture submittal information:

· Workforce Area

· Sub-recipient Name

· Name and phone number of the individual(s) who can be contacted about the form
· Program reported on the form 

· Date form was submitted

· Mod # 

3.  DCS Forms Review

DCS staff will review each form to ensure that they are complete and that data has been entered in the correct formats.
DCS staff will contact the individual identified on the form to address any problems related to missing data or incorrect data entry.  The contact identified on the form must be readily available and must correct and resubmit the form within 2 hours.  The resubmitted corrected form will be identified by the mod # at the top of the form.

DCS staff will not be reviewing the forms for accuracy of the data provided – that is the responsibility of each subrecipient.
4.  Mail Box for Submitting Forms
All forms will be submitted by email to the 1512reporting mail box at:

1512reporting@detma.org

5.  File Naming Conventions
The following formats should be used for file names of forms submitted by email:

· ARRA Sub Recipient Quarterly Jobs Reporting Form (Updated 9-17-09)

First submittal:  


local area-1512-sub   
Example:  


bristol-1512-sub

Subsequent submittals:  
local area-1512-sub-mod# 
Example:  


bristol-1512-sub-mod1
· ARRA Sub Recipient Quarterly Jobs Reporting Form WAGNER PEYSER ONLY (Updated 9-17-09) (For selected areas only: Boston, Metro North, Hampden, and Brockton)

First submittal: 


localarea-1512-subwp 

Example:  


boston-1512-subwp

Subsequent submittals:  
localarea-1512-subwp-mod# 

Example:  


bostonl-1512-subwp-mod1

· ARRA Sub Recipient Vendors Quarterly Reporting Form (Updated 9-17-09)

Vendor data and forms are by program:  

	PROGRAM
	CATALOG OF FEDERAL DOMESTIC ASSISTANCE NUMBER (CFDA)
	FILE NAMING ABBREVIATION

	WIA Title I Adult
	CFDA 17.258
	adult

	WIA Title I Dislocated Worker
	CFDA 17.260
	dw

	WIA Title I Youth Activities
	CFDA 17.259
	youth

	Employment Service-Wagner Peyser
	CFDA 17.207
	wp


It is anticipated that multiple forms will be needed to capture all reportable vendor information.  

First submittal

: 
localarea-1512-vendor-program-form# 

Example:



bristol-1512-vendor-dw-1





bristol-1512-vendor-adult-1






bristol-1512-vendor-adult-2

Subsequent submittals:

localarea-1512-vendor-program-form#-mod#

Example:



bristol-1512-vendor-dw-3-mod1
6.  Questions Regarding Form Submittal to the Mail Box
Questions concerning forms submittal – how and where to submit the forms – should be directed to:




Lisa Caissie at 617-626-5691

7. Summer Youth 

A data collection form (spreadsheet) with instructions will be emailed to each ARRA 1512 Reporting Primary Contact on September 18.  
8. Technical Assistance Contacts

A listing of DCS staff contacts for technical assistance will be posted on massworkforce.org on September 18.
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