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City of Seattle

Office of Arts & Cultural Affairs
Michael Killoren, Director

Gregory J. Nickels, Mayor


American Recovery and Reinvestment Act (ARRA) UPDATED Deadline Dates:
Due October 1, 2009 via mail (post-marked by) or hand-delivery
· 3 copies of signed contracts (must be signed by authorized signer)

Due October 5, 2009 via email
· DUNS # for organization
· Address of Activity for each position
· Congressional District for each position’s address of activity
http://apps.leg.wa.gov/DistrictFinder/Default.aspx
1st Qtr Due December 14, 2009 (Quarterly Report Form emailed, Weekly timesheets mailed)
For the period encompassing October 1 – December 31, 2009:

· Quarterly Activity Description*
· # of hours covered by ARRA funds per job for the quarter

· Weekly Timesheets for each employee covered by ARRA funds

2nd Qtr Due April 1 (NEW), 2010 (Quarterly Report Form emailed, Weekly timesheets mailed)
For the period encompassing January 1 – March 31, 2010:

· Quarterly Activity Description*

· # of hours covered by ARRA funds per job for the quarter

· Weekly Timesheets for each employee covered by ARRA funds

3rd Qtr Due July 1, 2010 (NEW) (Quarterly Report Form emailed, Weekly timesheets mailed)
For the period encompassing April 1 – June 30, 2010:

· Quarterly Activity Description*

· # of hours covered by ARRA funds per job for the quarter

· Weekly Timesheets for each employee covered by ARRA funds for 4/1 – 6/30/10

Due July 27, 2010 ((NEW) Final Report emailed, Final invoice mailed)
· Any additional final report information as requested (TBD, pending federal requirements)
· Final invoicing must be submitted by this date for hours worked through 6/30/10

* Quarterly Activity Description – brief description of jobs/positions preserved & major accomplishments of that employee/contractor.

Other documentation required (to be sent with invoicing request pertaining to position/s covered):

· One paycheck stub copy for each employee covered by ARRA funds

· Copy of signed contract for each contractor covered by ARRA funds

Invoicing:

In general, consider this grant as a reimbursement of funds spent. Invoice forms can be submitted up to 30 days prior to the date that funds will be paid out. No funds can be disbursed until required paperwork is submitted. Invoices must be signed by the authorized signer.
American Recovery and Reinvestment Act (ARRA) Reminders:
DOCUMENTS:

All reporting documents can be found under Manage your award at:

http://www.seattle.gov/arts/funding/arts_jobs.asp
FOLLOW-THROUGH:

We need each recipient to commit to following-through on meeting all deadlines. If you need assistance, please contact Kathy Hsieh at Kathy.hsieh@seattle.gov or 206-733-9926.

FLEXIBILITY:

We will make every effort to notify you of updates and changes to the guidance provided for managing your award. However, the absence of receiving such notice does not relieve you of your responsibility to meet all applicable award requirements.

We also reserve the right to request subsequent information as necessary.

REPORTING:

This award requires recipients funded under the American Recovery and Reinvestment Act of 2009 to report on the use of Recovery Act funds.

Recipients must maintain adequate time-and-effort reports (i.e., personnel activity reports) when charging a person’s salary or fee in whole or in part to the grant.) See sample report attached.

UNALLOWABLE COST – FUNDRAISING:

No grant funds can be used for fundraising activity. This includes donor relations, grant writing, development, or other similar terms. If any position/s supported by this award includes fundraising activities (e.g., an executive director), your documentation must demonstrate that the percentage of salary/fee and time supported by Recovery Act funds does not include fundraising activity.

ACKNOWLEDGMENT REQUIREMENTS:

Recipients must acknowledge the NEA, the Recovery Act and the Office of Arts & Cultural Affairs in materials and announcements related to this grant. For printed or on-line material such as press announcements or other information provided for the general public, the NEA and Recovery Act logos should be used for the life of the grant period only. Logos may be downloaded at:

http://www.seattle.gov/arts/funding/arts_jobs.asp 

DUNS REGISTRATION:

If your organization does not already have a DUNS number, please register for one.

http://www.grants.gov/applicants/request_duns_number.jsp 

CHANGE IN SUPPORTED POSITION:

If a change in a position, whether salaried or contracted, identified in your application is necessary, you must request an amendment before implementing a change.

CONTRACT POSITIONS:

The copy of the contract for contract positions should include: title of position, brief description of position’s duties or scope of work, start and end dates, fee for services (this can be broken down in any way that makes sense for the organization), and when fee/s will be paid. Contracts need to be signed and dated by contractor and organization. 
Street Address: 700 Fifth Avenue, Suite 1766, Seattle, WA 98104

 Mailing Address: PO Box 94748, Seattle, WA 98124-4748

Tel: (206) 684-7171 ( Fax: (206) 684-7172 ( arts.culture@seattle.gov ( www.seattle.gov/arts (www.ArtsResourceNetwork.net

An equal employment opportunity, affirmative action employer.  Accommodations for people with disabilities provided on request.
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