IMMEDIATE ATTENTION REQUIRED
April 17, 2009
TO THE ADMINISTRATOR ADDRESSED:
Subject: Data Collection of DUNS Number, CCR CAGE Code, and U.S. Congressional District Number – Required for Award of ARRA (aka “Stimulus”) Funds
On April 10, 2009, the Texas Education Agency (TEA) posted a letter “TO THE ADMINISTRATOR ADDRESSED” on the TEA Correspondence webpage. The letter advised grantees who wish to receive American Recovery and Reinvestment Act of 2009 (ARRA) funds (aka “Stimulus funds”) of the requirement to have a Data Universal Numbering System (DUNS) number and to register in the Central Contractor Registration (CCR) database. Once your organization is registered in CCR, you will be assigned a Commercial and Government Entity (CAGE) code. This letter contains instructions for providing TEA with your DUNS number, CAGE code, and U.S. congressional district number through an on-line data collection instrument.
Background

ARRA provides an unprecedented level of transparency and accountability so Americans know where their tax dollars are being spent. In order to track the spending of funds, the ARRA statute and U.S. Department of Education (USDE) award conditions for ARRA funds require that grantees have a DUNS number and that they register in the CCR database to be eligible to receive ARRA funds. 
In addition, the Federal Funding Accountability and Transparency Act (FFATA) of 2006 and subsequent rules published by the federal Office of Management and Budget (OMB) require that grantees have a DUNS number and CAGE code to receive federal funds of any type. The DUNS number and CAGE code are some of the data elements that TEA will be required to use to report grant awards and expenditures and other information to www.federalreporting.gov, a national website created under ARRA.  
The eGrant applications for the 2009-2010 NCLB Consolidated Federal ARRA/Stimulus grant and for the 2009-2010 Special Education ARRA/Stimulus grant are now posted to the TEA Grant Opportunities webpage at http://burleson.tea.state.tx.us/GrantOpportunities/forms/GrantProgramSearch.aspx . The requirement for the DUNS number, registration in the CCR, and for providing the U.S. congressional district number are explained in detail in Part 2: Program Guidelines, ARRA Reporting Requirements, for each of these grants. The ARRA reporting requirements are also identified in the Program-Specific Provisions and Assurances for each of these grants. Please review these documents to obtain additional information and guidance related to the reporting requirements and these required data elements.
All school districts, regional education service centers (ESCs), and charter holders that wish to receive ARRA funds must have a DUNS number and must register in CCR (and be assigned a CAGE code on completion of CCR registration) to be eligible to receive a Notice of Grant Award (NOGA) for any of the federal ARRA funds. TEA realizes this requirement could be burdensome for some grantees; however, TEA is required to enforce the ARRA statute and OMB rules to comply with these provisions.
On-line Data Collection

An on-line data collection instrument has been developed to collect the DUNS number and CAGE code for this purpose. The data collected will be used to issue NOGAs to grantees receiving ARRA funds and, ultimately, all other federal funds. TEA must validate the DUNS number and CAGE code prior to issuing a NOGA under ARRA.
In addition to the DUNS number and CAGE code, this data collection will collect the U.S. congressional district number for each school district central administration headquarters, each ESC, and each charter holder. It will also collect the congressional district number for each charter school where a charter holder has multiple charter schools.
Link to data collection: https://landry.tea.state.tx.us/TEA_Survey/Grants/arradata/arradata.htm Attachment A provides more information about the requirement for the data collection as well as specific instructions for completing the data collection.

Deadline for Submitting Data Collection to TEA

The completed data collection should be submitted electronically to TEA as soon as possible but no later than Friday, May 1, 2009. To complete the data collection, you must have a DUNS number. You must also already be registered in the CCR and have been assigned your CAGE code from the CCR. To register in the CCR, you must already have a DUNS number. The Division of Formula Funding will not be able to issue NOGAS for ARRA funds until this information is received at TEA.
For Assistance in Completing the On-line Data Collection

If you have any questions about completing the data collection, please contact Carrie Lopez in the Division of Discretionary Grants at 512-463-9269 or carrie.lopez@tea.state.tx.us. Please note that neither Ms. Lopez nor any other staff member at TEA has the technical expertise to assist your organization in requesting a DUNS number or in registering in the CCR. All inquiries related to either must be made to the contacts identified on the respective websites (see instructions, next page).
Remember, your organization will not be eligible to receive the NOGA for any ARRA funds until you have completed and submitted the data collection to TEA. Please don’t delay in submitting the data collection.

Sincerely,

Earin M. Martin, Ed.D.

TEA Chief Grants Administrator

Attachment

Attachment

How to Request or Verify a DUNS Number

Most school districts already have a DUNS number and may even have several DUNS numbers. TEA must use the primary DUNS number assigned to the school district central organization/administration when reporting ARRA obligations and expenditures. If your organization has multiple DUNS numbers, the primary DUNS number will usually be the first number listed. Go to http://www.dnb.com/us/ to request a DUNS number or to verify the primary DUNS number for your organization. Obtaining a DUNS number is free of charge. 

Requesting a DUNS Number
1. To verify an existing DUNS number or to request a new DUNS number, go to the Dun & Bradstreet website at http://fedgov.dnb.com/webform/displayHomePage.do. You can also call 1-866-705-5711 to request a DUNS number over the phone.

2. You will need the following information to obtain a DUNS number:

a. Legal name of organization

b. Organization address

c. Name of the district superintendent, ESC executive director, or charter holder CEO

d. Legal structure of the organization (corporation, partnership, proprietorship)

e. Year the organization started

f. Primary type of business

g. Total number of employees (full and part time)

Please be advised that TEA does not have the technical expertise to assist grantees in applying for a DUNS number. All questions regarding the DUNS number should be directed to Dun & Bradstreet.

TEA will be required to verify the DUNS number prior to issuing a NOGA to the grantee. A grantee is not eligible to receive the NOGA for ARRA funds until the DUNS number is verified by TEA.



How to Register in the CCR

To register in CCR, you must already have a DUNS number. In addition, during the registration process, you will be required to provide three other key items: your Tax Identification Number (TIN) and Taxpayer Name; statistical information, such as name and physical street address of your organization; and financial information, including the name of your financial institution and the routing number and bank account number of the account to which grant funds are deposited. You will be unable to complete the CCR registration and be assigned a CAGE code unless you provide this information. Registering in the CCR is free of charge.
Registering in CCR

1. You can register with CCR on-line at http://www.ccr.gov. From the home page, click on “Start New Registration” to register. For help creating or managing your CCR user account, call 1-888-227-2423 or go on-line to http://www.ccr.gov/doc/UserAccount.pdf. For an outline of the entire CCR registration process, go on-line to http://www.ccr.gov/doc/CCR_Screens_new_only.pdf.
2. The following information will be needed to register in CCR:
a. DUNS number

b. Tax Identification Number (TIN) and Taxpayer Name used in federal tax matters

c. Statistical information about your organization. You will need an NAICS code (611110 is for elementary and secondary schools). You will also need an SIC code (8211 is for elementary and secondary schools).
d. Electronic Funds Transfer (EFT) information, including the name of your depository financial institution, the ABA routing number, account number, and type of account

e. An E-Business Point of Contact (E-Biz POC)
It may take approximately 48 hours for the CCR registration to process. Once the CCR registration process is complete, your CCR Primary and Alternate Points of Contact will receive notification via e-mail that your registration in CCR is active. Your organization will be assigned a CAGE code. You can view your CAGE code by searching the active registrations at https://www.bpn.gov/CCRSearch/Search.aspx or by logging on to the CCR. 

You will enter the CCR CAGE code on the data collection form. TEA will be required to verify the registration in CCR prior to issuing a NOGA to the grantee. A grantee is not eligible to receive the NOGA until registration in the CCR is verified by TEA. You must update your CCR profile annually.

If you have further questions about registering in CCR, consult the excellent resources provided by CCR, including FAQs at http://www.ccr.gov/FAQ.aspx, a worksheet/checklist at http://www.ccr.gov/doc/UserAccount.pdf, and a user’s guide at http://www.ccr.gov/handbook.aspx .
Please be advised that TEA does not have the technical expertise to advise grantees on how to complete the CCR registration process. All questions regarding CCR registration must be directed to CCR (http://www.ccr.gov/Help.aspx; 888-227-2423).


Instructions for Completing the Data Collection

This on-line submission will not allow you to fill out part of the data collection and save it to complete later. Therefore, it is recommended that you print the form and complete it on paper first, and then log onto the survey to enter all the data and submit the information electronically. 
Link to: https://landry.tea.state.tx.us/TEA_Survey/Grants/arradata/arradata.htm 
Complete this data collection on-line only and only once for each school district, ESC, and charter holder. For the purposes of ARRA, where the primary grantee is the fiscal agent of a shared services arrangement (SSA), only the fiscal agent of the SSA must have a DUNS number and register in the CCR. At this time, member districts of an SSA do not each need to have their own DUNS number or to register in the CCR to receive ARRA funds. Please coordinate with your business office to ensure you are using the primary DUNS and CAGE code for your organization’s central administration headquarters. 
All school districts, ESCs, and charter holders must complete Parts I and III of the data collection to receive ARRA funds. Charter holders with multiple campuses must complete information in Parts I, II, and III to receive federal funds for ARRA.
While you are entering data on-line, you can change your responses by simply clicking on the response and changing before you submit. At the end of the data collection, you will ensure that the district superintendent, ESC executive director, or charter holder CEO has reviewed the data and certified that all information is true. Then click the "Submit" button. Your data will be automatically submitted. TEA will contact the person identified in the data collection as the contact person should any questions arise about a data submission. 

Entering the information on-line and submitting it should not take longer than five to ten minutes. 

Part I: 
1. Enter your organization’s legal name as registered in the CCR. For school districts, this is the legal name of the school district. For ESCs, enter “ESC Region #”. For charter schools, this is the legal name of the charter holder.
2. Enter your county district number (CDN) and vendor identification number (VIN). For charter holders with multiple campuses each assigned their own CDN, enter the CDN and VIN for the charter holder.
3. Enter a physical street address for your central administration headquarters, as listed in the CCR. The federal requirement does not allow recipients of funds to use a post office box as their address. For charter schools, this is the physical street address of the charter holder.
4. Enter the city, state, and nine-digit zip code for the physical street address for your central administration headquarters as listed in the CCR. For charter schools, this is for the charter holder.
5. Enter your U.S. congressional district number for your central administration headquarters. Use the following format: two characters to represent the state abbreviation—three numerals for the district number. For instance, Texas’s 21st congressional district would be represented like so: TX—021. For charter schools, the correct congressional district number is the one for the charter holder. You can look up your congressional district number at http://www.fyi.legis.state.tx.us/ using a physical street address. Be sure to enter your congressional district number, and not your Texas legislative Senate or House number.
6. Enter the primary DUNS number and the CAGE code for your organization’s central administration headquarters. If your organization has more than one DUNS number or CAGE code, enter only the number that represents the primary number for your central administration headquarters. For charter schools, this is the DUNS number and CAGE code for the charter holder.
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Part II: 
If your organization is a charter holder with multiple campuses, enter the charter holder’s information in Part I, following the instructions for Part 1. Also complete Part II for each charter school. If there are more than 10 charter schools under the charter holder, complete a new data collection form (including all Parts I, II, and III) until all of the charter schools are identified. This step is necessary to obtain the congressional district number for each charter school.
1. Enter the legal name of the charter school
2. Enter the CDN of the charter school only if it is different from the CDN of the charter holder identified in Part I.
3. Enter the U.S. congressional district number for the physical street address of the charter school. See Step 5, Part I, if you don’t know the congressional district number.
4. Enter the physical street address of the charter school. 
5. Enter the city, state, and nine-digit zip code for the physical street address of the charter school.
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Part III:
1. Enter the name and title of the person who prepared the form.
2. Enter the area code, phone number, and email address of the person who prepared the form.
3. Enter the month, day, and year the form was completed, using the mm/dd/yy format.

4. Enter the full name of the superintendent if your organization is a school district, executive director if an ESC, or CEO if a charter holder.
5. Click on the Submit button to submit the information to TEA.

6. You will be directed back to the main TEA webpage.
[image: image3.png]3 Survey Said for the WEB - Microsoft Internet Explorer provided by Texas Education Agency.

Fle Edt View Favortes Took Help

Qo - ] () @ D seacr g s

& it oy esstate s TR Survey] rntsfardtefaradatatin Y8

> @comvert - [BRselect
b accessBY. - | of Vaiidate | Gl Resize | ] CSS | @ mages | @ Cobur | [E] Structure | Tooks | P Docinfo | o] Sowce | @ E Options

Google [G~ V0o B v 3 cookmarier S)197 tocked "5 check + ] Autoril [ap sendto~

© setings~
-

Favorkes
B add.. B organize - — _
e (=7 State [0 digit Zip Code (omit dash)
5 et o Rcomnen I I
5 Inported bockmarks
Stinks

Stieda
SeEasies Form prepared by:

&y vieos, Py voves... | | @ Title
Clonde T
&
Ersticon ‘
5t Documents

& Rado ttion Guide e . : - — .
) By submitting this form, | certify that the information provided is true and correct. | understand that failure to report the correct
Coren information could jeopardize the receipt of federal funds.

p— Name of Superintendent/CEO
P ———

Contact Phone Number (area code + number) Contact Email Address Date Completed (mmiddlyy)

Click Here to Send Information

Return to the Home Page, without sending answers.

Survey Said by Marketing Masters © 1891.2002 All Rights Ressrved

2 @ memet

+J start BemoeEEE® g ment22 - ey Sadfo... | (B atradpdt - Ad




Contact Carrie Lopez in the Division of Discretionary Grants at 512-463-9269 or e-mail at carrie.lopez@tea.state.tx.us if you have any questions about completing the data collection form.
