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If you have not created a 
Login.gov account, stop here.  
Return to this document after 

you have completed this 
essential task.  

To create a Login.gov account: 
https://login.gov/create-an-account/
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https://login.gov/create-an-account/


Special thanks to Denise Daigle, Town Clerk/Treasurer, Town of Newport, and Penny Jones, Morrisville Water 
& Light, who generously shared their time, patience, and portal screens, with VLCT to use in the examples 
that follow.

BEFORE completing your Project and Expenditure Report, you must have already:

• Logged into Treasury’s Portal using your Login.gov account.  If you don’t have one, then create one. 

• Designated your key roles (Account Administrator, Point of Contact for Reporting, and Authorized 
Representative for Reporting – it is important that you understand the capabilities and 
responsibilities of each role)
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https://login.gov/create-an-account/
https://www.vlct.org/faq/what-account-administrator-role-treasurys-portal
https://www.vlct.org/faq/what-point-contact-reporting-treasurys-portal
https://www.vlct.org/faq/what-authorized-representative-reporting-treasurys-portal
https://www.vlct.org/faq/what-authorized-representative-reporting-treasurys-portal


Treasury’s Compliance Portal

Designating Roles*

* If assigned roles have not changes since your 2022 reporting, advance to the “Compliance Reports” section

Treasury’s Compliance Portal:   https://portal.treasury.gov/compliance
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https://portal.treasury.gov/compliance


To designate roles, select the “hamburger” (menu) icon at the top of the page.

Click here
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After clicking the “hamburger” icon, select “Account” from the sidebar menu.

Click here

6



Your entity should appear under “Account Name.”  Select it.

Click here
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Select “Certification” from the sidebar menu.  
If you are the Account Administrator, enter your name in the box provided and select “”Submit.”

Click here

Click here

Enter your name  here
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https://www.vlct.org/faq/what-account-administrator-role-treasurys-portal


After certifying, select “Designation Form” from the sidebar menu.  On this page, you will be able to assign the three 
roles:  Account Administrator, Authorized Representative for Reporting and Point of Contact for Reporting.

** A single role can have multiple people assigned to it and a single person can be assigned to multiple roles. **

Click here

Click “Complete” 
after each entry
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https://www.vlct.org/faq/what-account-administrator-role-treasurys-portal
https://www.vlct.org/faq/what-authorized-representative-reporting-treasurys-portal
https://www.vlct.org/faq/what-point-contact-reporting-treasurys-portal


Once you have completed designating roles*  to all the appropriate people, select “Go Back to the Introduction.”
If you go in and edit yourself, be sure that the “Account Administrator” role also moves over.

Click here

* There is system latency in the portal.  If you do not immediately see new roles showing, refresh your screen and they should appear. 10

https://www.vlct.org/faq/what-account-administrator-role-treasurys-portal
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Problems Designating Roles?

Contact Treasury’s help centers for State and Local Fiscal Recovery Funds 
at SLFRF@treasury.gov or call (844) 529-9527. Additionally, here is a link to 
Treasury's self-help resources.

If you send an email to SLFRF@treasury.gov and want sample language to 

use instead of drafting your own, then click     HERE.

mailto:SLFRF@treasury.gov
https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fhome.treasury.gov%2Fpolicy-issues%2Fcoronavirus%2Fassistance-for-state-local-and-tribal-governments%2Fstate-and-local-fiscal-recovery-funds%2Fslfrf-self-service-resources&data=05%7C01%7CKbuckley%40vlct.org%7C52e0d9ca0b364b294cc408db3473ab3f%7C8a5600d9deb145a19be67f516c73a062%7C1%7C0%7C638161443626819817%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=IESB%2FmhyJGH3LCkw4gJsP872rU1VfCNBzAccX1j%2FMbA%3D&reserved=0
https://www.vlct.org/sites/default/files/uploads/federal-funding-assistance-program/2023-sample-email_arpa-acct-admin-chg-1-.pdf


Treasury’s Compliance Portal

2023 Project and Expenditure Report
For No ARPA Funds Expended 

April 1, 2022 – March 31, 2023

Treasury’s Compliance Portal:   https://portal.treasury.gov/compliance
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https://portal.treasury.gov/compliance


Select “Compliance Reports” from the sidebar menu or click “Go to My Reports” in the lower part of the 
page.

Click here

Or click here
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You will arrive at the “My Compliance Reports” page.  
Look for the “SLFRF Compliance Reports” section.  
You will see a Project and Expenditure Report for 2023 with a Status of “Draft.” Next to it is a blue pencil icon – click it.

Click here
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You will arrive at the “Introduction and Bulk Upload Templates” page.  
From the sidebar menu, find “Recipient Profile” and select it.
Please note the box outlined in red on the right side of the screen.  It contains details for your entity, including your total ARPA 
award amount (all funds received to date) at the bottom under “Allocation Amount.” 

Click here
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You will arrive at the “Recipient Profile” page.  Review the “Recipient Information” section to ensure it contains the correct 
information and then enter the required fields. Click “Save” when done and then select “Project Overview” from the sidebar 
menu.   

After saving 
click here

Click here when done

Recipient Information 

UEI 

TIN

Legal Entity Name

Type

FAIN

CFDA No. 
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Enter your fiscal year end 
date (6/30 or 12/31) here



On the “Project Overview” page, you will find the “No Projects Verification” section.  It contains the question “Does your 
jurisdiction have projects to report as of this reporting period?” Select “My jurisdiction does NOT have projects to report,” 
provide a written explanation (sample language below), hit “Save” and select “Recipient  Specific” from the sidebar menu.

We are still gathering community input to help shape our decision on how to spend funds.  No projects have been identified yet.

Select that you have 
no projects to report

Sample language 

Don’t forget to click here

After saving 
click here
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On the “Revenue Replacement” page in the “Revenue Replacement Key Inputs” section follow the steps in RED below: 

Select “YES” 

We are still gathering community input to help shape our decision on how to spend funds.  No projects have been identified thus no funds have been allocated.

Enter the allocated amount of your ARPA award  

Select “NO” 

Sample 
language 

Don’t forget to click here

After saving click here
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You will arrive at the “Certification” page.  It should show zero (0) projects under “Complete” and zero (0) projects under 
“Incomplete.” It contains pre-populated information for whoever was designated to the role of “Authorized Representative for 
Reporting.”  If this is not you, then you will not be able to “Certify and Submit.”  Only the Authorized Representative for 
Reporting can do this.  

Only the Authorized Representative for 
Reporting can complete this step
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https://www.vlct.org/faq/what-authorized-representative-reporting-treasurys-portal
https://www.vlct.org/faq/what-authorized-representative-reporting-treasurys-portal
https://www.vlct.org/faq/what-authorized-representative-reporting-treasurys-portal
https://www.vlct.org/faq/what-authorized-representative-reporting-treasurys-portal
https://www.vlct.org/faq/what-authorized-representative-reporting-treasurys-portal


If  you were designated for the role of “Authorized Representative for Reporting” then you will receive this message after 
hitting the “Certify and Submit” button.
If you are ready to submit, then select the “Submit” button

If you are sure, 
then click “Submit”
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https://www.vlct.org/arpa-faqs


After hitting “Submit” you will arrive at the “SLFRF Project and Expenditure Report Survey” page.  
You can complete the Survey, but it is not a requirement of your reporting.  
If choose not to complete it, then scroll down and select “Cancel.”
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After navigating the “Survey” page you will return to the main Portal page. A best practice would be to click “Go to 
Your Reports” and review the “My Compliance Reports” page to verify that your 2023 Project and Expenditure 
Report shows as “Submitted” and download a copy of it to save to your ARPA grant file. 

Click here
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Treasury’s Compliance Portal

2023 Project and Expenditure Report
For ARPA Funds Expended  

April 1, 2022 – March 31, 2023

Treasury’s Compliance Portal:   https://portal.treasury.gov/compliance
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https://portal.treasury.gov/compliance


Select “Compliance Reports” from the sidebar menu or click “Go to My Reports” in the lower part of the page.

Click here

Or click here
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You will arrive at the “My Compliance Reports” page.  
Look for the “SLFRF Compliance Reports” section.  
You will see a Project and Expenditure Report for 2023 with a Status of “Draft.” Next to it is a blue pencil icon – click it.

Click here
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You will arrive at the “Introduction and Bulk Upload Templates” page.  
From the sidebar menu, find “Recipient Profile” and select it.
Please note the box outlined in red on the right side of the screen.  It contains details for your entity, including your total ARPA 
award amount (all funds received to date) at the bottom under “Allocation Amount.” 

Click here
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You will arrive at the “Recipient Profile” page.  Review the “Recipient Information” section to ensure it contains the correct 
information for your entity and then enter the required fields. Click “Save” when done and then select “Project Overview” 
from the sidebar menu.   

After saving 
click here

Click here when done

Recipient Information 

UEI 

TIN

Legal Entity Name

Type

FAIN

CFDA No. 
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Select that you have projects to report
and then hit “Save”

In the “Project Overview” page, you will find the “No Projects Verification” section.  It contains the question “Does your 
jurisdiction have projects to report as of this reporting period?” Select “My jurisdiction has projects to report” and hit 
“Save.”  In the “My Projects” section, select “Add New Project.”

Click here to add your project
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If you have an existing project(s) that were created in your 2022 Project and Expenditure Report, then you will need to 
update them to be able to “Certify and Submit” without errors. 
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STEP 1
Update your EXISTING project(s) that were entered during the 

April 2022 reporting process



Select the green check box under “Project Status” and click it to open the “Add Project” screen.
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Once you are in the “Add Project” screen, you will need to update “Current Period Obligations” and “Current Period Expenditures.” If 
nothing has changed, you will still need to enter “0” in each of these fields – do not leave them blank.  

If the project is complete, then select “Completed” from the “Status to Completion” dropdown menu.   Select “Confirm Project” when 
you are done. 

** YOU MUST DO THIS FOR EACH PROJECT THAT WAS ADDED IN THE 2022 PROJECT & EXPENDITURE REPORT. **
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Click here when done



32

STEP 2
Adding NEW projects for the 2023 reporting period 

(April 1, 2022 – March 31, 2022)

TIP:  To make things simpler/easier for reporting, you can create just one project for this reporting period and 
report all expenditures under it.  Provide detail for how the funds were spent (dollar amounts and short 
descriptions for each) in the narrative “Project Description” field.  



After existing projects have been updated, if applicable, select “Add New Project” to begin entering project for the 2023 
period (April 1, 2022 – March 31, 2023).
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Click here 



Because you elected the standard allowance for revenue loss last year, all reporting of ARPA expenditures for the entire amount of 
your ARPA award will be under Expenditure Category Group 6 – Revenue Replacement, using either Expenditure Category 6.1 
Provision of Government Services or 6.2 Non-federal Match for other Federal Programs.  Please see the next two slides for an 
example of each.  
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* Only fields with an asterisk (*) are required.

Current Period = April 1, 2022 – March 31, 2023
(Note: these entries should be ≤ Cumulative 
entries for the project)

• Project Name: Self explanatory
• Recipient Project ID: suggested 

project ID numbering HERE.
• Adopted Budget: This is for 

this project, not your municipal 
operations budget. You can 
leave this blank.

• Total Cumulative Obligations: 
See note in slide

• Total Cumulative 
Expenditures: See note in slide

• Current Period Obligations: 
See note in slide

• Current Period Expenditures: 
See note in slide

• Program Income Earned: leave 
blank

• Program Income Expended: 
leave blank

• Status to Completion: Self 
explanatory

• Project Description: 50-1,000 
words, should be 3-5 
sentences with an overview of 
the project. 

For Projects Entered Under Revenue Replacement 6.1
Provision of Government Services

Click here to add your project

Cumulative Obligations and Expenditures are 
from the date of award to close of this reporting 
period (March 31, 2023). 

https://www.vlct.org/news/arpa-reporting-info-and-tips
https://www.vlct.org/faq/what-meant-date-award
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* Only fields with an asterisk (*) are required.

Current Period = April 1, 2022 – March 31, 2023
(Note: these entries should be ≤ Cumulative 
entries for the project)

• Project Name: Self explanatory
• Recipient Project ID: suggested 

project ID numbering HERE.
• Adopted Budget: This is for 

this project, not your municipal 
operations budget. You can 
leave this blank.

• Total Cumulative Obligations: 
This is in reference to this 
project, not your total ARPA 
award.

• Total Cumulative 
Expenditures: See note in 
slide.

• Current Period Obligations: 
See note in slide.

• Current Period Expenditures: 
See note in slide.

• Program Income Earned: You 
can leave this blank.

• Program Income Expended: 
You can leave this blank.

• Status to Completion: Self 
explanatory

• Project Description: Reference 
Assistance Listing Number of 
the federal program 

For Projects Entered Under Revenue Replacement 6.2 
Non-federal Match for Other Federal Programs

6.2  - Non-federal Match for Other Federal Programs

Click here to add your project

Cumulative Obligations and Expenditures are 
from the date of award to close of this reporting 
period (March 31, 2023). 

https://www.vlct.org/news/arpa-reporting-info-and-tips
https://www.vlct.org/faq/what-cfda-aln-and-are-they-same
https://www.vlct.org/faq/what-meant-date-award


After you have added all the projects for this reporting period (4/1/2022 – 3/31/2023) they should appear in the table in the “My 
Projects” section.  Each project should have three (3) green check marks next to it showing it is complete.  After all projects have 
been successfully entered, click “Next” at the bottom of the page to advance to the “Recipient Specific” screen.

After all projects have been 
successfully added, click here
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The “Recipient Specific” screen is the “Revenue Replacement” page. For the question: “Is your jurisdiction electing to use the 
standard allowance of up to $10 million, not to exceed your total award allocation, for identifying revenue loss?” you should  
answer “YES.”  After selecting “YES” a series of conditional questions will populate.

Click “Yes”
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On the “Revenue Replacement” page in the “Revenue Replacement Key Inputs” section follow the steps in RED below: 

Select “YES” 

We are still gathering community input to help shape our decision on how to spend funds.  No projects have been identified thus no funds have been allocated.

Enter the allocated amount of your ARPA award  

Select “NO” 

Sample 
language 

Don’t forget to click here

After saving click here
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You will arrive at the “Certification” page.  It should show as many projects as you entered on the “Project Overview” page 
under “Complete”; none should appear under “Incomplete.” 
This screen also contains pre-populated information for whoever was designated to the role of “Authorized Representative 
for Reporting.”  If this is not you, then you will not be able to “Certify and Submit.”  Only the Authorized Representative for 
Reporting can do this.  

Only the Authorized Representative for 
Reporting can complete this step
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https://www.vlct.org/faq/what-authorized-representative-reporting-treasurys-portal
https://www.vlct.org/faq/what-authorized-representative-reporting-treasurys-portal
https://www.vlct.org/faq/what-authorized-representative-reporting-treasurys-portal
https://www.vlct.org/faq/what-authorized-representative-reporting-treasurys-portal
https://www.vlct.org/faq/what-authorized-representative-reporting-treasurys-portal


If  you were designated for the role of “Authorized Representative for Reporting” then you will receive this message after 
hitting the “Certify and Submit” button.
If you are ready to submit, then select the “Submit” button.

If you are sure, 
then click “Submit”
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https://www.vlct.org/faq/what-authorized-representative-reporting-treasurys-portal


After hitting “Submit” you will arrive at the “SLFRF Project and Expenditure Report Survey” page.  
You can complete the Survey, but it is not a requirement of your reporting.  
If choose not to complete it, then scroll down and select “Cancel.”
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After navigating the “Survey” page you will return to the main Portal page. A best practice would be to click “Go to 
Your Reports” and review the “My Compliance Reports” page to verify that your 2023 Project and Expenditure 
Report shows as “Submitted” and download a copy of it to save to your ARPA grant file. 

Click here
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CONGRATULATIONS 
YOU ARE DONE!
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