


Job Retention and Creation

Created jobsare new paid positions or existing unfilled positions filled as a result of Recovery Act funding.

Retained jobsare existing positions for which prime recipients have documentation that the positions would have been 
eliminated if not for Recovery Act funding.

/ǊŜŀǘŜŘ ŀƴŘ ǊŜǘŀƛƴŜŘ Ƨƻōǎ Ƴǳǎǘ ōŜ ǘǊŀŎƪŜŘ ǎŜǇŀǊŀǘŜƭȅ ōǳǘ ŀǊŜ ǊŜǇƻǊǘŜŘ ǘƻƎŜǘƘŜǊ ŀǎ ŀ ǎƛƴƎƭŜ ƴǳƳōŜǊ ƛƴ άCǳƭƭ-Time 
9ǉǳƛǾŀƭŜƴǘǎέ όC¢9ύΦ C¢9 ŀǊŜ ŎŀƭŎǳƭŀǘŜŘ ōȅ ŘƛǾƛŘƛƴƎ ǘƘŜ ǘƻǘŀƭ ƴǳƳōŜǊ ƻŦ ƘƻǳǊǎ ǿƻǊƪŜŘ ŦƻǊ ŜŀŎƘ ŎǊŜŀǘŜŘ ƻǊ ǊŜǘŀƛƴŜŘ Ƨƻō ōȅ 
the number of hours in a full-time schedule.

Eligible hours:
Hours spent on ARRA project activities (funded by Recovery Act)

ARRA Overtime hours
Paid leave (sick leave and vacation)
Some Recovery Act-ŦǳƴŘŜŘ ǇǊƻƎǊŀƳǎ ǇǊƻƘƛōƛǘ άǎǳōǎǘƛǘǳǘƛƻƴέ ƻǊ άǎǳǇǇƭŀƴǘƛƴƎΦέ

When are contractor and vendor creation and retention jobs counted:

1. When prime recipients or sub-recipients hire contract employees who are compensated with Recovery Act 
funding.
2. When prime recipients or sub-recipients contract with vendors on a project basis.
3. When prime recipients or sub-recipients purchase goods or services using Recovery Act funding that exceeds 
$500,000.

Vendors must provide documentation of jobs created and retained as a result of Recovery Act funding to prime 
recipients. Documentation should be a condition of any purchase contracts with vendors.





FTE ςWhat Counts?

Do Count

ÅHours worked by Recovery Act new and retained employees:

- #ÏÍÐÅÎÓÁÔÅÄ ÅÍÐÌÏÙÅÅÓ ×ÏÒËÉÎÇ ÉÎ ÔÈÅ 53 ÏÒ ÉÔÓ ȰÏÕÔÌÙÉÎÇ ÁÒÅÁÓȢ
- Employees of the recipient or subrecipient , including personnel hired   through a 3rd

party (e.g., staffing or temp agency)
- Employees of certain vendors (more below)
- Paid leave (PTO, vacation/sick leave, etc.)

ÅRecovery Act-funded overtime for created, retained or other positions. (Not applicable for the 
COPS Office Recovery Act recipients).

ÅHours worked on or after the award date.

$ÏÎȭÔ #ÏÕÎÔ

ɆExisting Positions : Standard hours for existing positions funded with Recovery Act dollars 
that do not ÍÅÅÔ ÔÈÅ ÃÒÉÔÅÒÉÁ ÆÏÒ ȰÃÒÅÁÔÅÄȱ ÏÒ ȰÒÅÔÁÉÎÅÄȱȢ

ɆSupport Positions : Positions that are not directly funded by the Recovery Act but are 
necessary to support the corresponding increase in activity (e.g., accounting or HR staff funded 
through indirect).

ɆIndirect/Induced Jobs : Retail transactions and contracts with service providers that do not 
require dedicated personnel or single purchases of less than $500,000 from an individual 
manufacturer or supplier.



FTE ςWhat Counts?

Personnel Standard Purchases Bulk Purchases

Created/retained dedicated 

personnel hired through a 3rd

party buy funded by the 

Recovery Act.

Retail transactions and 

contracts with service 

providers that do not require 

dedicated personnel.

Single purchases of $500,000 

or more of manufactured 

goods from an individual 

manufacturer or supplier.

YES NO YES

Calculate FTEs as if personnel 

were directly employed by a 

recipient.

Do not calculate or include 

employment impact from 

purchases or contracts for 

goods and services.

Identify the primary point of 

impact and request number 

of related jobs created or 

retained using standard FTE 

calculations.

Recipients must report jobs created or retained by vendors (manufacturers, suppliers, etc.) when 
recipients or subrecipients:

- Hire dedicated personnel through a vendor or
- Make a single purchase of manufactured goods costing $500,000 or more.





Job Reporting Documentation

· Recipients must document procedures for collecting and reporting job

creation and retention data in written policies and standard operating

procedures. Recipients must also clearly document reported data,

including calculation of job creation and retention, in budget comparisons

and position spreadsheets.

· Vendors and Sub-grantees must maintain time sheets and payroll records to 
support job creation and retention estimates.

· At the end of each quarter, sub-grantees and vendors must submit summary 
job creation/retention spreadsheets (see following pages).



Job Reporting Documentation

Created Jobs Retained Jobs Overtime
Old and new organizational 

Charts
New position descriptions
Job postings, offer letters and 
acceptance forms
Staffing lists
Timecards and payroll records

Budget comparisons and/or 
projections before and after 
the Recovery Act award date
Formal layoff 
recommendations and 
retractions (memos,reports)
Minutes of formal meetings 
where official budget 
decisions are made
Timecards and payroll records
Employee activity reports

Timecards and payroll records
Employee activity reports

Prime recipients must maintain auditable documentation supporting all reported data, including jobs data.  
Documentation should provide evidence that

1)   Created/retained positions and overtime hours are funded by Recovery Act awards
2)   Personnel are directly supporting Recovery Act projects and activities, and
3) tƻǎƛǘƛƻƴǎ ƳŜŜǘ ǘƘŜ ŎǊƛǘŜǊƛŀ ŦƻǊ άŎǊŜŀǘŜŘέκέǊŜǘŀƛƴŜŘέ Ǉƻǎƛǘƛƻƴǎ ŀƴŘ ƻǾŜǊǘƛƳŜ ƘƻǳǊǎ

Recommended Documentation






