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Introduction 
 
The City has developed a web-based reporting tool which should be completed in lieu of the reporting 
located in Exhibit D of your contract. The reporting tool is located at 
https://www.cityoflancasterpa.gov/arpa-reporting-housing/ 

As you go through the process of filling the form, please note that if you have any questions or concerns, 
you may reach out to us at ARPA@cityoflancasterpa.gov.  

Please note that you are able to save your progress on this form and continue at a later date. For 
information regarding this, please scroll down to the end of this guide.  

Entity Information  
Information needed for reporting (these will be needed the first time filling out the application and 
any other time such information needs to be changed): 

• Unique Entity Identifier (UEI) from SAM.gov 
• Taxpayer Identification Number 
• Entity legal name, address and contact information.  

 

1. In Reporting Period, select the appropriate reporting quarter from the dropdown list. 

 

 

 

https://www.cityoflancasterpa.gov/arpa-reporting-housing/
mailto:ARPA@cityoflancasterpa.gov


 

ARPA Housing Project Reporting Step-by-Step Guide  3 
  

2. Select your project name from the Project Name drop down. Please contact us at the 
arpa@cityoflancasterpa.gov if you do not see your project name. 

 

3. Select “Yes” if it is your first time completing a report OR if you have completed one in the past 
but need to update your organization’s contact information. Please note that for the first 
reporting period (July-September 2023), you MUST select “Yes” since it would be every 
organization’s first time completing the report. This will bring up a Subrecipient Information 
section. Otherwise, select “No” if neither of these apply to you.   

 

 

 

 

mailto:arpa@cityoflancasterpa.gov
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Subrecipient Information (must be completed for first time reporters) 
 

4. Enter your organization’s Unique Entity Identifier (UEI) in the first field. You should have this 
number if your organization is registered in Sam.gov. Please note that this is required in order to 
receive federal dollars. 

 

 

5.  Enter your organization’s Taxpayer Identification Number (TIN). Note that these will not need to 
be entered in future quarters, EXCEPT in the event that you need to update your organization’s 
information.  
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6. Enter your organization’s Legal Name, Address, and Point of Contact Email. 

 

 

Project Status Information  
Information needed for reporting: 

• Current status of project 
• Timetable for project completion 
• Description of work completed during the reporting period 
• Description of design modifications during the reporting period 
• Description of permits obtained during the reporting period 
• Description of results of building inspections during the reporting period. 
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7. Estimate the current status of the project as follows: 
a. Not started (if the project has not begun), 
b. Completed less than 50% (if the project is still relatively in the early stages), 
c. Completed 50% or more (if the project is halfway done or closer to the end than its 

start), and 
d. Completed 100% (if the project is fully completed). 

 

8. Attach a file showing the Timetable for Project Completion. Please note that the upload links in 
this form all allow for multiple uploads. They also allow for a variety of file types (PDF, Word, 
Excel, etc.). 
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9. Describe in detail the work completed during the current period. If none, type n/a. If you wish to 
provide additional detail, you may upload a file in the additional detail file upload option below.   

 

10. Select whether or not there have been modifications or construction change orders made or 
entered into during the current reporting period. If Yes, please provide a description in the 
ensuing required text box (also feel free to upload additional detail as a document if preferred).   
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11.  Select whether or not there were any permits obtained during the current reporting period. If 
Yes, please provide a description in the ensuing required text box (also feel free to upload 
additional detail as a document if preferred).   

 

 

12. Select whether or not there were any building inspections completed during the current 
reporting period. If Yes, please provide a description in the ensuing required text box (also feel 
free to upload additional detail as a document if preferred). 
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13. Lastly for this section, provide any additional relevant information about project status if 
necessary.   

 

 

Financial Reporting 
Information needed for reporting: 

A. Cash advanced from the city this quarter 
B. Total cash advanced from the city to date 
C. Funds obligated this quarter 

 Supporting documentation for funds obligated 
D. Total funds obligated to date 
E. Funds expended on project expenditures this quarter 

 Supporting documentation for funds expended on project expenditures 
F. Total funds expended on project expenditures to date 
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14. For each of the three categories, please enter the appropriate figures for this quarter and totals 
to date. These fields won’t allow $ symbols or commas, so entering just the numbers should be 
fine. Please round figures to the nearest dollar.  
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Compliance Certifications and Submission 
Please read all the information in this section and certify as appropriate. Note that all boxes need to be 
checked to proceed with submission. 
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Submitted By 

This section collects contact information for the individual submitting the report in case any follow-ups 
are required. All fields are required here. 

 

Once this section is completed, please consider taking one more look through the report confirming 
everything is correct before submitting or feel free to save and return later (as described below).  

Saving Form Progress  
• To save form completion progress, hit the Save button at the bottom of the form.  
• You should be presented with options below. We recommend selecting “Skip Create an 

Account”. 
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• In the screenshot below, you can either: 
o enter your email address to have the form link sent to you for later completion, or 
o select “Get Draft Link” to copy the form link to your clipboard.  

 

 

Questions? Please contact the ARPA reporting team at ARPA@cityoflancasterpa.gov. 

mailto:ARPA@cityoflancasterpa.gov
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