ATTACHMENT A

INSTRUCTIONS AND LIST OF DATA ELEMENTS FOR SUB-RECIPIENT
REPORTING

The vendor spreadsheet provided by DWD must be completed monthly and submitted
electronically via email to Lorie Lange at lorie.lange@dwd.wisconsin.gov with a CC to
Nancy Eilks at nancy.eilks@dwd.wisconsin.gov. Reports must be received by 4:30 PM
of the 4™ calendar (not business) day of the month for the month just ended.

The spreadsheet includes 4 tabs: ARRA Youth, ARRA Adult, ARRA Dislocated
Worker/Rapid Response and ARRA Discretionary. Payments made to a vendor in
excess of $25,000 per award should be reported. If a vendor payment benefits more
than one program (i.e. charged to ARRA Local Administration funds), then that vendor
payment should only be reported on one of the tabs. Vendor payments greater than
$25,000 for discretionary grants (i.e. Energy Advocate and Invasive Species) should all
be included on the tab titted ARRA Discretionary.

OMB has entered a brief description of each element which appears in the spreadsheet
as each cell is clicked. Below is additional information for each element.

Subaward Number: Leave this field blank for each vendor listing. DWD will be using
this field to enter the WDA number to ease in tracking it back to the sub-recipient it
applies to.

Vendor DUNS Number: The vendor’s 9 digit Data Universal Numbering System
number. This is the preferred element for identifying the vendor. If the DUNS is not
available, then both the vendor name and zip code + 4 is required.

Vendor Name: Self explanatory. Even if the DUNS number is provided, please also
list the vendor name in this field.

Vendor HQ Zip Code+4: This 9 digit number must be provided if the DUNS number is
not available. The field must contain the full 9 digits. The last four digits can be found
at the US Postal Service website under the “Find a Zip Code” tab at the top of
www.usps.com by searching the street address.

Product and Service Description: Briefly describe the product or service purchased
in a few words. The description within the cell indicates this field is optional for sub-
recipients. DWD is requiring this field to be completed by sub-recipients.

Payment Amount: Enter the total payment amount(s) totaling more than $25,000
made to the vendor for each award. The description within the cell indicates this field is
optional for sub-recipients. DWD is requiring this field to be completed by sub-
recipients.
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