








                                   
      

                                   
                  

                             
                       

                                 
        

                                  
               

Jobs reporting will show “N/A” in the Jobs Narrative Field and “0” in the # of FTEs field 
as a default. 

If you have no jobs to report during the quarter, you will save this screen in its default 
status reporting that no jobs were created or retained. 

If you have jobs to report, you must enter a brief “Jobs Narrative” describing positions 
created and/or maintained in the development and construction of the property and 
you must enter the number of Full Time Employees (# of FTEs) from the last column of 
the Jobs Reporting Template. 

You can then click Save and click on the “ARRA 3/31/10” reporting link at the top left 
to return to the main ARRA Reporting screen. 
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To attach the Jobs Reporting Template and complete your ARRA Jobs reporting, click 
on the Contract number and follow the steps previously described in this webinar for 
attaching items in the Contract System. You can save the attachment as “Other 
documents” from the drop down menu and input the description “ARRA Reporting of 
03/31/10” (or the end of the quarter currently being reported). 
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Click on the “ARRA General Info” link at the top right of the screen to get back to the 
main ARRA reporting page. 
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To report on Vendors, click on the “Vendors” link on the left hand side of the screen. 

Vendors is defined by OMB as dealers, distributors, merchants or other sellers 
providing goods or services required for the conduct of your TCAP development. 
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Click on “Create New Vendor” to enter vendor information.
 

Once entered, vendor information will appear for every quarterly report and you will
 
not need to re‐enter. Your TCAP vendors should match the vendors entered in your
 
TCAP disbursement request workbook.
 

You will note that the ARRA Reporting instructions direct you to send back up
 
documentation to 1512 ARRA Reporting contacts (TCAP staff). We will instead use the
 
backup documentation submitted with the TCAP disbursement request workbook (the
 
AIA G702 or individual invoices) as part of the normal disbursement process. We will
 
also request Owners to sign and submit a certification form (that will be available in
 
the second tab of the Jobs Reporting Template you downloaded from the TCAP
 
Recovery Act Reporting page) showing the number of payments made and the total
 
amount paid to vendors from TCAP funds during the quarter.
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On the Add Vendor screen, the Award ID for TCAP will always be “4”. 

You will enter: 

•the DUNS number of the vendor; 

•the vendor name; 

•your TCAP contract number; 

•a description of the product or service purchased; 

•the number of any payments made to the same vendor within the quarter; 

•the vendor payment amount; and 

•whether the vendor qualifies as a HUB or Historically Underutilized Business from the 
Texas Comptroller website. 

Then, click “Save”. 
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The Owner Certification form will be part of the Jobs Reporting Template that you
 
completed for ARRA Jobs Reporting.
 

You will complete and sign the certification and attach it as “Other Document” in the
 
Housing Contract System main page.
 

This will complete your vendor reporting.
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Top5 Salaries reporting is the third and last item of the ARRA quarterly reporting. 

To report on the names and salaries of each of the five most highly compensated 
officers of the sub‐recipient for the calendar year in which the award is made, click on 
“Top5”. 

Salaries reporting will only be required if in the preceding year, the sub‐recipient (the 
project owner receiving TCAP funding from TDHCA or the General Partners): 

(i)	 received at least $25,000,000 AND 

(ii)	 80% of its gross revenue from federal contracts, loans, grants, and cooperative 
agreements AND 

(iii)	 the public does not have access to senior executive compensation information 
through reports filed under section 13(a) or 15(d) of the Securities Exchange Act 
or section 6104 of the Internal Revenue Code. 

All recipients must report in this category but most will report “No”. Unfortunately, 
TCAP Staff will not be able to tell you whether or not Top5 Reporting applies to TCAP 
sub‐recipients. If you have questions about whether or not you must report in this 
category, please seek advice from your Legal Counsel. 
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For those of you who will not be reporting Top5 salaries because the sub‐recipient 
does not meet the required conditions, click on “Create New Subrecipient Salary”. 

Type “N/A” in the Name Field, “0” in the Total Compensation Field, and select “No” in 
the drop down menu. 

This will complete your Top5 reporting. 
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If the sub‐recipient meets all of the conditions and you must report in this category, 
click “Create New Subrecipient Salary”, and enter the names of all top five salaried 
executives individually. Click “Save” after each entry and click “Create New 
Subrecipient Salary” to enter the next name until all five top salaried employees are 
entered. This will complete your Top5 reporting and your ARRA quarterly report. 
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This concludes the Request for Disbursement (Draw) segment of the TCAP 
presentation on the TDHCA Housing Contract System. 

TCAP Contacts: Lisa Vecchietti lisa.vecchietti@tdhca.state.tx.us, 512‐936‐7791 or 
Laura DeBellas (laura.debellas@tdhca.state.tx.us, 512‐936‐7790) 

The recorded Webinar is posted on: http://www.tdhca.state.tx.us/recovery/detail‐
tcap.htm 
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