
How to Initiate, Complete and Submit an MSR 
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1. Login and navigate to the Grant Agreement. 

 

There are a few ways to do this, but we’ll use the search function. 

 

To see all Applications and Grant Agreements for your community leave all fields blank. Click “Search”. 

 

Click the name of the Grant Agreement for which an MSR must be made. 
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2. Initiate a new Materials and Services Report (MSR). 

In the blue navigation bar under Related Documents, click “Initiate Related Doc”. 

 

In the Available Documents drop-down menu, select Materials and Services Report. Click “Create”. 

 

When the summary box appears, click “Proceed”. 
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3. Complete the MSR Main Form. 

 

In the blue navigation bar, click “Materials and Services Record Main Form”. 

 
 

Depending on the “Type of Work” selected, additional fields will appear. 

For example, “Administrative/Engineering/Professional Services” requires a copy of the list of selection 
committee members to be uploaded (pictured below). 
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“Materials/Eligible Equipment Purchase” and “Construction Services” will require more Pre-Selection 
Clearance information. 

 

 

After that, however, all fields are the same. 

 

Once a vendor/provider is selected, enter their information under “Selected Provider”. 
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Next, upload documentation of the Selection Process and enter a description of efforts to promote 
MBE/WBE and Section 3 participation. 

 

 

Then, complete the Key Dates section. 
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Finally, enter Financial and Reporting information. After the Grant and Match amounts have been 
entered in the “Original” column and you click “Save”, the local amount that exceeds match will be 

calculated. 

 

NOTE: MBE / WBE = majority ownership 

 

 

After all information has been entered, click “Save”. 
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4. Complete any additional MSR forms 

If “Construction Services” is selected, the MSR Labor Standards form must also be completed. 

 

 

If the Prime Contractor has any subcontractors, complete the MSR Subcontractor form. Federal 
reporting data is required for each subcontractor. 
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Add a new subcontractor by clicking “Add” in the upper right corner. Then use the arrow icon to view all 
the subcontractor pages. 

 

 

5. Submit the MSR 

In the blue navigation bar under Status Options, click “Submit Vendor Selection”. 

 

NOTE: Once the MSR has been approved by TDA and has a status of “MSR Vendor Selection Accepted”, 
the MSR Main Form can only be revised by Change Order. 
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6. Once all work has been completed and all information has been entered into the MSR forms 
(including all Change Orders and Subcontractor pages) click “Begin MSR Completion Report”. 

 

 

7. The LSO must complete and certify the Final Wage Compliance form. 
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Enter all required information. 

NOTE: If no damages were paid, no restitution was owed and/or there were no unfound workers, enter 
zero (0). 

 

Click “Save” when all information has been entered. 

 

8. Complete all fields on the Work Completed form. 
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NOTE: Construction contracts will click the word “HERE” to generate the COCC. Obtain signatures then 
upload where indicated. Non-construction contracts can leave that field blank. 

 

9. Under Status Options in the blue navigation bar, click “MSR Completion Submitted”. 

NOTE: To cancel the completion step, click “MSR Vendor Selection Accepted”. 

 


