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 DATE:  March 24, 2010 
 
 

The current quarterly reporting period for the American Recovery and Reinvestment Act (ARRA) 604(b) 
projects ends on March 31, 2010, and sub-recipient quarterly reports are due to the DEC by close-of-business 
on April 1.  With that in mind, DEC staff completed a review of the reports submitted for the quarter ending 
December 31, 2009 and compiled the attached list of common questions and answers (ARRA Quarterly 
Reporting Questions and Concerns) that we believe will be helpful and provide guidance as you complete your 
next quarterly reports. 
 
Please pay particular attention to the first question in the Questions and Concerns document, as it addresses the 
subject of job creation calculations.  The formula for calculating jobs created or retained with ARRA funding 
has changed since the workshop you attended at the DEC last November.  On December 28, 2009, Toni Shields 
e-mailed a new Attachment I to your contracts, which contained the new calculation formula.  While 
completing the quarterly reports for the quarter ending December 31, some of you expressed confusion about 
how to work through the calculation for job creation and retention, so we hope this additional information will 
help. 
 
If you need additional guidance regarding these or other issues as you prepare your quarterly reports, please 
contact me at (518) 402-8267. 
 
Attachments:  

I. ARRA Quarterly Reporting Questions and Concerns 
II. Reimbursement Form Submission Procedure 

III. Part 2 of OMB memo M-10-08 
  

 



ATTACHMENT I: 
ARRA QUARTERLY REPORTING QUESTIONS AND CONCERNS 
Q1: Please clarify the reporting of jobs data. 

A:  Following the sub-recipient workshop held at the DEC in November of 2009, the Federal OMB changed the 
formula used for reporting jobs created and retained. Sub-recipients will still be reporting in terms of Full 
Time Equivalents (FTE), but calculations will no longer be cumulative across multiple quarters. Rather, the 
new method of calculating jobs will result in an FTE for jobs created and retained each quarter. This new 
calculation was added to your contracts via email from Toni Shields on December 28, 2009.  
 
The table below is taken from Part 2 of OMB memo M-10-08 (the table can also be found in Attachment 
III) and provides an example of an ARRA project resulting in the funding of two full-time employees, one 
part-time employee and one temporary employee. This example demonstrates the necessity of tracking the 
number of hours each employee works on ARRA-funded projects in each quarter. 

 

Because of the reporting and transparency requirements associated with ARRA funds, the DEC 
recommends that sub-recipients maintain an accounting system that separates the billing of workers’ hours 
for ARRA related work from non-ARRA related work, so that the calculation process is simplified. The 
only work required would be to divide the number of ARRA related hours by the total hours in a full 
quarterly work schedule. 
 
Per OMB memo M-10-08, dated December 18, 2009: 
 
 A job created is a new position created and filled, or an existing unfilled position that is filled, that is 

funded by the Recovery Act. 
 A job retained is an existing position that is now funded by the Recovery Act. 
 A funded job is defined as one in which the wages or salaries are either paid for or will be reimbursed 

with Recovery Act funding. 
 The estimate of the number of jobs created or retained by the Recovery Act should be expressed as “full-

time equivalents” (FTE). In calculating an FTE, the number of actual hours worked in funded jobs is 
divided by the number of hours representing a full work schedule for the kind of job being estimated. 
These FTEs are then adjusted to count only the portion corresponding to the share of the job funded by 
Recovery Act funds. 

Page | 2  
 



 

Part 2 of OMB memo M-10-08, entitled Replacement of Section 5 of M-09-21 – Reporting on Jobs Creation 
Estimates by Recipients of Grants, Loans, and other forms of Federal Assistance, has been excerpted and 
included as Attachment III (Part 2 of OMB memo M-10-08). Part 2 explains the FTE estimation process in 
further detail. Attachment A of M-10-08 (pp 23-24) is a step-by-step worksheet which can assist sub-
recipients in calculating their FTEs. 

Q2: Are sub-recipients required to enter any information on the Sub-Recipient tab of the 
federal reporting worksheet?      

A:  No. The DEC is not requesting that sub-recipients enter any information in this part of the federal template. 
The DEC will enter all required information on the sub-recipient tab on the federal worksheet. Once this 
information is reported for the first quarter, it should not change from quarter to quarter. Sub-recipients will 
however, be entering information on the Prime Recipient (lines 29-48) and Vendor (lines 8-x) tabs on the 
federal worksheet. 
 
Note: In order to comply with federal reporting requirements, the DEC needs to have zip code + 4 
information from all sub-recipients. When completing your quarterly report please make sure that the 
correct +4 extensions are included with all zip codes. Extensions can be found on the U.S. Postal Service’s 
website: http://zip4.usps.com/zip4/welcome.jsp. 

Q3: How do sub-recipients determine if a contractor is a sub-recipient or a vendor? 

A:  Using the definitions below, the sub-recipient must determine whether their contractor is a sub-recipient or 
vendor. 

 
 Sub-Recipient – a non-federal entity that expends federal awards received from another entity to carry 

out a federal program. Sub-recipients receive their funding through a legal instrument from a prime 
recipient. Regional planning organizations and interstate commissions are the sub-recipients of New 
York State’s ARRA 604(b) funds. 
 

 Vendor – an entity or individual from which the prime recipient or the sub-recipient procures goods or 
services needed to carry out the project or program. Vendors are not awarded funds by the same means 
as sub-recipients and are not subject to the terms and conditions of the federal financial assistance 
award.  

The FAQs section of the Office of Management and Budget website 
(www.whitehouse.gov/omb/recovery_faqs/#re13) provides the following guidance: “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.” 
 
Though the federal workbook does not require it, the DEC is asking for information about sub-recipients of 
sub-recipients in order to provide a more accurate picture of how ARRA funds are being used. The DEC 
anticipates that the ARRA funding program will be closely monitored and audited, and this information will 
help prepare for that scrutiny. 
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Q4: What information should be reported in the “Percent Complete” column – the 
percentage completed in that particular quarter or the overall project completion 
percentage? 

A:  At the end of each quarter, sub-recipients should report the overall completion percentage for each Work 
Plan Task. For example, a task might be reported as 25% complete in January, 40% complete in April and 
80% complete in July. At the end of each quarter, if the task has advanced, the number reported in the 
“Percent Complete” column should increase. 

Q5: Is it necessary for sub-recipients to submit a Reimbursement Form with their 
Quarterly Reports? 

A:  No. Reimbursement Forms should be completed and submitted along with supporting documentation and 
signatures by the 21st of the month following the close of each quarter.  
 
Originally, the DEC had requested that Reimbursement Forms be submitted with Quarterly Reports, 
however after discussions with sub-recipients, that procedure was changed. Because of that change, the 
reimbursement package, including the Reimbursement Form and all necessary supporting documentation, is 
due by the 21st of the month following the close of each quarter (i.e. 1/21, 4/21, 7/21 and 10/21). Quarterly 
Reports continue to be due on the first business day after the close of each quarter. A copy of the e-mail 
message sent by Susan Van Patten on October 23, 2009 describing this change in procedure is attached and 
labeled Attachment II – Reimbursement Form Submission Procedure. 

Q6: Some sub-recipients receive funding from the DEC through other grants such as 
regular 604(b) or WQIP, or they may work closely with an entity that receives such 
funding on activities that are related to the tasks in the sub-recipient ARRA work 
plan. Should this connection be addressed in the quarterly reporting process? 

A:  Yes. These connections should be openly addressed both in the management and tracking of ARRA funding 
and in the preparation of quarterly reports.  
 
Sub-recipients must manage, track and account for ARRA funds in a manner that is completely separate 
from the management, tracking and accounting of any other funding they receive. ARRA sub-recipients 
were made aware of this requirement when they received their contracts for signing.  
 
If the tasks in your ARRA work plan are related to tasks in a regular 604(b) or WQIP work plan for your 
organization or another organization with which you are working, your quarterly report should state this 
fact, specify the different funding sources that are paying for different tasks and address how the separation 
of funds is assured. While we recognize that summarizing a quarter’s worth of work into a limited number 
of words may cause sub-recipients to characterize things quite generally, we caution you to provide enough 
detail so that the separation of ARRA-funded and non ARRA-funded activities would be clear to an auditor. 
 
DEC is confident its sub-recipients would not intentionally double bill for activities. For the purposes of 
satisfying any inquiry or audit, sub-recipient record keeping and reporting must dispel any question or 
appearance of irregularity. 

Q7: What information should be used for CCR identification? 

A:  At this time, it is not necessary for sub-recipients to go through the Central Contractor Registration (CCR) 
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process and it is acceptable to leave the CCR cell on the quarterly report blank. When the DEC was 
preparing the original templates for sub-recipient work plans and quarterly reports, federal guidance 
indicated that sub-recipients needed to acquire a CCR marketing pin number (MPIN) in order to complete 
all reporting requirements. Ultimately, however, the DEC implemented a reporting process that does not 
involve sub-recipients reporting directly to the federal government and, therefore, sub-recipients do not need 
to complete the CCR identification process.  

Q8: The federal Excel file is quite large – can some of the rows be removed? 

A:  No. The creator of the federal reporting workbook has protected it and all users must use it in its current 
format in order to comply with federal reporting requirements.  
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ATTACHMENT II: 
REIMBURSEMENT FORM SUBMISSION PROCEDURE 

 
From: "Susan Van Patten" <sevanpat@gw.dec.state.ny.us> 
 
To: <gthomas@ceinfo.org>; "Kathleen Bertuch" <kbertuch@cnyrpdb.org>; "Janet Thigpen" <jthigpen@co.chemung.ny.us>; "Dave 
Zorn (E-mail)" <dave.zorn@gflrpc.org>; <garyo@glc.org>; "DHesse" <hvrc@hvi.net>; "John F Crews" <jcrews@hvi.net>; "Brian 
Mitchell" <bmitchell@iec-nynjct.org>; <cnichols@iec-nynjct.org>; "Jessica Breiten" <jbreiten@ocgov.net>; <weber@stny.rr.com>; 
"Simon Gruber" <sgruber100@verizon.net>; "Walter Young (E-mail)" <wyoung_rpb@verizon.net>; <apsnel@yahoo.com> 
 
Cc: <knovak@cnyrpdb.org>; "Angus Eaton" <akeaton@gw.dec.state.ny.us>; "Bill Lupo" <belupo@gw.dec.state.ny.us>; "Barbara 
Kendall" <blkendal@gw.dec.state.ny.us>; "Joanne Kosinski" <jckosins@gw.dec.state.ny.us>; "Luci Collins" 
<lccollin@gw.dec.state.ny.us>; "Leila Mitchell" <ljmitche@gw.dec.state.ny.us>; "Meena George" <mxgeorge@gw.dec.state.ny.us>; 
"Peter Freehafer" <pbfreeha@gw.dec.state.ny.us>; "Ron Entringer" <raentrin@gw.dec.state.ny.us>; "Robert Capowski" 
<rmcapows@gw.dec.state.ny.us>; "Thomas Rudolph" <trudolph@gw.dec.state.ny.us>; "William Spitz" 
<whspitz@gw.dec.state.ny.us> 
 
Sent: Friday, October 23, 2009 8:50 AM 
 
Subject: 604(b) ARRA - Reporting Requirements Update 
 
Good Morning - We have received a question about the Reporting Requirements (pg 21) as laid out in 
Appendix C - Work Plan Template that I e-mailed folks earlier this week.  Please see the write-up below, which 
is a slight change to what is in the document you were sent.  This information supersedes the Work Plan 
Template you were sent and we will clarify the reporting in the document that is on the web.  
 
Based on the latest Federal ARRA reporting information NYSDEC will need the following information 
submitted by close of business on the first business day after the quarter ends.  ( i.e., December 31, 2009 quarter 
needs to be submitted 1/4/10) 
  
1. The Cover Sheet (MS Word) 
2. Activity Progress Matrix (MS word) 
3. ARRA Reporting template (MS Excel) 
  
These should all be transmitted electronically so that NYSDEC can collect the data, prepare and submit the 
report by the 10th calendar day following the quarter.  
  
Please note that the Expenditure and Reimbursement Form does not need to be completed and submitted by this 
due date. Instead, based on current direction from the Governor's Office Economic Recovery and Reinvestment 
Cabinet, NYSDEC, as the prime recipient will be entering cash disbursement information to reflect payments 
made by the NYS Office of the State Comptroller.  
  
However we would like the quarterly payment request as well as the required expenditure and reimbursement 
forms and any other required documentation by 21st of the month following the end of a quarter.  It is very 
important that we receive these payment requests and back up information in a timely manner so that we can do 
our review, process the payment and have it clear the books before the next reporting deadline.  
  
Keep in mind we are going by the latest guidance where the prime recipient (NYSDEC) reports what has been 
disbursed, in order to give recipients the most flexibility. At any time the reporting for ARRA funding could 

Page | 6  
 



Page | 7  
 

change and we may need to report actual accruals whereby expenditure information may be requested with the 
other information.  
  
We all know that the ARRA Stimulus funding is under close review and timely and accurate submission is 
imperative in order for the State to keep this funding and thereby our recipients keep their funding as well. 
  
We look forward to working with you to get an executed contract in place by the required deadline. If you have 
any questions, don't hesitate to call or e-mail - Sue 
 
Susan Van Patten,  
Partnership Section Chief 
NYS Dept. of Environmental Conservation 
Division of Water 
Partnership Section 
625 Broadway 
Albany, NY 12233-3500 
(518) 402-8240 (voice) 
(518 402-9029 (fax) 
sevanpat@gw.dec.state.ny.us 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Updated: 07/08/2010 by brs 
File Location: S:\DO\P3\ARRA\604(b)\ARRA Quarterly Reporting Q&A\Q&A package.docx 
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Part 2.  Replacement of Section 5 of M-09-21 – Reporting on Jobs Creation Estimates by 
Recipients of Grants, Loans, and other forms of Federal Assistance 
 
 
5.1   What reporting is required by the Recovery Act for estimates of jobs created or 

retained and what changes have been made to the job calculation methodology? 
 
 There are two distinct types of jobs reports that are required in the accountability and 
transparency provisions of the Recovery Act.1

 
   

1. The Council of Economic Advisers (CEA), in consultation with OMB and Treasury, are 
required by Section 1513 of the Recovery Act to submit quarterly reports to Congress that 
detail the impact of all Recovery Act funding on employment, economic growth, and other 
key economic indicators.  
 

2. Recipients of Recovery funds subject to Section 1512 are required to submit estimates of 
jobs created and jobs retained for each project or activity in their recipient reports.   

 
 Based on feedback from the recipient community and the Federal agencies, this section of 
M-09-21, Implementing Guidance for the Reports on the Use of Funds Pursuant to the American 
Recovery and Reinvestment Act of 2009, published June 22, 2009, is updated as of December 18, 
2009.  This update incorporates best practices and lessons learned from the first Recovery Act 
recipient reporting period, which ended September 30, 2009, by simplifying the formula used to 
calculate job estimates and providing additional examples of how to apply this formula so recipients 
can accurately and easily report estimates of jobs created or jobs retained as a result of Recovery 
Act funding.  
 
 This updated guidance reflects an important change and simplification to the manner in 
which job estimates are calculated and reported.   In previous guidance, recipients were required to 
sum all hours worked from the current and all prior quarters and divide that total against a 
cumulative sum of all full-time hours from the current and prior reporting quarters.  This ratio 
provided an average Full Time Equivalent (FTE) estimate by project over all reporting quarters 
since the start of the Recovery Act.2

 
 

 A significant number of recipients expressed concern with the complexity of the multiple 
steps involved with this formula.  As a result of this feedback, this updated guidance changes the 
job estimate calculation such that the recipient will now report job estimate totals by dividing the 
hours worked in the reporting quarter (i.e., the most recent quarter) by the hours in a full-time 
schedule in that quarter.   Recipients will no longer be required to sum across multiple quarters of 
data as part of the formula.   
                                                 
1 Title XV of the American Recovery and Reinvestment Act of 2009 (Pub. L. No. 111-5) 
2 This update reflects a quarterly reporting approach rather than a cumulative reporting approach embodied in previous 
guidance.   Other reporting elements will continue to be cumulative unless otherwise noted. This includes, for example, 
the narrative description of job estimates and the amount of funds expended.  The data reporting model, Supplement 2 
to M-09-21 found at www.omb.gov/recovery includes all applicable updates and instructions.  
 
 

Attachment III: Part 2 of OMB memo M-10-08
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 A second important change is in the definition of a job created or retained.  Previous 
guidance required recipients to make a subjective judgment on whether a given job would have 
existed were it not for the Recovery Act.   The updated guidance eliminates this subjective 
assessment and defines jobs created or retained as those funded in the quarter by the Recovery Act.   
Jobs funded with non-Recovery Act funds will not be counted unless they will be reimbursed (See 
Section 5.9).  Jobs funded partially with Recovery Act funds will only be counted based on the 
proportion funded by the Recovery Act (See Section 5.5).  
 
 Please note that certain recipients, such as those funded by Department of Transportation, 
have job reporting requirements in the Act that go beyond Section 1512.  Recipients must follow 
this guidance with respect to the reporting requirements under Section 1512 and must also comply 
with program- and agency-specific requirements.  
 
5.2   What are the key principles of reporting estimates of jobs created and jobs retained? 
 
 The key principles below provide an overview of recipient reporting on the estimated 
employment impact of the Recovery Act-funded work. 
 

1. The Section 1512 reports contain only estimates of jobs created and jobs retained. These 
estimates are entered by recipients into the “Number of Jobs” data field in the reports 
submitted to FederalReporting.gov.   
 

2. Definitions of jobs considered to be created or retained: 
 

a. A job created is a new position created and filled, or an existing unfilled position that 
is filled, that is funded by the Recovery Act;  

b. A job retained is an existing position that is now funded by the Recovery Act.   
 

Using the definitions above, recipients must estimate the total number of jobs that were 
funded in the quarter by the Recovery Act.  A funded job is defined as one in which the 
wages or salaries are either paid for or will be reimbursed with Recovery Act funding.  
 

3. A job must be counted as either a job created or a job retained; it cannot be counted as both.  
Additionally, only compensated employment in the United States or outlying areas should 
be counted.  See 74 FR 14824 for definitions.   

 
4. The estimate of the number of jobs created or retained by the Recovery Act should be 

expressed as “full-time equivalents” (FTE).  In calculating an FTE, the number of actual 
hours worked in funded jobs are divided by the number of hours representing a full work 
schedule for the kind of job being estimated.  These FTEs are then adjusted to count only the 
portion corresponding to the share of the job funded by Recovery Act funds.  Alternatively, 
in cases where accounting systems track the billing of workers’ hours to Recovery Act and 
non-Recovery Act accounts, recipients may simply count the number of hours funded by the 
Recovery Act and divide by the number of hours in a full-time schedule.  See Section 5.3 for 
further details. 
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5. Prime recipients are required to report an estimate of jobs directly created or retained by project 

and activity or contract and enter this information into a single numeric field on 
FederalReporting.gov. 

 
6. Prime recipients of grants, cooperative agreements, and loans must

 

 include an estimate of 
jobs created and retained on projects and activities managed by their funding recipients (i.e. 
sub-recipients) in the numeric and narrative data fields mentioned in 5.2.3 above.  See 
Section 5.7 for further details. 

7. Except as provided in 5.2.8 below for critical support positions, recipients should not 
attempt to report the employment impact upon materials suppliers and central service 
providers (so-called “indirect” jobs) or on the local community (“induced” jobs).   
 

8. Recipients are asked to provide a narrative description of the employment impact.  The 
narrative should include a brief description of the types of jobs created or retained. 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. 

 
9. Recipients will report on only projects and activities funded in whole or in part by the 

Recovery Act.   
 

10. This Guidance does not establish specific requirements for documentation or other written 
proof to support reported estimates on jobs created or retained; however, recipients should 
be prepared to justify their estimates.  Recipients must use reasonable judgment in 
determining how best to estimate the job impact of Recovery dollars, including the 
appropriate sources of information used to generate such estimate.  Where such written 
evidence exists, it can be an important resource for validating the job estimates reported.  

 
11. In addition to providing this information by project and activity as required by the Recovery 

Act, as a best practice it is also recommended that State governments post the employment 
impact of all recovery funds prominently on the State recovery website. 

 
12. Effective February 2, 2010, the FederalReporting.gov solution will be open for corrections 

of all data submitted for the quarter ending December 31, 2009.  Recipients will have the 
ability to make correction up until the start of the next reporting period.  For example, from 
February 2, 2010 through March 31, 2010, recipients will have the ability to correct data for 
the quarter ending December 31, 2009. 
 
Except as outlined in Section 5.10, the recipient will not have the ability to correct any data 
submitted for the quarter ending September 30, 2009, (i.e. the prior quarter).  It follows that 
once the next reporting period begins on April 1, 2010, the recipient will no longer have the 
ability to make corrections to prior quarters, i.e., the quarters ending September 30, 2009 
and December 31, 2009.   
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During periods of continuous corrections, Federal agencies are required to make reasonable 
efforts to monitor such corrections and, prior to the end of the corrections period for a given 
quarter, communicate to  recipients any corrections determined by the Federal agency to be 
erroneous.  

 
5.3   What methodology should recipients use when estimating the number of jobs created 

or retained? 
 
 The requirement for reporting estimates of the “Number of Jobs” is based on a simple 
calculation used to avoid overstating the number of other than full-time permanent jobs.  This 
calculation converts part-time or temporary jobs into fractional “full-time equivalent” (FTE) jobs.  
Full-time equivalent (FTE) employment is a standard concept used by the Office of Personnel 
Management.3

 
 

 In order to perform the calculation, a recipient will need the total number of hours worked 
by employees in the most recent quarter (the quarter being reported) in jobs that meet the definition 
of a job created or a job retained as defined in section 5.3.2.  The recipient will also need the 
number of hours in a full-time schedule for the quarter.  For instance, if a full-time schedule is 2,080 
hours/year, the number of hours in a full-time schedule for a quarter is 520 (2,080 hours/4 quarters 
= 520).  The formula for reporting can be represented as: 

 

 
Please note that the reporting period quarters are defined as: 
 

1. Quarter 1: January 1 – March 31 
2. Quarter 2: April 1 – June 30 
3. Quarter 3: July 1 – September 30 
4. Quarter 4: October 1 – December 31 
 

 The FTE formula is intended to prevent over-counting of short-term or part-time jobs.  For 
example, if a job is funded by the Recovery Act, but the individual’s employment only lasts for one 
week, then a full job will not be reported.   In this case, the FTE formula will discount the job total 
to reflect the temporary nature of the job.   Only jobs that are funded directly by the Recovery Act 
are counted as created or retained. 
 
 Example:  Assume that a recipient’s Recovery Act funds paid for two full-time employees 
and one part-time employee working half days for the quarter.  Also assume that the recipient’s full-
time schedule for the quarter is 520 hours (2,080 hours in a work-year divided by 4).  To convert 
hours worked to number of FTE for the quarterly report, aggregate all hours worked and divide by 
the number of hours in a full-time schedule for the quarter.   

                                                 
3 This definition is taken from OMB Circular A-11, Preparation, Submission and Execution of the Budget 2009.  
http://www.whitehouse.gov/omb/circulars_a11_current_year_a11_toc/  

Total Number of Hours Worked and Funded by Recovery Act within Reporting Quarter 
= FTE 

Quarterly Hours in a Full-Time Schedule 

http://www.whitehouse.gov/omb/circulars_a11_current_year_a11_toc/�
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 In this example, two full-time employees each worked 520 hours (1,040 hours combined) + 
one employee worked half-time or 260 hours for a total of 1,300 hours worked.  Divide total 
number of hours worked by the number of hours in a full-time schedule for the quarter:    
1,300 ÷ 520 = 2.5 FTE reported for jobs.    
 
Please note that this formula has been revised based on feedback to make it easier to apply than the 
formula provided in OMB Guidance M-09-21, June 22, 2009. Under the revised guidance, 
recipients should not cumulate hours worked across several quarters. 
 
 

 

Note Relating to OMB Circular A-21:  For recipients of assistance agreements that must 
comply with OMB Circular A-21, Cost Principles for Educational Institutions, an alternative 
calculation based upon the allocable and allowable portion of activities expressed as a 
percentage is acceptable to estimate jobs created and retained.  OMB Circular A-21 
recognizes that practices vary among educational institutions as to the activity constituting a 
full workload.  Compensation charged to sponsored projects must conform to the 
institution’s established policies and reasonably reflect the activity for which the employee 
is compensated.  Charges to sponsored projects may be expressed as a percentage of their 
total activities.  Therefore, for purposes of ARRA reporting of jobs created or retained, 
colleges and universities may count, proportionately, the percentage of effort directly 
charged to ARRA awards as an FTE equivalent.  

Under this alternative calculation and consistent with this Guidance, job estimates will be 
reported: 

1. Based on the total available time in the reporting period, regardless of when the grant 
period or employment period begins.   

For example, if a lab technician charges 100% effort on a project for only one month in 
the quarter being reported (but zero effort the other two months because no work was 
performed or the grant was not yet awarded), then the recipient report should reflect 0.33 
FTE for that individual. 

Period 3rd qtr 4th qtr 1st qtr 2nd qtr 3rd qtr 4th qtr 

Full-Time Schedule (Denominator) 520 520 520 520 520 520 

Full Time Employee 1 520 520 520 260 130 130 
Full Time Employee 2 520 520 260 260 130 130 
Part Time Employee (half time) 260 260 260 260 130 130 
Temporary Employee (390 hrs) 0 0 130 130 130 0 
Total Hours Worked (Numerator) 1,300 1,300 1,170 910 520 390 

Quarterly FTE Reported 2.50 2.50 2.25 1.75 1.0 0.75 
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2. For all reporting periods that the grant is active. 

For example, if a researcher provides 100% effort in the grant’s first quarter and 50% effort 
in the grant’s second quarter, the recipient report for the first quarter will reflect 1 FTE and 
the second will reflect 0.5 FTE. 

 
5.4  What are the step-by-step instructions for recipients to calculate their estimates of jobs 

created and retained using the formula above? 
 
 Successful use of the formula is dependent upon correctly inputting the appropriate number 
of hours in the numerator (or “top” of the formula) and the denominator (or “bottom” of the 
formula).  This section will walk through the steps recipients must take to use the formula to 
calculate jobs estimates for projects and activities fully funded by Recovery Act funds.  The 
following Section 5.5 outlines how to calculate estimates for projects and activities with multiple 
funding streams (i.e. partially funded by the Recovery Act). 
 
 Elaborating upon the example provided earlier in Section 5.3, assume the recipient is City 
Library with a standard full-time work week of 40 hours.  The library receives a Recovery grant and 
is able to hire two full-time librarians and one part-time bookkeeper.  These three new hires are in 
addition to the two full-time librarians already employed by City Library who are paid out of a non-
Recovery Act funding source. 
 
 First, City Library assesses which hours worked should be included into the calculation by 
looking at its payroll.  It will only include the hours worked for Washington, Madison and Jefferson 
whose jobs were funded by the Recovery Act. 
 

Employee Name Job Title 
Funded by the 
Recovery Act? 

ARRA Hours 
Worked in Qrtr 

J. Adams Librarian No 0 

A. Jackson Librarian No 0 

M. Washington Librarian Yes 520 

D. Madison Librarian Yes 520 

T. Jefferson Bookkeeper Yes 260 

TOTAL HOURS FUNDED IN QUARTER 1,300 

 
  The library will not include the hours worked by Adams or Jackson whose jobs were funded 
from sources other than the Recovery Act. 
 
  City Library maintains a 40 hour per week full-time schedule.  It must represent its full-time 
schedule in reporting quarters, not work weeks.  To do this City Library must: 
 

(a) Calculate how many full-time work hours are in a quarter: 
40 hours in a full-time work week schedule 

x 
520 total work hours in a quarter 
13 weeks in a quarter 
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(b) City Library enters its calculations into the numerator and denominator of the 
formula to convert its hours worked into FTEs for the estimate of jobs created and 
retained by its Recovery grant. 

 
1300 Recovery Act Funded Hours Worked and Funded by Recovery Act = 2.5 

FTE 520 Hours in a Full-Time Schedule 

 
City Library will report 2.5 FTEs into the “Number of Jobs” data field in FederalReporting.gov. 
 
 Assume now that in a subsequent quarter, City Library begins paying Adams and Jackson 
with Recovery Act funds along with other employees.  Then Adams and Jackson should count 
toward the numerator in that quarter.  The new numerator is now 2,340. 
 
  

Employee Name Job Title 
Funded by the 
Recovery Act? 

ARRA Hours 
Worked in Qrtr 

J. Adams Librarian Yes 520 

A. Jackson Librarian Yes 520 

M. Washington Librarian Yes 520 

D. Madison Librarian Yes 520 

T. Jefferson Bookkeeper Yes 260 

TOTAL HOURS FUNDED IN QUARTER 2,340 

 
 The denominator remains the same, as a full-time schedule for City Library is still 520 work 
hours per quarter.  Entering the new numerator, City Library obtains a new estimate of the number 
of FTE jobs created and retained by its Recovery Grant: 
 

2,340 Recovery Act Funded Hours Worked and Funded by Recovery Act 
= 

4.5 
FTE 520 Hours in a Full-Time Schedule 

 
 In the subsequent quarter, City Library will report 4.5 FTEs into the “Number of Jobs” data 
field in FederalReporting.gov. 
 
5.5   How do recipients include estimates for jobs partially funded by the Recovery Act? 
 
 In calculating an FTE for situations in which hours worked are partly funded by the 
Recovery Act, recipients should use the steps outlined in Section 5.3, and in doing so, assess what 
portion of hours worked are funded by the Recovery Act. For example, County Corrections assesses 
which hours worked should be included into the calculation by looking at its payroll.  It will only 
include the hours worked for Carter, Coolidge, and Taylor whose jobs were funded by the Recovery 
Act. 
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Employee Name Job Title 
Funded by the 
Recovery Act? 

 Hours Worked 
Total 

Hours Funded 
by ARRA 

H. Hoover Guard No n/a  

W. Harding Custodian No n/a  

J. Carter Technician Yes 520 520 

C. Coolidge Guard Yes 520 130 

Z. Taylor Guard Yes 520 130 

TOTAL HOURS WORKED IN QUARTER 1,560 780 

 
  County Corrections will not include the hours worked by Hoover or Harding who were 
already employed prior to receiving the Recovery grant and whose jobs were funded from sources 
other than the Recovery Act. 
 
  County Corrections determines that part of Coolidge and Taylor’s time was funded from the 
Recovery Act and part was funded from other sources.  Specifically, 25% of the hours for Coolidge 
and Taylor were paid for with Recovery Act funds.  County Corrections thus adjusts the hours of 
Coolidge and Taylor downward from 520 to 130. County Corrections determines that Carter’s job is 
fully funded by the Recovery Act, so it counts all of his hours.  Now County Corrections applies the 
same remaining steps from Section 5.4 above:  
 

(a) Calculate how many full-time work hours are in a quarter. 
40 hours in a full-time work week schedule 

x 
520 total work hours in a quarter 
13 weeks in a quarter 

 
(b) County Correction enters its calculations into the numerator and denominator of the 
formula to convert its hours worked into FTEs for the estimate of jobs created and 
retained by its Recovery grant. 

 
780 Recovery Act Funded Hours Worked and Funded by Recovery Act 

= 
1.5 

FTE 520 Hours in a Full-Time Schedule 

 
 County Corrections will report 1.5 FTEs into the “Number of Jobs” data field in 
FederalReporting.gov. 
 
 Alternatively, County Corrections may know the overall portion of Recovery Act funds used 
to pay the salary of its employees, but it may not have that information for each individual 
employee.  In that case, County Corrections should use an alternative calculation in which an 
adjustment is made to the FTE number to match the appropriate percentage of Recovery funding.  
For example, suppose the work hours for Carter, Coolidge and Taylor are funded partly by the 
Recovery Act and partly with local funds, with half of the funding coming from the Recovery Act.  
Then County Corrections will first count the total number of FTEs associated with these three jobs, 
and second adjust these FTEs based on the proportion of funding associated with the Recovery Act.   
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Employee Name Job Title 
Funded by the 
Recovery Act? 

 Hours Worked 
Total 

H. Hoover Guard No n/a 

W. Harding Custodian No n/a 

J. Carter Technician Yes 520 

C. Coolidge Guard Yes 520 

Z. Taylor Guard Yes 520 

TOTAL HOURS WORKED IN QUARTER 1,560 

 
 
(a) Calculate how many full-time work hours are in a quarter. 

40 hours in a full-time work week schedule 
x 

520 total work hours in a quarter 
13 weeks in a quarter 

 
(b) County Corrections enters the total hours worked for its employees into the 
numerator and the total quarterly hours into the denominator to convert its hours worked 
into FTEs for the estimate of jobs created and retained by its Recovery-funded project. 

 
1,560 Recovery Act Funded Hours Worked and Funded by Recovery Act 

= 
3.0 

FTE 520 Hours in a Full-Time Schedule 

 
 Now, given that County Corrections determined that employees were funded 50% by the 
Recovery Act, it multiplies the number of FTEs by 50% to obtain the number of Recovery Act 
FTEs: 
 

3 Total FTEs X 50% = 1.5 FTE 

 County Corrections will report 1.5 FTE into the “Number of Jobs” data field in 
FederalReporting.gov. 
 
 
5.6   Will recipients be able to calculate their jobs estimates by using a tool such as a “jobs 

calculator?” 
 
 While there is not currently an online Recovery Act “jobs calculator,” this Guidance 
provides a straightforward summary document of the calculation methodology.  The summary 
outlines the necessary calculations to estimate the jobs created and retained for Recovery funded 
projects or activities by Recovery award.  See ARRA Jobs Worksheet, Attachment A.   
 
5.7   How should recipients estimate the job impact of funding provided to sub-recipients?   
 
 Recipients must include an estimate of jobs created and retained on projects and activities 
managed by their funding recipients (i.e. sub-recipients) in the “Number of Jobs” field and their 
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narrative description.  This information will be provided for each project and activity funded by the 
Recovery Act.  The clarification that recipients must report jobs estimates for all sub-awarded funds 
was an update from guidance prior to June 2009.4

 
    

 For example, City Library receives a $10 million Recovery Act-funded grant to develop a 
youth summer reading program.  Assume the library uses $1 million to administer the program, 
including the hiring of five FTE, and distributes nine $1 million grants to area nonprofits focused on 
reading and education.  In this case, City Library will report the direct job creation of the 5 FTE, 
and it would also provide an estimate of the total employment impact of the nine $1 million grants 
(using the same FTE methodology discussed in Section 5.3).   
 
 Prime recipients are required to generate estimates of job impact by directly collecting 
specific data from sub-recipients and vendors5

 

 on the total FTE resulting from a sub-award.  To the 
maximum extent practicable, information should be collected from all sub-recipients and vendors in 
order to generate the most comprehensive and complete job impact numbers available. 

5.8 In what circumstances are jobs reported in a prior quarter included or removed from 
a recipient’s reports in a subsequent quarter?  

 
 Once a job is reported by a recipient as created or retained by the Recovery Act, the 
recipient shall continue to report this job as created or retained in subsequent quarters as long as the 
job continues to be funded by the Recovery Act.   The example below demonstrates this principle:  
 
 City Public Transportation reported 5 jobs in Quarter 1, consistent with the below table and 
calculation.   
      QUARTER 1 

Employee Name Job Title 
Funded by the 
Recovery Act? 

 Hours Worked 
Total 

Hours Funded 
by ARRA 

J. Q. Adams Driver Yes 520 520 

A. Johnson Mechanic Yes 520 520 

C. A. Arthur Mechanic Yes 520          520 

G. Cleveland Driver Yes 520 520 

R. Nixon Mechanic Yes 520 520 

TOTAL HOURS WORKED IN QUARTER 2,600 2,600 

 
 
(a) Calculate how many full-time work hours are in a quarter. 

40 hours in a full-time work week schedule 
x 

520 total work hours in a quarter 
13 weeks in a quarter 

 
                                                 
4 Recipients are no longer permitted to request the use of statistical sampling.  In previous guidance, OMB included the 
option for statistical sampling, but no recipients applied for this option within the Federal agency deadline.     
5 Except as provided by Section 5.2.8, job estimates regarding vendors of prime- or sub-recipients as defined in Section 
2.2 should be limited to direct job impacts for the vendor and not include “indirect” or “induced” jobs (see Sections 
5.2.7 and 5.2.8). 
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(b) City Public Transportation enters its calculations into the numerator and denominator 
of the formula to convert its hours worked into FTEs for the estimate of jobs created and 
retained by its Recovery grant. 

 
2,600 Recovery Act Funded Hours Worked and Funded by Recovery Act = 5 FTE 

520 Hours in a Full-Time Schedule 

 
 City Public Transportation will report 5 FTEs into the “Number of Jobs” data field in 
FederalReporting.gov for Quarter 1. 
 
 

QUARTER 2 

Employee Name Job Title 
Funded by the 
Recovery Act? 

 Hours Worked 
Total 

Hours Funded 
by ARRA 

J. Q. Adams Driver Yes 520 520 

A. Johnson Mechanic Yes 520 520 

C. A. Arthur Mechanic Yes 520          520 

G. Cleveland Driver Yes 520 0 

R. Nixon Mechanic Yes 520 0 

TOTAL HOURS WORKED IN QUARTER 2,600 1,560 

 
  In Quarter 2, City Public Transportation no longer funds Cleveland and Nixon with 
Recovery Act dollars.   However, City Public Transportation continues to fund Adams, Johnson and 
Arthur with Recovery Act dollars.  City Public Transportation will do the following calculation for 
Quarter 2:  
 

(a) Calculate how many full-time work hours are in a quarter. 
40 hours in a full-time work week schedule 

x 
520 total work hours in a quarter 
13 weeks in a quarter 

 
(b) City Public Transportation enters its calculations into the numerator and denominator 
of the formula to convert its hours worked into FTEs for the estimate of jobs created and 
retained by its Recovery grant. 

 
1,560 Recovery Act Funded Hours Worked and Funded by Recovery Act 

= 3 FTE 
520 Hours in a Full-Time Schedule 

 
 City Public Transportation will report 3 FTEs into the “Number of Jobs” data field in 
FederalReporting.gov for Quarter 2. 
 
 A different situation arises if the workers are hired for a definite term, with a plan to pay a 
portion of their wages and salaries over that term with Recovery Act funds and the remaining 
portion with non-Recovery Act funds.  In this case, the recipient should compute the jobs created or 
saved as in the second example of Section 5.5, above:  It should compute the total number of FTEs 
involved in the project in the relevant quarter, then multiply this by the share of the project’s costs 



21 
 

that are paid with Recovery Act funds.  The resulting number of Recovery Act FTEs should be 
reported in the “Number of Jobs” data field.  This is true even if the Recovery Act and non-
Recovery Act funds are charged at different times during the course of the project.  For example, 
suppose that a recipient school district plans to use a combination of Recovery Act funds and non-
Recovery Act funds to hire 100 new, full time teachers for the school year, with half of the funds 
coming from the Recovery Act.  Then the recipient should: 1) count all the hours worked by the 
teachers in the current reporting quarter (5,200); 2) divide that number into the number of hours in a 
full time schedule for a quarter (520), yielding a total of 100 FTEs; and 3) multiply this number by 
the percentage of the project funded by the Recovery Act (50%). Thus, the district reports 50 FTEs 
in each quarter.  The reporting is the same if the Recovery Act funds are drawn down evenly across 
the four quarters of the year or if Recovery Act funds are used exclusively for the first half of the 
year and non-Recovery Act funds are used for the second half; the key factor is the share of the 
overall project funded by the Recovery Act.   
 
 This example should be distinguished from the example of City Public Transportation 
above.  In that example, it was assumed that the recipient hired its employees for an indefinite term.  
Thus, each quarter, the recipient must re-determine the percentage of work hours (if any) funded by 
the Recovery Act.  When the recipient stops paying Cleveland and Nixon with Recovery Act funds, 
it no longer counts their work hours when calculating the job total.  By contrast, in the school 
district example, the employees were hired for a defined period of one year with a plan to use both 
Recovery Act and non-Recovery Act funds to pay their salaries.  Thus, as long as the 100 FTEs 
continue to work in each quarter of that year, the 50 jobs (discounted to reflect partial funding) 
should be reported in each quarter.  Even if the recipient expended only the Recovery Act portion of 
funds in the first two quarters of the school year to pay the salaries for the 100 teachers and then 
expended only the non-Recovery Act portion of the funds in the second two quarters of the school 
year to pay the salaries of these same 100 teachers, then the recipient should still report 50 jobs in 
each of the four reporting quarters.  
 
5.9   Can a job be reported as created or retained before Recovery Act dollars are 

expended?   
 
 As described in Section 5.2 above, a funded job is defined as one in which the wages or 
salaries are either paid for or will be reimbursed with Recovery Act funding.  Thus, a job that is 
paid initially with non-Recovery Act dollars may be reported as created or retained as long as such 
dollars eventually will be reimbursed with Recovery Act funds for the jobs being reported.  For 
example, a recipient may decide to begin hiring new employees as soon they are notified of the 
amount of their Recovery Act award, but before Recovery Act dollars are received or expended.   If, 
in this situation, the non-Recovery Act dollars that are paying the wages of the new employees were 
used as an advance on the Recovery Act dollars awarded, the recipient can appropriately report 
these jobs as created or retained.  However, if the recipient does not intend to use its Recovery Act 
award to reimburse for the previous expenditure of non-Recovery Act funds on wages and salaries, 
then the hours for such jobs should not reported in the calculation of jobs created or retained.  If the 
reimbursement occurs after the job is terminated, the recipient only reports the jobs as created or 
retained during quarters in which the employment actually occurred. 
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5.10  When should recipients make corrections to incorrect job estimates and any other 
incorrect data from prior reporting quarters?  

 
 As noted in Section 5.2 above, effective February 2, 2010, the FederalReporting.gov 
solution will be open for continuous corrections of data.  However, such corrections can only be 
made for the reporting quarter (i.e., the most recent quarter).  Corrections for prior quarters will be 
handled as follows:  
 

• Federal agencies subject to this Guidance shall instruct recipients to maintain within their 
administrative records comprehensive information on any and all necessary corrections to 
prior quarter data.   

• Recipients will be required, at a time and process to be specified in the future, to submit this 
information to the Federal government, after which the Recovery and Accountability 
Transparency Board will determine the best approach for making this information available 
on Recovery.gov. 
 

 Consistent with requirements of Section 1512 (c) of the Recovery Act, recipients are 
required to make corrections to erroneous or missing data submitted in prior quarters.  As noted 
above, this information will not be submitted through FederalReporting.gov at this time.  Instead, 
recipients wishing to make corrections or non-reporters wishing to submit reports for prior quarters 
shall maintain this information in their administrative records for submission in a manner to be 
specified at a later date.  Also, the clarifications to the definition of a job created or retained 
included in this guidance are not intended to be retroactive to the quarter ending September 30, 
2009.  Thus, recipients are not required to re-calculate and/or correct job estimate totals for the 
quarter ending September 30, 2009 based on the definitional clarifications in this guidance.  Any 
corrections to job estimate totals reported for the quarter ending September 30, 2009 should rely on 
the definition of a created or retained job included in the prior guidance, OMB Memorandum 09-21, 
issued June 22, 2009.  
 
5.11   What previously published jobs-related guidance exists for recipients submitting their 
Section 1512 recipient reports? 
 
 This Guidance updates the original Section 5 – Reporting on Jobs Creation Estimates by 
Recipients of OMB Memorandum 09-21 
(http://www.whitehouse.gov/omb/assets/memoranda_fy2009/m09-21.pdf).   The Recipient 
Reporting Data Model, Supplement 2 of M-09-21, has also been updated to align with all changes 
included in this updated guidance.  The updated Supplement 2 can be found at:  
http://www.whitehouse.gov/omb/assets/memoranda_fy2009/m09-21-supp2.pdf.  This guidance 
supersedes all Frequently Asked Questions (FAQs) related to jobs guidance issued since the passage 
of the Recovery Act.   The relevant FAQs have been removed from the OMB website and 
Recovery.gov to avoid confusion.  Federal agencies are in the process of updating agency or 
program-specific guidance to align with the updates in this guidance.  
 
 It is expected that such guidance document will be updated imminently and be made 
available on agency Recovery websites (e.g. www.agency.gov/recovery).  Recipients are 
encouraged to contact their Federal awarding agency for further information.

http://www.whitehouse.gov/omb/assets/memoranda_fy2009/m09-21.pdf�
http://www.whitehouse.gov/omb/assets/memoranda_fy2009/m09-21-supp2.pdf�
http://www.agency.gov/recovery�
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Attachment A.  ARRA Jobs Worksheet for Quarterly Reporting  
 

PREFERRED 

STEP 1: Calculate Quarterly Hours in a Full-Time Schedule.  

A.  Start by determining the standard hours in a full-time work week schedule as illustrated 
below. This example uses 40 hours, but other standards are possible.  

B. Multiply this amount by 13 weeks to determine the quarterly number of hours for full-
time work: 

40 Hours in full-time work week X 13 weeks per quarter = 

STEP 2: Calculate the Full Time Equivalent (FTE) for this Quarter.  

520 Total Quarterly Hours 

A. Determine the number of hours worked in positions funded by the Recovery Act within 
the current quarter.  For example, a full-time employee working 40 hours per week 
during the entire quarter will work 520 hours in the quarterly reporting period.  

B. Divide this number by the “Quarterly Hours in a Full-Time Schedule” number calculated 
in STEP 1. This calculation should be performed for each employee working under 
Recovery Act funding within the reporting quarter (add each together to calculate an 
FTE total): 

   520 Hours Worked and Funded by Recovery Act  

   520 Quarterly Hours in a Full-Time Schedule  

For this example, the FTE figure “1.0” should be reported within the “Number of Jobs” 
data field in FederalReporting.gov. 
 

 

(If Needed) Reflect Partial ARRA Funding. 

A. Count all hours worked on the project. In this example, a total of 520 hours were 
worked on the project and the total number of quarter hours in a full time schedule is 
520 hours.  The recipient determines the amount of hours, by employee, funded by the 
Recovery Act (in this case, 50%) and totals only those hours. 

B. Calculate FTE: 

                      260 Hours Worked  

   520 Quarterly Hours in a Full-Time Schedule  

For this example, the FTE figure “0.5” should be reported within the “Number of Jobs” 
data field in FederalReporting.gov. 

= 1.0 FTE 

= 0.5 FTE 
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OR the recipient does not have the information by employee, but knows the overall 
percentage of the work hours funded by the Recovery Act (in this case, 50%). 

Calculate FTE: 

                      520 Hours Worked  

   520 Quarterly Hours in a Full-Time Schedule  

 

 

For this example, the FTE figure “0.5” should be reported within the “Number of Jobs” 
data field in FederalReporting.gov. 

 

 

= 1 FTE 

1 FTE   x   50%   =   0.5 FTE 
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