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Section |. Reporting Basics

a) Overview

This document provides information on using Treasury® Bortal to submit required Coronavirus
State and Local Fiscal Recovery Fund (SLFRF) reports. It is a supplement to the Compliance
and Reporting Guidance (Reporting Guidance), which contains relevant information and
guidance on reporting requirements.

Additionally, you should visit the Treasuryé6 SLFRF home page for the latest guidance and
updates on programmatic and reporting topics, as well as informationon T r e a s Lnterynd s
Final Rule (IFR).

Each SLFRF recipient is required to submit periodic reports with current performance and
financial information including background information about the SLFRF projects that are the
subjects of the reports; and financial information with details about obligations, expenditures,
direct payments, and subawards.

b) What is Covered in this User Guide?

This User Guide contains detailed guidance and instructions for SLFRF recipients in using

Tr e as ur yfrsubmiting tha lhterim Report and the Recovery Plan Performance Report
(Recovery Plan). All recipients must submit the required reports via Treasuryd s P o This a |
guide is not comprehensive and is meant to be used in conjunction with the references
mentioned above.

Section I Reporting Basics
Section II: Navigation and Logistics
Section Il Reporting Requirements
Section IV:  Interim Report

1 Recipient Information

Expenditure Summary Level Information

Revenue Replacement

Non-entitlement Units of Local Government (NEUSs) Distribution Template

Units of general local government within counties that are not units of general local
government (Non-UGLG) Distribution Template

i Official Certification

=A =4 =4 =4

Section V: Recovery Plan Performance Report
Section VI:  Frequently Asked Questions (FAQ)
Appendix A:  Bulk File Upload Overview
Appendix B:  Key Terminology
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c) Designated Staff for Key Roles in Managing SLFRF Reports User Designations

SLFRF recipient organizations are required to designate staff or officials for the following three
roles in managing reports for their SLFRF award. Recipients must make the required
designations prior to accessing Treasuryd Portal. The required roles are as follows:

1 Account Administrator for the SLFRF award has the administrative role of maintaining the
names and contact information of the designated individuals for SLFRF reporting. The
Account Administrator is also responsible for working within your organization to determine
its designees for the roles of Point of Contact for Reporting and Authorized Representative
for Reporting and providing their names and cont
Finally, the Account Administrator is responsible for making any changes or updates to the
user roles as needed over the award period. We recommend that the Account Administrator
identify an individual to serve in his/her place in the event of staff changes.

1 Point of Contact for Reporting is the primary contact for receiving official Treasury
notifications about reporting on the SLFRF award, including alerts about upcoming
reporting, requirements, and deadlines. The Point of Contact for Reporting is responsible
for completing the SLFRF reports.

1 Authorized Representative for Reporting is responsible for certifying and submitting
official reports on behalf of the SLFRF award recipient. Treasury will accept reports or other
official communications only when submitted by the Authorized Representative for
Reporting. The Authorized Representative for Reporting is also responsible for
communications with Treasury on such matters as extension requests and amendments of
previously submitted reports. The official reports may include special reports, quarterly
reports, interim reports, and final reports.

An individual may be designated for multiple roles. For example, the individual designated as
the Point of Contact for Reporting may also be designated as the Authorized Representative for
Reporting. In addition, the recipient may designate one individual for all three roles. Multiple
individuals can be designated for each role.

The guidance on the process for designating individuals for the three roles was provided via
email to SLFRF recipients.

A

The designated individual s6 nepre@opulatedidthe ont act i nf
AReci pient Pr ofradiepi SgFBF Gports,randoecipientb will be able to update
the information, if necessary.

Each designated individual must register with | D. |
Please contact SLFRP@treasury.gov for additional information on procedures for registering
with ID.me.

d) Questions?

If you have any questions aboutt he SL FRF meponirg requimsinents, please contact
us by email via SLFRP@treasury.gov.
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Section Il. Navigation and Logistics
a) Login to Landing Page and Portal Navigation

After logging into T r e a s uartal, bhe landing page (see Figure 1) will appear listing the Office
of Recovery Programs (ORP)-administered program from which your organization may be eligible
for.

D State, Local, and Tribal Support Start a Submission Starta Compliance Report

| Introductio Welcome to the three Treasury Programs supporting state, territory, Tribal, and local governments as part of the 2021 American Rescue Plan.

Depending on if you are a state. territory, local, or Tribal

STATE AND LOCAL FISCAL RECOVERY FUNDS - $350

onomic recovery

HOMEOWNER ASSISTANCE FUND - Nearly $10 billion avallable for state, territory, and Tribal governments to provide relief for our country’s most vulnerable homeowner

Contact Us/Help: For assistance on your submission and other questions, contact covidreliefitsupport@treasur

Ready to get started? Click "Start a Submission” at Top-Right

Go To Your Reports

Figure 11 Landing Page

From the landing page, select Go to Your Reports or Submissions & Compliance Forms on the
left side panel to be taken to a list of options for the programs you have access to under the
Report Selection section.

At this time, you may select either the Interim Report or the Recovery Plan.

Each listed reportconstitut es a | ink to that specific reportéoés
the landing page will open the first in a series of screens.

To begin completing a specific report, click on Provide Information for the given report. Refer to
the Reporting Guidance for details about each type of required report for submittal.

The Navigation Bar (see Figure 2) on the top of Tr e a s Rartgl @il allow you to freely move
between screens.

Recipient Profile | Expenditure Summary Revenue Replacement | NEU/Non-UGLG Distributions Certification

Figure 21 Navigation Bar
b) Helpful Tips/Shortcuts for Submitting Datato Treasur y 6 s Por t al

Treasuryd Portal leads you through a series of online forms that, when completed, will fulfill
your reporting obligations. While navigating through Treasuryd Portal and submitting required
information, users will have the option of manually entering data directly into the portal or
providing information via a bulk upload file that includes all relevant information in a Treasury
approved process and format.

Coronavirus State and Local Fiscal Recovery Fund:
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1. Bulk File Upload File

Recipients can use the bulk upload function for providing required information for the five
modules listed here:

NEU Distribution- Eligible NEUs

NEU Distribution- Ineligible (for listing ineligible Local Governments)
NEU Distribution- Transactions

Non-UGLG- Distribution

Non-UGLG- Transactions

= =4 =4 =4 =9

When using the bulk upload, recipients must provide the required information in specified
formats and use the Treasury approved templates for each respective bulk upload. Recipients
must download each of the templates separately from within the relevant Treasury6 ®ortal
module.

Please see Appendix A i Bulk File Upload Overview for complete guidance on using this
important function.

Modules accepting bulk upload files are clearly marked in Treasuryd s P and idemtified in
later sections of this User Guide. The template for each upload file is available in the relevant
module for download (see Figure 3).

NEU Transactions

Download the NEU Transactions template

& Download NEU Distribution - Transactions Bulk Upload Template

Upload the NEU Transactions template

&, NEU Distribution - Transactions

Figure 31 Sample Bulk Upload Icon with Template Download Link

When you click the upload button you will be directed to an upload screen (see Figure 4). You
can either choose to add files or drag and drop files to initiate the bulk upload.

@ Ssuccess!t
Records created according to the CSV file uploadt!!

NEU Distribution - Transactions Bulk Upload

2d File

%, Upload Files  Ordropfiles

Entere.. v NEUR..v Re«

v | NEU_Recipi... v | Transacti.. v | Payme...v |T. Ti v Transaction... v

Alabama AL1234 123456789 124-MNO Transfer Test 2500  2021-0%9-01

Figure 41 Successful Bulk Upload Example
Treasury0 ®ortal will reject the file if an incorrect template, data format or file format other
than .csv is used for upload (see Figure 5). Treasuryd s P wilt dis@laly an error message on

Coronavirus State and Local Fiscal Recovery Fund:
User Guide: Treasuryo6s Portal for Recd pient



U.S. DEPARTMENT OF THE TREASURY

screen (see Figure 5) if the bulk data upload file contains errors. If you receive an error
message, you will need to correct the errors in the bulk upload file and re-submit the corrected
version. Review your upload file carefully, as current system functionality will only show the
first error found in a bulk file. Multiple field errors will necessitate multiple fix and upload
attempts.

@ UploadError

Upsestfaled First exception onrow0; first esror: FIELD, CUSTOM VALIDATION, EXCEPTION, Transs

1, Upload Files | Or drop fles

Figure 51 Unsuccessful Bulk Upload

2. Manual Data Entry

Manual data entry requires you to provide inputs as instructed on the screen. Manual inputs are
described in detail below for each section of this user guide.

Note: An asterisk ( *) indicates a required field. Entry into the
field is required before you can save or proceed to the next
screen.

Your inputs will be subject to validation by Treasuryd #®ortal to ensure that the data provided is

consistent with expected format or description (e . g . , entering fAone)Handredo

given data entry fails a validation rule, T r e a s uartal Wilkdisgpay an error for you to address.
You will not be able to submit manually entered data that does not satisfy the data validation rules.
3. Narrative Boxes

When filling out detailed narratives, you are encouraged to type out responses in a word
processing application (such as Microsoft Word) to minimize grammatical errors, track word
count, and concisely answer all required narrative details. You can then copy and paste the final
written narratives directly into the text boxes.

The text boxes (see Figure 6) can be expanded by clicking and dragging the icon in the bottom-
right corner.

[

Figure 6 1 Manual Entry Text Box

Coronavirus State and Local Fiscal Recovery Fund:
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Reporting Requirements

a) Reporting Requirements by Recipient

For the SLFRF program, reporting requirements vary by recipient type, as shown in Table 1.
Detailed instructions for completion and submission of each report are covered in Part 2 of the

Reporting Guidance.

Recipient

Interim Report

States, U.S. Territories,
Metropolitan cities and Counties
with a population that exceeds
250,000 residents

Metropolitan cities and Counties
with a population below 250,000
residents which received more

than $5 million in SLFRF funding

Tribal Governments

Metropolitan cities and Counties
with a population below 250,000
residents which received less than
$5 million in SLFRF funding

By August 31,
2021, with
expenditure
summary by
category

NEUs

Not required

Project and Annual
Expenditure Recovery Plan
Report Performance
Report
By October 31, By August 31,
2021, and then 2021, and
30 days after the | annually
end of each thereafter by
quarter July 312
thereafter? Not required
By October 31,
2021, and then
annually
thereafter®

Table 17 Reporting Requirements by Recipient

b) Key Concepts for Reporting

The following concept structure applies to all report types:

9 Each recipient will have expenditures in a number of Expenditure Categories (EC), as
further detailed in Appendix 1 of the Reporting Guidance.

1 For each Expenditure Category you use funding for, you will have one or more projects.

1 For each project, you will need to track obligations and expenditures, as well as any

subawards made.

9 Treasury will collect some programmatic data at both the expenditure category level as

well as the project level.

I Interim Final Rule Page 111
2 Interim Final Rule page 112
3 Interim Final Rule Page 111

Coronavirus State and Local Fiscal Recovery Fund:
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Figure 7 depicts the relationship between EC and a project.

Expenditure Category

Programmatic Data

Projects —{  Obligations/Expenditures

Subawards

Programmatic Data

Figure 71 Project Funding Diagram
Section IV. Interim Report

On these screens, you will review and confirm key information on your organization, and input
information required for the Interim Report. Please refer to Part 2, Section A, of the Reporting
Guidance.

The Interim Report provides an initial overview of status and uses of funding for SLFRF programs.
It is a one-time report due August 31, 2021. It covers spending from March 3 to July 31, 2021, due
August 31, 2021, and requires a breakdown by all Expenditure Categories (e.g., 1.1 COVID-19
Vaccination)

The Interim Report will include a table in Treasurydé s P which lsts all the Expenditure Categories
listed in Appendix 1 of the official guidance. Recipients will be asked to enter any obligations and
expenditures through July 31. It will also capture NEU and Non-UGLG distributions.

Upon login, you will be directed to the recipient information page, which is intended to verify
relevant information in the Treasury system.

a) Recipient Information

1. Review and confirm your Recipient Profile pre-populated from your SLFRF
Application file (see Figure 8). If you have previously entered a DUNS (+4)
number, it will appear here.

2. If you have a Recipient DUNS (+4) number and the field is not populated, update
as necessary.
3. Verify the names and contact information for individuals the recipient has

designated for key roles for the SLFRF program displayed on the screen. If
changes are needed to the information displayed on the screen, use textbox (see
figure 9), refer to the instructions provided via email to update the applicable
roles, or contact SLFRP@treasury.gov.

Coronavirus State and Local Fiscal Recovery Fund:
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Recipient Information

Account Users

Recipient DUNSo 137444444 Account Administratore Test User 5
Recipient DUNS (+4) @ Account Administrator Title@ CEO
Recipient TIN® 777546298 Account Administrator Email Addresso testS@test.com

Recipient Legal Entity Name e

SLFRF UAT Testing

Account Administrator Phone@

555-555-5555

Recipient Type®

State or Territory

Point of Contact for Reportinge

Test Reporter

FAINo

Point of Contact for Reporting Titleo

Manager

CFDA No./Assistance Listinge

Recipient Address@

123 Testing Lane

Point of Contact for Reporting Email Address
o

test.reproter@test.com

Recipient Address 2@

Apt 915

Point of Contact for Reporting Phoneo

444-444-8444

Authorized Representative for Reporting @ Test User &
Recipient Address 3@ Suite 663

Authorized Representative for Reporting Senior Manager
Recipient Citye Orlando Titleo
Recipient State/Territorye DC Authorized Representative for Reporting testé@test.com

Email Addresse
Recipient Zip50 33333

Autherized Representative for Reporting 555-555-5555
Recipient Zip+40 4444

Recipient Reporting Tiere

State or Territory

Phoneo

Figure 81 Recipient Information

4, Use the textbox (see Figure 9) to flag errors, notifying Treasury if any information
is incorrect.

Show Polnt of Contact List

| [ e ]
Figure 91 Recipient Profile Discrepancies Entry
5. Once all fields have been reviewed and verified, click the Next button to proceed

to the following screen. Information will save automatically.

b) Expenditure Summary Level Information

On this screen, you will enter Cumulative Obligations to Date and Cumulative Expenditures
to Date for each Expenditure Category. This summary level report provides a detailed view
of what project categories the recipient had obligations for and the expenditure performance
to date. Users may leave blank Expenditure Categories that do not apply.

You should refer to the Reporting Guidance, Appendix 1, for the full Expenditure Category
list. References to Expenditure Categoriesar e i denti fied by AECO
the table in Appendix 1.

Coronavirus State and Local Fiscal Recovery Fund:
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1. Expenditure Category: Public Health

Category Cumulative Obligations to date Cumulative Expenditures to date

*1.1 COVID-19 Vaccination

1.3 COVID-1% Contact Tracing

\ |
*1.2 COVID-19 Testing ‘ |
| |
\ ]

“ 1.4 Prevention in Congregate Settings (Nursing Homes, Prisons/Jails, Dense Work Sites,

Schaols, etc.

1.5 Personal Protective Equipment | ]

1.6 Medical Expenses (including Alternative Care Facilities ] ]

1.7 Capital Investments or Physical Plant Changes to Public Facilities that respond to the ‘ |

COVID-19 public health smergency

1.3 Other COVID-19 Public Health Expenses (including Communications, Enforcemeant [ | |
Isolation/Quarantine)

* 1.9 Payroll Costs for Public Health, Safety, and Other Public Sector Staff Responding to | ]
COVID-15

1.10 Mental Health Services | ]

1.11 Substance Use Services | |

1.12 Other Public Health Services | ]

Figure 10 1 Expenditure Category Reporting Sample, Public Health

1. After navigating to this screen from the previous screen, enter data pertaining to
the Cumulative Obligations to Date and Cumulative Expenditures to Date for
each of the Expenditure Categories, as applicable (see Figure 10). Leave blank
Expenditure Categories that do not apply.

2. Disaggregate the Cumulative Obligations to Date and Cumulative Expenditures
to Date between the listed Expenditure Categories. Figure 10 presents a portion
of the required information. For the dollar amounts, enter whole numbers only
and do not use a dollar sign.

9 Note: The system will allow you to enter negative values. Ascertain you
properly present the proper sign (e.g., +/-) within each of the
disaggregated Expenditure Categories.

3. In the event data needs to be re-entered, click Clear Form. Answer the question
fAre you sure you want to clear all fields? Yes or Canceld System will refresh the
screen and include blank fields.

4. Review and verify the auto-calculated totals generated from the reporting fields
against your information. Validate that the Total Cumulative Obligations to Date
and Cumulative Expenditures to Date values are not negative.

9 The first auto-calculated fields represent the Cumulative Amounts to Date
for total Cumulative Obligations to Date and Cumulative Expenditures to
Date covering Expenditure Categories 1.1 through 7.3 (see Figure 11),
which exclude NEU and Non-UGLG transfers.

9 The second auto-calculated fields (see Figure 11) represent the total
Cumulative Obligations to Date and Cumulative Expenditures to Date
covering Recipient Allocation for Expenditure Categories 7.4 and 7.5,
which includes only NEU and Non-UGLG transfers (only applicable to
States and U.S. Territories).

Coronavirus State and Local Fiscal Recovery Fund:
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7. Expenditure Category: Administrative and Other

Category Cumulative Obligations to date Cumulative Expenditures to date
=7.1 Administrative Expenses ‘ | | |
*7.2 Evaluation and data analysis [ I |
*7.3 Transfers to Other Units of Government [ 5100 [| [s200 |

Clear Form

Cumulative Amounts to Date, excluding NEU and Non-UGLG transfers.

Total Cumulative Obligations to Date Total Cumulative Expenditures to Date
$1.00 $2.00
7. Expenditure Category: Recipient Allocation
Category Cumulative Obligations to date Cumulative Expenditures to date
7.4 Transfers to Nonentitlement Units (NEU) [s100 || [0 |

*7.5 Transfers to Non-UGLGs ‘ | | |

Cumulative Amounts to Date, for NEU and Mon-UGLG transfers only.

Total Cumulative Obligations to Date Total Cumulative Expenditures to Date

$1.00 $12.00

Figure 11 7 Auto-Calculated Totals

5. Once all of the above information is entered, click Save. Click the Next button to
proceed to the following screen.

¢) Revenue Replacement

On this screen, recipients are asked to provide information pertaining to the Revenue
Replacement Funding. The revenue replacement formula is outlined in the Interim Final Rule®.
In addition to providing certain data, recipients will provide a written explanation of how
revenue replacement funds were allocated.

The IFR establishes a formula for calculating revenue loss as follows:

n
Max {[Base Year Revenue * (1 + Growth Adjustment)(l_;)] — Actual General Revenue; 0}

4 https://www.govinfo.gov/content/pkg/FR-2021-05-17/pdf/2021-10283.pdf

Coronavirus State and Local Fiscal Recovery Fund:
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Where:

Base Year Revenuei s t h e rgeneral peveaue fordthe most recent full fiscal year prior
to the COVDI 19 public health emergency;

Growth Adjustmenti s equal to the greater of 4.1 per
annual revenue growth over the three full fiscal years prior to the COVIDi 19 public health
emergency.

n equals the number of months elapsed from the end of the base year to the calculation date.

Actual General Revenuei s a recipientds actual gemaonthal
period ending on each calculation date.

Subscript t denotes the specific calculation date.

The IFR also describes a step-by-step process for calculation.

1. To calculate the extent of the reduction in revenue for December 31, 2020, follow
the four-step process as outlined in the Interim Final Rule:

1 Step 1: Identify revenues collected in the most recent full fiscal year prior to
the public health emergency (i.e., last full fiscal year before January 27,
2020), called the base year revenue.

9 Step 2: Estimate counterfactual revenue, which is equal to base year revenue
*[(1 + growth adjustment)™ (n/ 12)], where n is the number of months
elapsed since the end of the base year to the calculation date, and growth
adjustment is the greater of 4.1 percentand therecipie nt 6 s average ann.
revenue growth in the three full fiscal years prior to the COVIDI 19 public
health emergency.

9 Step 3: Identify actual revenue, which equals revenues collected over the
past twelve months as of the calculation date.

1 Step 4: The extent of the reduction in revenue is equal to counterfactual
revenue less actual revenue. If actual revenue exceeds counterfactual
revenue, the extent of the reduction in revenue is set to zero for that
calculation date.

2. Enter the computed information for Base Year Revenue, Fiscal Year End Date,
Growth Adjustment Used, Actual General Revenue as of 12 months ended
December 31, 2020, and Estimated Revenue Loss due to COVID-19 Public
Health Emergency as of December 31, 2020. (see Figure 12)

3. Respond to the question, Were Fiscal Recovery Funds used to make a deposit
into a pension fund? Select fivesoor iNoa

4. In the event data needs to be reentered, click Clear Form. Answer the question
ifnAre you sure you want to clear all fields?
the screen and include blank fields.

5. In the text box, provide a written explanation on how the revenue replacement

funds were allocated towards government services. This field is Rich Text and
allows you to enter tables, as necessary.

Coronavirus State and Local Fiscal Recovery Fund:
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Revenue Replacement Key Inputs

“Base Year Revenueo ~Fiscal Year End Date@

*Growth Adjustment Used® *Actual General Revenue as of 12 months ended December 31, 20200

*Estimated Revenue Loss Due to Covid-19 Public Health Emergency®

“Were Fiscal Recovery Funds used to make a deposit into a pension fund?e

[ |- o
[ e [ ] [ e
Figure 121 Revenue Replacement Entry Screen
6. Once all of the above information is entered, click Save. Click the Next button to

proceed to the following screen.

d) Non-Entitlement Units of Local Government (NEUSs) Distribution Templates

This section is only applicable for States and U.S. Territories.

Non-entitlement Units of Local Government (NEUS), defined in section 603(g)(5) of the
Social Security Act, as added by section 9901 of the American Rescue Plan Act of 2021, are
local governments typically serving populations of less than 50,000. NEUs include cities,
villages, towns, townships, or other types of local governments.

NEUSs receive SLFRF payments through their State and U.S. territory governments. State
and U.S. territory governments receive a specific allocation of these funds from Treasury for
this purpose and are responsible for distributing these funds to the NEUs within their State.
Award amounts are based on population.

Additional information on distributions to NEUs can be found here.

States and U.S. Territories are required to provide an update on distributions to eligible
NEUs as part of the Interim Report due on August 31, 2021, covering NEU distributions from
the date of award to July 31, 2021.

Recipients are asked to provide updates on distributions to individual NEUs to Treasury
every month thereafter until all distributions have been made. States and U.S. Territories
should, unless otherwise instructed by Treasury, provide updates to Treasury where
information or status has changed. Each report should cover all changes since the prior
mont hdés ¢, esybmission bl 8eptember 30, 2021, for the period covering August 1-
31, 2021).

Coronavirus State and Local Fiscal Recovery Fund:
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Note:_Guidance related to recipients providing updates on distributions to NEUs to
Treasury every month will be provided separately.

Recipients are also required to provide updates to NEU distributions as part of the Project
and Expenditure Report.

Templates will be available for download from T r e a s u r y &ach NEQ tein@ake will
need to be completed separately to allow for the proper uploading of information into
Treasuryd s Port al

For any NEUSs that declined funding and requested a transfer to the State or U.S. Territory
under Section 603(c)(4), the State or U.S. Territory must complete, sign, and attach the
Treasury form.

Note:_Guidance related to the upload of the PDF Treasury form for NEUs declining
funding and requesting transfer to the State or U.S. Territory under Section
603(c)(4) will be provided separately.

On this screen, States and U.S. Territories will provide information pertaining to distributions
made to NEUSs. Users not classified as States or U.S. Territories will not complete this
screen.

Specific step-by-step instructions for filling out the NEU templates are noted below.
Appendix A includes an overview of the bulk file upload process and the information
associated with formats and content to include in the bulk upload files.

The following NEU Distribution templates are included in this section:
1 NEU Distribution- Eligible NEUs
9 NEU Distribution- Ineligible (for listing ineligible Local Governments)
9 NEU Distribution- Transactions

In addition,awr i tten narrative of the r aesalsopeqaradt 6s NEU
including any instructions or guidelines that were given to the NEUs. For NEU specific
guidance,visitTr easuryoés SLFRF.website for NEUSs

1. Download the NEU Distribution Templates from Treasuryd Portal screen. The
NEU Distribution templates include:
9 NEU Distribution i Eligible NEUs

1 NEU Distribution i Ineligible (for listing ineligible Local Governments)
9 NEU Distribution i Transactions

2. Fill the downloaded templates with information specific to the distributions to
NEUSs, as follows. Refer to Appendix A for additional information related to the
bulk file upload process.
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a. NEU Distribution: Eligible NEUs

In this section, the State or U.S. territory will populate the table for all eligible

NEUs within the State and U.S. Te r r i fjuidsdictidn sincluding eligible NEUs

that are unresponsive or declined funding (see Figure 13). The #fA St atuso col
will enable the recipient to indicate whether the NEU has acted on their funding.

Eligible NEUs
Download the Eligible NEUs template
& Download NEU Distribution - Eligible NEUS Bulk Upload Template

Upload the Eligible NEUs template
&, NEU Distribution - Eligible NEUS

Recipient Name | Entered State or Territory NEU Reciplent Number v Recipient DUNS ~  Status Action or No Action  + | Total NEU Budget Ref (orig

Figure 131 Screen for Eligible NEUs

For NEUs that are unresponsive or declined funding, States or U.S. Territories do
not have to provide information for all fields below. Optional fields are denoted by

(*).
1) Column B: Provide the name of the State or U.S. Territory in which the NEU
resides

2) Column C: Include the NEUG anique recipient identification number assigned
by the State or U.S. Territory to the NEU (e.g., AZ0013)

3) Column D: Include the legal name of the NEU
4) Column E: Include the NEU& DUNS number
5) Column F: Include the NEU& Taxpayer Identification Number (TIN)

6) Columns G- M: Include the NEU& address (including city, State, zip code,
and zip+4)

7) Column N: Include the NEU& primary email address. If there is no NEU
primary email address, provide the point of contact® email address.

8) Column O: Include the NEU®& primary point of contact® full name (first then
last)

9) Column P: Include the NEU& primary point of contact® phone number (###-
HHH-HHHHH)

10) Column Q: Include the NEU& primary point of contact® email address

11) Column R: Include the NEU®& authorized representative name. If the primary
point of contact is also the authorized representative, provide the name again
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12) Column S: Include the NEU& authorized representative email address. If the
primary point of contact is also the authorized representative, provide the
email again

13) Column T: Indicate the NEU® eligibility status:

9 Action Taken (i.e., the NEU requested funding or declined funding and
requested Sec. 603©(4) transfer to the State)

1 Action Not Taken (i.e., the NEU is nonresponsive / declined funding)

14) Column U: Provide the Total NEU Budget Reference submitted by the NEU
as part of its request for funding or Sec. 603©(4) transfer to the State

15) Column V: Provide the revised Total NEU Budget Reference (e.q., if revisions
were made based on updated Tr epretationy
of the 75 percent budget cap issued on June 30, 2021)*

16) Column W: Provide the Total Allocation Across 15t and 2" Tranches before
application of the 75 percent budget cap

17) Column X: Provide the Total Allocation Across 15t and 2" Tranches (before
application of 75 percent budget cap) (first revision, if applicable)*

18) Column Y: Provide the Total Allocation Across 15t and 2" Tranches (before
application of 75 percent cap) (second revision, if applicable)*

19) Column Z: Provide the Final Allocation Across 1t and 2" Tranches after
application of the 75 percent budget cap

20) Column AA: Provide the Final Allocation Across 15t and 2" Tranches after
application of the 75 percent budget cap (first revision, if applicable)*

21) Column AB: Provide the Final Allocation Across 1%t and 2" Tranches after
application of the 75 percent budget cap (second revision, if applicable)*

22) Column AC: Include any additional notes required to explain the NEU
distribution summary line items, as applicable*

b. NEU Distribution: Ineligible Local Governments

In this section, the State or U.S. Territory will populate the local governments that
were deemed ineligible to receive a NEU distribution (see Figure 14). Optional
fields denoted by (*).

Coronavirus State and Local Fiscal Recovery Fund:
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Ineligible NEUs

Download the Ineligible NEUs template
& Download NEU Distribution - Ineligible Bulk Upload Template

Upload the Ineligible NEUs template
& NEU Distribution - Ineligible

Total NEU Ineligible Recipients Uploaded: 0

Recipient Name ~ | Entered State or Territory ~ | Ineligible or Othe ~ | NEU DUNS Numbe + | Additional Notes v

Figure 141 Screen for Ineligible NEUs

As with the NEU Eligible NEUs Template, the Interim Report should cover from
award date to July 31, 2021. States or U.S. Territories are asked to provide
updates to Treasury every month thereafter. For these updates, States or U.S.
Territories should only provide entries where information has changed.

1) Column B: Provide the hame of the State or U.S. Territory in which the local
government resides

2) Column C: Include the legal name of the NEU organization/Local
Government Name

3) Column D: Include the Local Government& DUNS number, if known or
available*

4) Column E: Select the rationale for ineligibility:

1 Ineligible MCD (i.e., any Minor Civil Divisions in a fiveak-MCDo0 State
that did not meet the facts-and-circumstances test as outlined in
Treasury& guidance)

1 Other. If other, provide additional explanation in Column E
5) Column F: Provide an explanation for fiOtherdineligibility rationale*
c. NEU Distribution: Transactions

In this section, the State or U.S. Territory will populate the table for all NEU
transactions (see Figure 15).
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NEU Transactions

Download the NEU Transactions template
& Download NEU Distribution - Transactions Bulk Upload Template

Upload the NEU Transactions template

& NEU Distribution - Transactions

Total NEU Transactions Uploaded: O

Recipient Name ~ | NEU Recipient Nu... v | Entered Stateor T... ~ | Recipient DUNS v | Transactionld as... ~ |Paymentor Transfer v | Transaction Descri... » | Transaction Amount v

Figure 151 Screen for NEU Transactions

As with the Eligible NEUs and Ineligible (Local Governments) information, the
Interim Report should cover from the award date to July 31, 2021. States or U.S.
Territories are asked to provide updates to Treasury every month thereafter. For
these updates, States or U.S. Territories should only provide entries where
information has changed.

1) Column B: Provide the name of the State or Territory in which the NEU
resides

2) Column C: Provide the NEU Recipient Number assigned by the State or
Territory to the NEU

3) Column D: Provide the NEU Name
4) Column E: Provide the NEU& DUNS number
5) Column F: Provide the transaction ID, assigned by the State or Territory

6) Column G: Indicate whether the transaction was a Payment or Transfer to
State under Section 603(c)(4)

7) Column H: Provide a description of the transaction (e.g., initial payment under
First Tranche, subsequent distribution under First Tranche)

8) Column I: Provide the transaction amount. Use negative numbers for
downward revisions. For transfers to the State under Section 603©(4),
include the amount intended for transfer to the State

9) Column J: Provide the date of the transaction. For transfers to the State or
U.S. Territory under Section 603©(4), provide the date that Treasury®
transfer form agreement was signed by both parties, not the expected date of
Treasuryb6s approval
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3. Upload each NEU Distribution Template separately as a .csv file by using the
respective Upload buttons on the screen or dropping the files in this view.

4. After uploading or dropping the applicable templates and documentation, provide
a written summary of the State or U.S. Terr i t ANEWdissibution process,
including any substantive instructions or guidance provided to the NEUs (see
Figure 16).

NEU Distribution Process

~Please provide a summary of the state's NEU distribution process to date. Please include substantive instructions or guidance that the state issued to NEUs (e.g., key deadlines, guidance on
interpretation of the 75 percent budget cap)

ok

Figure 16 i NEU Distribution Process Written Summary

5. Once all of the above information is entered, click Save. Click the Next button to
proceed to the following screen.

e) Units of general local government within counties that are not units of general local
government (Non-UGLG) Distribution Templates

Note: This section is applicable only to Alaska, Connecticut, Massachusetts, Rhode
Island, Vermont, U.S. Virgin Islands, and American Samoa.

Section 603(b)(3)(B)(ii) of the Social Security Act (the Act), as amended by the American
Rescue Plan Act of 2021, provides that in the case of an amount to be paid to a county that
is not a unit of general local government (Non-UGLG), the amount shall instead be paid to
the State in which such county is located, and such State shall distribute such amount to
each unit of general local government within such county based on population.

Units of general local government within Non-UGLG counties can include non-entitlement
units of local government (NEUs) and metropolitan cities. As noted in the Guidance on
Counties that are Not Units of General Local Government, NEUs and metropolitan cities
located in Non-UGLG counties that receive funds under Section 603(b)(3)(B)(ii) of the Act
must have already accepted the award terms for payments made under Section 603(b)(2)
(for NEUSs) or section 603(b)(1) (for metropolitan cities).

State and U.S. territory governments will receive a specific allocation of these funds from
Treasury and are responsible for calculating the allocations and distributing funds to units of
general local government within Non-UGLG counties in the State or territory.

States and U.S. Territories are required to provide updates on distributions as part of the
Interim Report due on August 31, 2021, covering distributions from the date of award, to the
extent such distributions have been made prior to that date.

Recipients are asked to provide updates on distributions to units of general local

government within Non-UGLG counties to Treasury every month thereafter until all

distributions have been made. States and U.S. Territories should, unless otherwise

instructed by Treasury, provide updates to Treasury where information or status has

changed. Each report should cover al/|l changes si
submission by September 30, 2021, for the period covering August 1-31, 2021).
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Note: Guidance related to recipients providing updates on distributions to Non-
UGLGs to Treasury every month will be provided separately.

For any unit of general local government within a Non-UGLG county that declined funding
and requested a transfer to the State or U.S. Territory under Section 603(c)(4), the unit of
general local government and its State or U.S. Territory must complete, sign, and attach the
Treasury form with a copy of the ACH or wire transfer as evidence of the transfer.

Note: Guidance related to the upload of the PDF Treasury form for Non-UGLGs
declining funding and requesting transfer to the State or U.S. Territory under
Section 603©(4) will be provided separately

Templates will be available for download from Treasuryd s P &ach Moh-UGLG template
will need to be completed separately to allow for the proper uploading of information into
Treasuryd portal.

The Non-UGLG Distribution templates cover two areas:
1 Non-UGLG Distribution
T Non-UGLG Transactions

On this screen, State and U.S. Territory recipients will provide information pertaining to
distributions made to Non-UGLGs.

Specific step-by-step instructions for filling out the Non-UGLG templates are noted below.
Appendix A includes an overview of the bulk file upload process and the information
associated with formats and content to include in the bulk upload files

Users will also be askedtopr ovi de a s u mmaNMop-UGLEG digtribwgionprocass e 6 s
to date, to include substantive instructions or guidance that the state issued (e.g., key
deadlines, guidance, etc.).

1. Download the Non-UGLG Distribution Templates from Treasuryd Bortal screen
(see Figure 13). The Non-UGLG Distribution templates include:

9 Non-UGLG Distribution
9 Non-UGLG Transactions
2. Fill the downloaded templates with information specific to the recipient and units

of general local government within Non-UGLG counties, as follows. Refer to
Appendix A for additional information related to the bulk file upload process.

a. Non-UGLG Distribution

In this template, the State or U.S. Territory will populate the spreadsheet for units
of general local government (UGLG) within Non-UGLG counties that are eligible
to receive a disbursement under Section 603(b)(3)(B)(ii) of the Social Security
Act, as added by the American Rescue Plan Act of 2021 (see Figure 17).
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