Appendix C -  Instructions for Completing Stimulus Templates
In order to comply with the American Recovery and Reinvestment Act (ARRA) reporting requirements for both the federal data submission and the Massachusetts stimulus website, a significant amount of data needs to be compiled.  While MMARS will provide the bulk of the data, particularly on spending, additional information needs to be collected.  Templates have been developed to facilitate that data collection, and their completion is described in this document.  

Templates are available at 3 levels – Vendors, Subrecipients and Subrecipient Vendors.  For ARRA purposes, the key difference between a sub-recipient and a vendor is that sub-recipient activities directly execute the mission, whereas vendors provide products or services that indirectly support the mission.  Further information on subrecipient reporting can be found in the Comptroller’s August 10 Subrecipient memo.
For October, all ARRA spending in MMARS through September 30 will be reported.  That spending will be broken out by contract (encumbrance document) and vendor.  In order to match the spending data to the supplemental data from the templates, the MMARS document and vendor IDs must be included on the templates in the fields provided.  Each column represents an individual subaward.  To make the match easier, a report will soon be available via the ANF Platform program to detail the documents, vendors and total ARRA spending, along with a flag for whether an entity is a vendor or a subrecipient.  
Departments should insert the required document and vendor IDs into blank templates, and send those populated templates to their vendors and subrecipients as soon as possible.  If a vendor has more than one contract with a prime, each should be represented in its own column.  If the identifying information is correctly represented, departments can send their completed templates to ANF for upload directly into the Platform.  However, if the information is incomplete or incorrect, the templates will be returned for departments to enter the data themselves.  

All three template types will collect detailed information on overall jobs supported by ARRA funds.  (State employees supported by ARRA will be reported directly out of HR/CMS and LCM.)  The jobs fields are described below.  The information collected will be aggregated for quarterly federal reporting and will be reported in detail on the Massachusetts recovery website.  
In addition, the following fields are specific to the particular template:
Subrecipients – Names, title and FY09 overall compensation (salary, overtime, bonus, stock options, and additional compensation such as severance, termination payments, value of life insurance paid on behalf of the employee, perquisites) for the subrecipient’s 5 Highest-Paid employees.  (Sub Recipients Compensation)
Subrecipient Vendors – identifying and spending information.  
Vendor DUNS number – The vendor’s 9-digit Data Universal Numbering System (DUNS) number.  (if available)

Vendor Name – the name of the vendor.

Vendor HQ Zip+4 – the zip code of the vendor’s headquarters (use http://zip4.usps.com/zip4/ to identify the specific extension)
Product and Service Description – a description of the product and/or service provided by the vendor.

Payment Amount – the total amount invoiced by the vendor that will be paid with ARRA funds by September 30.
Jobs Information
In addition to the above elements, each template includes specific fields to capture the following information on ARRA jobs.  The template is collecting information by the number of hours funded by ARRA, including overtime, as prescribed by OMB to ensure consistent reporting across all grantees.  The hourly information is then converted into full-time equivalent (FTE) values using the standard weekly hours of the particular subrecipient or vendor, spread over the 13 weeks of the quarterly report.  We recognize that the resulting calculation may distort the overall number of FTEs – the overtime hours may inflate the number, whereas the 13 weeks may reduce the number.  Please do not revise the FTE formulas, or incorrectly adjust the number of hours to arrive at a more logical FTE value.  

If a department finds that it cannot use the templates for collecting the jobs information, either for a particular program, vendor, subrecipient or subrecipient vendor, they should immediately contact Robb Smith, Director of Policy and Planning, Executive Office of Labor and Workforce Development (robb.smith@state.ma.us).

	Field
	Instructions

	Total Paid to Employees
	Total labor costs for project.  We plan to use this value to calculate average salary information for ARRA jobs.

	Hours worked by one full-time employee
	Standard hours for the entity’s employees.  A default of 40 hours has been entered, but may be adjusted as needed.  

	Created Jobs
	Total number of hours worked by newly hired employees, including overtime hours, that were directly funded by ARRA.  Total hours should reflect time period from February 17 to September 30, 2009.

	Retained Jobs
	Total number of hours worked by all other employees, including overtime hours, that were directly funded by ARRA.  Total hours should reflect time period from February 17 to September 30, 2009.

	Total Number of Jobs
	Calculated field adding created and retained job information.

	Apprentice Jobs
	Number of hours in total that were worked by apprentice employees.

	Description of Jobs
	Narrative that describes the types of occupations and work performed on the project.

	MA Residents
	Number of hours worked by Massachusetts residents employed on the project.

	Male
	Number of hours worked by males employed on the project.

	Female
	Number of hours worked by females employed on the project.

	Gender Not Reported
	Number of hours worked by employees in which no gender was reported.

	Age > 55
	Number of hours worked by employees older than 55 years.

	Age 31-54
	Number of hours worked by employees aged 31-54 years.

	Age <30
	Number of hours worked by employees younger than 30 years.

	Age Not Reported
	Number of hours worked by employees in which no age was reported.

	Note –
The race categories are those of the U.S. Census. Definitions should be consistent with U.S. Census definitions.

	White alone
	Number of hours worked by white employees

	Black or African American alone
	Number of hours worked by black or African American employees

	Hispanic (any race)
	Number of hours worked by Hispanic employees.  Hispanic employees can be of any race.  Employees reported as Hispanic should also be reported by another racial category.

	American Indian and Alaska Native alone
	Number of hours worked by American Indian or Alaska Native employees

	Asian alone
	Number of hours worked by Asian employees

	Some other race
	Number of hours worked by employees reporting another race not listed here

	Two or more races
	Number of hours worked by biracial or multi-racial employees.  This category should not overlap with another racial category, but biracial or multi-racial employees may also be Hispanic.

	Race Not Reported
	Number of hours worked by employees for whom race is not reported

	Disability
	Number of hours worked by employees who report as disabled

	Disability Status not Reported
	Number of hours worked by employees for whom disability is not reported

	ZIP Code
	List each 5-digit ZIP Code where any employee resides and the number of ARRA-supported hours worked by those employees.

	Employee Residence ZIP Code not Reported
	Number of hours worked by employees for whom ZIP code is not reported.


Inputting the Data – Sending to ANF

Once a template has been completed by a vendor or subrecipient, the data must be incorporated into the central database.  A department may choose to enter the data directly into Platform, or send the templates to ANF via email for upload into Platform – Thong.Tran@massmail.state.ma.us.  In order for the upload to be successful, the correct identifying information (document and vendor IDs) must be included on the template, and the original template must have been used, with no formatting changes.

Prior to inputting the information or sending the templates to ANF, departments should do some basic confirmation of the data, including that: 

· the highest-paid sub-recipient employee section is completed, 

· the amount spent on labor costs is completed and results in a reasonable average salary per FTE, 

· the hourly jobs information is complete, and 

· the hours in the demographic sections do not exceed the overall number of hours (with a possible exception for race where Hispanic has been selected).

