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1 Using the System: The Basics 

Background and Introduction 
 
 The Boston Redevelopment Authority’s Compliance Department is responsible for    

recording, tracking, and monitoring the progress of mitigation, community benefits and 

other contractual obligations between a developer, the community, and the BRA. 

 After testing proposed programs presented by outside contractors, the Compliance     

Department created its own automated Developer Compliance Database (DCD) in 2008. Its 

purpose is to track and monitor the progress of these commitments to ensure timely          

completion. Prior to October 2004, the BRA did not have a centralized Compliance               

Department; the Project Managers were responsible for monitoring the progress of             

community benefits. Each Manager had a different style of tracking, and there wasn’t a          

cohesive system in place within the BRA to track the status of all developer commitments. 

 In March 2008, a Project Assistant was hired to assist the tracking and monitoring of 

the commitments and to design an automated system to record all of the commitments      

contained in the project documents.  The task at hand was to gather and review hundreds of 

project files to identify and isolate active commitments, as well as adding new projects to the 

system, then gathering evidence that obligations had been fulfilled. 

 The database is a mix between open and closed projects containing current,            

completed and ongoing commitments. The system includes a series of reports that help       

isolate certain types of information contained in the vast amount of information in the          

database.  

 The Developer Compliance Database, which is written in Microsoft Access, consists 

of two parts: (1) identifying information about an individual project; and, (2) commitments 

within the project. The two parts interact via integrated tables; however, there is one main 

data input screen. 

 This guide will provide easy access to the information in the Developer Compliance   

Database, including: how to enter data from the Project Documents; how to run reports in 

order to determine the status of a given commitment; how to review a specific project; how 

to update information as commitments are completed and projects move forward; and, how 

to maintain system operations and what to do if something unexpected occurs. 
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Key Terms 

This guide uses certain key terms when referring to particular documents and programs.  

Project Documents:  

 Project Documents include any document pertaining to an individual project, some 

of which are found in a hard copy project folder and most are also scanned and are           

maintained by the Compliance Department. The Legal Department, each project manager 

and the Secretary’s Office keep their own originals and copies.  Typical documents found in 

the project folder include: Cooperation Agreements, Land Disposition Agreements,            

Development Impact Project Agreements, Boston Residents Construction Employment 

Plans, Board Memos and Internal and External Correspondence.  More information on each 

type is listed below.  

Cooperation Agreements 

A Cooperation Agreement is the most         

important document in the project file. It is 

the legally binding agreement containing 

the commitments made by a developer to 

the BRA and other entities. 

Development Impact Project Agreements 

DIP Agreements contain Housing and Job 

Exaction commitments (linkage). The 

amounts, due dates and other pertinent     

details regarding linkage are included in this 

document. The Cooperation Agreement will 

indicate whether or not the project triggers 

a DIP status.  

Land Disposition Agreements 

 LDAs detail the agreements          

involving the disposition of BRA/City owned 

land. The LDA incorporates the commit-

ments made by the developer and there 

usually is no separate Cooperation       

Agreement.  

Board Memos 

Board Memos contain some of the informa-

tion regarding commitments, but may not 

contain all of the commitments. Use both 

Board Memos and Cooperation Agreements 

to ensure all commitments have been        

captured.  Board Memos are a great source 

for background information on a project, 

including project location and history,        

players on the development team and BRA 

staff involved with the project. Read these 

documents first to get a broad sense of the 

project’s scope. 

Boston Residents Construction                   

Employment Plan 

Text pending 

Internal and External Correspondence 

Consists of interoffice emails, proof of        

payment or completion of commitments.  



 

7  

The Pipeline 

 The Pipeline is the BRA’s active database to track the progress of and to provide         

pertinent information about each project. The data primarily comes from the Project Manag-

ers. Some records are more thorough than others.  

 The Pipeline is a great tool for getting more background information about a project, 

including: information on the current construction phase; the neighborhood locale; the        

project manager; the developer; and the intended uses of the building. 

 The DCD’s essential project information comes directly from the Pipeline. This        

critical relationship requires the DCD to use the project name given in the Pipeline.   

 When determining an alternative name for a project, use the Pipeline to cross          

reference information from the Project Documents to ensure the two projects are one and 

the same. Also, when entering information about the neighborhood and project status,        

always refer to the Pipeline to make sure the information is consistent. 

 Sometimes the Pipeline has outdated information if a project is old or hasn’t been 

recently updated. Check the Last Edited date field to determine how recent the data is. If you 

suspect the information is incorrect, ask the Deputy Director for Compliance for assistance.  

The Pipeline 
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Article 80 Project Viewer  

 This online application is found on the BRA’s intranet. Select Article 80 Project Viewer 

located under the Documents Tab on the upper left-hand corner. 

 The next screen is the project viewer. Use this application to help find projects that 

may not appear in the Pipeline, projects with multiple names or other reference information.  

 When a project has multiple names, it is best to try to locate the project on the map, 

using the legal descriptions in the Project Documents to guide the search. Often, you will 

discover the other name that the project is formally known as within the system. Make a      

notation of the alternate name in the Project Documents so others will be able to find the 

name in the future.   

 It is also very important to be certain that the project on the map and the project in 

question are one and the same. One way to double check is to ask the Project Manager in-

volved with the project, or make sure the legal description matches the map exactly. Print 

out a copy of the map to keep in the project file to prevent further confusion.  

Second Screen: Article 80 Project Viewer 

First Screen: BRA internal homepage 
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2 Using the System: Database Organization 

Section 1: Database Layout 

There are four main components to the database: The Project Table, the Commitment Table, 

the Queries and the Reports.  

COMMITMENT 
TABLE:  
Contains  

Commitment 
Level Data 

PROJECT TABLE: 
Contains  

Project Level  
Data 

QUERY: The 
primary  

mechanism for 
retrieving  

information 
from the  

database and 
consists of  
questions  

presented to 
the database in 

a predefined  
format 

REPORT: The 
visual display of 

the results of 
the Query. A 
REPORT must 

have a  
dedicated 
QUERY to  

populate the 
FIELDS 

All of the data enters the database via a data entry form. Each piece of data then 

populates the tables, which then goes into the queries, and is ultimately displayed in the 

reports.  
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Section 2: How Data is Organized 

There are two “levels” of data contained in each project as illustrated below: 

PROJECT 
LEVEL 

COMMITMENT 
LEVEL 

COMMITMENT 
LEVEL 

COMMITMENT 
LEVEL 

COMMITMENT 
LEVEL 

Each project will have one or more individual commitments associated with it. The 

data is organized around this structure and the tables operate accordingly.                          

The relationships are defined in the database to support this structure and organize         

automatically.  
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The Project level table and the Commitment level table each generate specific reports via 

queries as indicated below. Definitions for these terms can be found on page 39 and 43. 

PROJECT LEVEL:  

The status of the PROJECT  
overall 

 
Status Options:  

OPEN or CLOSED 

COMMITMENT LEVEL:  
The status of the individual  

commitment 
 

Status Options:  
OPEN, CLOSED,  

CONTINUING, VOID 

All Projects Full Report 

All projects, all commitments – most     
comprehensive report 
(One public, one internal) 
 
All Open Projects Report 

All open projects (not closed), and all     
commitments within the Open Project,    
regardless of Commitment Status 
 
All Closed Projects Report 

All Closed Projects – all commitments    
within the closed project 
 

Open Commitments 

All Open Commitments, regardless of 
Commitment Type, organized by project  
 
Open Monetary Commitments 

All Open and Continuing Monetary       
Commitments, organized by project  
 
Open Non-Monetary Commitments 

All Open and Continuing Non-Monetary 
Commitments, organized by project  
 
Open Linkage Commitments 

All Open and Continuing Linkage         
Commitments, organized by project  
 
Open IDP Commitments 

All Open and Continuing IDP                  
Commitments, organized by project  
 
Closed Commitments 

All Closed Commitments, organized by 
project 
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Section 3: Tables 

The tables contain the all of data entered into the database via the data entry form. There 

are two main tables: Project Level and Commitment Level. The tables below illustrate the 

fields in each table, what type of data the field requires and where the data comes from.  

Table 1: Project Level Items 

Field Name Data Type How Data Enters the System 
Record ID Autonumber Auto generated for each new record 

Project ID Number Unique number identifies each project across 
tables; auto generated 

Project Manager ID Number Auto generated for each project manager 

Project Name Text Pulls from Pipeline 

Project Manager Text Autofilled from Pipeline 

Project Type Text Drop down menu 

Project Status Text Open or Closed; Manually entered 

Project Closed Date Date/Time Date project is certified as closed; manually 
entered 

Internal Project Status Text Open or Closed; Manually entered 

Neighborhood Text Drop down menu 

Bldg Permit Issue Date Date/time Pulls from Pipeline 

Est Const Start Qtr Date/time Pulls from Pipeline 

Est Const End Qtr Date/time Pulls from Pipeline 

Phase Text Drop down menu 

Cert Occupancy Date Date/time Pulls from Pipeline 

Board Approval Date Date/time Pulls from Pipeline 

Cooperation Agreement Date Date/time Manually entered 

Comments Memo Manually entered 

Project Notes Text Manually entered 



 

 14  

Table 2: Commitment Level Items 

Field Name Data Type How Data Enters the System 
Record ID Autonumber Auto generated for each new record 

Project ID Number Unique number identifies each project across ta-
bles 

Phase Due Text Drop down menu 

Start Date Text Manually entered 

Due Date Text Manually entered 

Commitment Type Text Drop down menu 

Total Amount Due Currency Manually entered 

Amount Paid Currency Manually entered 

Balance Currency Manually entered 

Source Document Text Manually entered 

Citation Text Manually entered 

Description Text Manually entered 

Notes Text Manually entered 

Commitment Status Text Drop down menu 

Actively Due Text Check box. Will be indicated in the table as a “-1” 
for actively due 

Closed Date Text Manually entered 

Beyond the main tables, there are additional tables that provide support for the 

drop down menus on the data entry form. These serve a specific function but are not      

involved in the main operations of the database.  

Additional Support Tables: 
 

Commitment Status 
Name AutoCorrect Save Failures 
Neighborhoods 
Paste Errors 
Phase Due 
Project Phase 
Project Status 
Project Type 
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Section 4: Queries 

How Queries Work: 
 
 The queries’ function is to integrate the two separate tables through a series of      

established relationships. The diagram below illustrates how the Project Table is the        

dominant table and the Commitment Table is the subservient table. This was designed so 

the commitments would fall under their appropriate project in accordance with the graphic 

in Section 2.  

Project Table Commitment Table 

 Specific fields from each table are brought down to create the query, which then 

builds a specific table that includes and excludes data based on a set of rules.    

 For example, this screen shot displays the All Projects Full Query as it looks in  

design mode: 

Each item brought into the area below the two tables are individual fields that were          

selected for this query. These fields can be manipulated in order to include or exclude 

whatever data is necessary to satisfy any inquiry.  
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Once the query is designed, the database creates and populates a table that        

contains all of the relevant data.  

Queries in this Database 

There are 41 queries currently in the data-

base, most of which correspond to a     

specific report.  

• The queries that begin with a number 

such as (1) and (2) indicate the queries 

that support the main reports used in 

the database as illustrated in Section 2 

of this chapter.  

• The queries that begin with PM are the 

queries that support the Project     

Manager specific reports. 

• The queries that begin with X and Y 

are the queries that support some         

experimental reports. 
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(1) All Projects Full Report (Internal) 

Project Table 

Record ID    
Project ID    

Project Manager ID    

Project Name    

Project Manager    

Project Type    

Project Status    

Project Closed Date    

Internal Project Status    

Neighborhood     

Bldg Permit Issue Date     

Est Const Start Qtr    

Est Const End Qtr    

Phase    

Cert Occupancy Date     

Board Approval Date     

Cooperation Agreement Date     

Comments     

Project Notes    

Commitment Table 

Record ID    

Project ID    

Phase Due    

Start Date    

Due Date    

Commitment Type    

Total Amount Due    

Amount Paid    

Balance    

Source Document    

Citation    

Description    

Notes    

Commitment Status    

Actively Due    

Closed Date    
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(1) All Projects Full Report (Public) 

Project Table 

Record ID    
Project ID    

Project Manager ID    

Project Name    

Project Manager    

Project Type    

Project Status    

Project Closed Date    

Internal Project Status    

Neighborhood     

Bldg Permit Issue Date     

Est Const Start Qtr    

Est Const End Qtr    

Phase    

Cert Occupancy Date     

Board Approval Date     

Cooperation Agreement Date     

Comments     

Project Notes    

Commitment Table 

Record ID    

Project ID    

Phase Due    

Start Date    

Due Date    

Commitment Type    

Total Amount Due    

Amount Paid    

Balance    

Source Document    

Citation    

Description    

Notes    

Commitment Status    

Actively Due    

Closed Date    
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(2) Open Projects 

Project Table 

Record ID    
Project ID    

Project Manager ID    

Project Name    

Project Manager    

Project Type    

Project Status    

Project Closed Date    

Internal Project Status  “Open”  

Neighborhood     

Bldg Permit Issue Date     

Est Const Start Qtr    

Est Const End Qtr    

Phase    

Cert Occupancy Date     

Board Approval Date     

Cooperation Agreement Date     

Comments     

Project Notes    

Commitment Table 

Record ID    

Project ID    

Phase Due    

Start Date    

Due Date    

Commitment Type    

Total Amount Due    

Amount Paid    

Balance    

Source Document    

Citation    

Description    

Notes    

Commitment Status    

Actively Due    

Closed Date    



 

 20  

(3) Closed Projects 

Project Table 

Record ID    
Project ID    

Project Manager ID    

Project Name    

Project Manager    

Project Type    

Project Status    

Project Closed Date    

Internal Project Status   “Closed” 

Neighborhood     

Bldg Permit Issue Date     

Est Const Start Qtr    

Est Const End Qtr    

Phase    

Cert Occupancy Date     

Board Approval Date     

Cooperation Agreement Date     

Comments     

Project Notes    

Commitment Table 

Record ID    

Project ID    

Phase Due    

Start Date    

Due Date    

Commitment Type    

Total Amount Due    

Amount Paid    

Balance    

Source Document    

Citation    

Description    

Notes    

Commitment Status    

Actively Due    

Closed Date    
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(4) Open Commitments 

Project Table 

Record ID    
Project ID    

Project Manager ID    

Project Name    

Project Manager    

Project Type    

Project Status    

Project Closed Date    

Internal Project Status    

Neighborhood     

Bldg Permit Issue Date     

Est Const Start Qtr    

Est Const End Qtr    

Phase    

Cert Occupancy Date     

Board Approval Date     

Cooperation Agreement Date     

Comments     

Project Notes    

Commitment Table 

Record ID    

Project ID    

Phase Due    

Start Date    

Due Date    

Commitment Type    

Total Amount Due    

Amount Paid    

Balance    

Source Document    

Citation    

Description    

Notes    

Commitment Status   “Open” 

Actively Due    

Closed Date    
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(5) Open Monetary Commitments 

Project Table 

Record ID    
Project ID    

Project Manager ID    

Project Name    

Project Manager    

Project Type    

Project Status    

Project Closed Date    

Internal Project Status    

Neighborhood     

Bldg Permit Issue Date     

Est Const Start Qtr    

Est Const End Qtr    

Phase    

Cert Occupancy Date     

Board Approval Date     

Cooperation Agreement Date     

Comments     

Project Notes    

Commitment Table 

Record ID    

Project ID    

Phase Due    

Start Date    

Due Date    

Commitment Type  “Monetary” 

Total Amount Due    

Amount Paid    

Balance    

Source Document    

Citation    

Description    

Notes    

Commitment Status   “Open” 

Actively Due    

Closed Date    
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(6) Open Non-Monetary Commitments 

Project Table 

Record ID    
Project ID    

Project Manager ID    

Project Name    

Project Manager    

Project Type    

Project Status    

Project Closed Date    

Internal Project Status    

Neighborhood     

Bldg Permit Issue Date     

Est Const Start Qtr    

Est Const End Qtr    

Phase    

Cert Occupancy Date     

Board Approval Date     

Cooperation Agreement Date     

Comments     

Project Notes    

Commitment Table 

Record ID    

Project ID    

Phase Due    

Start Date    

Due Date    

Commitment Type  “Non-
Monetary” 

Total Amount Due    

Amount Paid    

Balance    

Source Document    

Citation    

Description    

Notes    

Commitment Status   “Open” 

Actively Due    

Closed Date    
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(7) Open Linkage Commitments 

Project Table 

Record ID    
Project ID    

Project Manager ID    

Project Name    

Project Manager    

Project Type    

Project Status    

Project Closed Date    

Internal Project Status    

Neighborhood     

Bldg Permit Issue Date     

Est Const Start Qtr    

Est Const End Qtr    

Phase    

Cert Occupancy Date     

Board Approval Date     

Cooperation Agreement Date     

Comments     

Project Notes    

Commitment Table 

Record ID    

Project ID    

Phase Due    

Start Date    

Due Date    

Commitment Type  “Linkage” 

Total Amount Due    

Amount Paid    

Balance    

Source Document    

Citation    

Description    

Notes    

Commitment Status   “Open” 

Actively Due    

Closed Date    
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(8) Open IDP Commitments 

Project Table 

Record ID    
Project ID    

Project Manager ID    

Project Name    

Project Manager    

Project Type    

Project Status    

Project Closed Date    

Internal Project Status    

Neighborhood     

Bldg Permit Issue Date     

Est Const Start Qtr    

Est Const End Qtr    

Phase    

Cert Occupancy Date     

Board Approval Date     

Cooperation Agreement Date     

Comments     

Project Notes    

Commitment Table 

Record ID    

Project ID    

Phase Due    

Start Date    

Due Date    

Commitment Type  “IDP” 

Total Amount Due    

Amount Paid    

Balance    

Source Document    

Citation    

Description    

Notes    

Commitment Status   “Open” 

Actively Due    

Closed Date    
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(9) Actively Due Commitments 

Project Table 

Record ID    
Project ID    

Project Manager ID    

Project Name    

Project Manager    

Project Type    

Project Status    

Project Closed Date    

Internal Project Status    

Neighborhood     

Bldg Permit Issue Date     

Est Const Start Qtr    

Est Const End Qtr    

Phase    

Cert Occupancy Date     

Board Approval Date     

Cooperation Agreement Date     

Comments     

Project Notes    

Commitment Table 

Record ID    

Project ID    

Phase Due    

Start Date    

Due Date    

Commitment Type   

Total Amount Due    

Amount Paid    

Balance    

Source Document    

Citation    

Description    

Notes    

Commitment Status   

Actively Due   “-1” 

Closed Date    
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(10) Closed Commitments 

Project Table 

Record ID    
Project ID    

Project Manager ID    

Project Name    

Project Manager    

Project Type    

Project Status    

Project Closed Date    

Internal Project Status    

Neighborhood     

Bldg Permit Issue Date     

Est Const Start Qtr    

Est Const End Qtr    

Phase    

Cert Occupancy Date     

Board Approval Date     

Cooperation Agreement Date     

Comments     

Project Notes    

Commitment Table 

Record ID    

Project ID    

Phase Due    

Start Date    

Due Date    

Commitment Type   

Total Amount Due    

Amount Paid    

Balance    

Source Document    

Citation    

Description    

Notes    

Commitment Status   “Closed” 

Actively Due    

Closed Date    
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(11) Overall Report 
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Section 5: Report Design 

 All reports are designed the same way. The first thing to examine is the layout from 

the design view. There are five elements to the report: Page Header, ProjectName Header,      

Detail, ProjectName Footer and Page Footer. 

This report design is used for reports (1)-(10) and all (PM) reports.  

Page Header: 

Contains the name of the report.  

Formatting: 

Scala Sans Caps, Size 26, Centered 

Page Footer: 

Contains the date the report is printed and page 

number. Both are automatically determined by the 

database.  

Formatting:  

Date:  

Scala Sans, Size 8, Left Justified 

Page Number:  

Scala Sans, Size 8, Right Justified 

Page Header Properties: 

Page Header Properties: 



 

 30  

Project Name Header: 

Contains most of the Project Level data. 

 

Formatting:  

Project Name:  

Scala Sans Caps, Size 14, Left Justified 

Phase:  

Scala Sans Caps, Size 12, Right Justified 

Internal Project Status Label and Box:  

Scala Sans Caps, Size 10, Left Justified 

Project Status Label and Box:  

Scala Sans Caps, Size 10, Centered 

Project Closed Date:  

Scala Sans Caps, Size 10, Right Justified 

Project Notes:  

Scala Sans Caps, Size 10, Left Justified, Bold, 

Red Font Color 

Project Name Header Properties: 



 

31  

Detail: 

Contains all of the Commitment Level data 

 

Formatting 

Commitment Status Label and Box: 

Scala Sans, Size 9, Left Justified, Conditional 

Formatting on Open, Continuing, Closed 

Commitment Type and Box:  

Scala Sans, Size 9, Left Justified 

Start Date Label and Box: 

Scala Sans, Size 9, Left Justified 

Phase Due Label and Box: 

Scala Sans, Size 9, Left Justified 

Closed Date Label and Box: 

Scala Sans, Size 9, Left Justified 

Description: 

Scala Sans, Size 9, Left Justified 

Notes:  

Scala Sans, Size 9, Left Justified,  

 

Source Document: 

Scala Sans, Size 8, Left Justified 

Citation: 

Scala Sans, Size 8, Left Justified 

Total Due Label and Box: 

Scala Sans, Size 9, Left Justified 

Amount Paid Label and Box: 

Scala Sans, Size 9, Left Justified 

Project Manager: 

Scala Sans, Size 9, Right Justified  

Detail: 

Contains all of the Commitment Level data 

 

Formatting 

Commitment Status Label and Box: 

Scala Sans, Size 9, Left Justified, Conditional 

Formatting on Open, Continuing, Closed 

Commitment Type and Box:  

Scala Sans, Size 9, Left Justified 

Start Date Label and Box: 

Scala Sans, Size 9, Left Justified 

Phase Due Label and Box: 

Scala Sans, Size 9, Left Justified 

Closed Date Label and Box: 

Scala Sans, Size 9, Left Justified 

Description: 

Scala Sans, Size 9, Left Justified 

Notes:  

Scala Sans, Size 9, Left Justified,  
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Project Name Footer: 

Contains the rest of the Project Level data. 

 

Formatting:  

Est. Start Date Label and Box: 

Scala Sans Caps, Size 8, Left Justified 

Est. End Date Label and Box: 

Scala Sans Caps, Size 8, Left Justified 

Project Total Label and Box:  

Scala Sans Caps, Size 8; Label Left Justified,   

Box Right Justified 

Project Name Footer Properties: 
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3 Using the System: Data Entry 

In this chapter, you will learn how to enter new information into the database from project 

documents and other sources, and update projects with new information.  

 

The system is divided into two parts. The first is information describing the project as a 

whole and is contained in the light blue area. The second lists each individual commitment 

related to the project, which is represented in the gray area. The first half of this section will 

pertain to accurately entering information about the project.  The second pertains to entering 

information about each individual commitment.  

The Compliance Database 
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Find an Existing Obligation Record:  
Lists all projects recorded in the database to 

date.  
 

For an Existing Project: 
To find a record for a previously recorded 

project, press the drop-down arrow on the 
right side of the field. A project list appears. 
To make changes,  select the edit button. 

Once the data has been entered, select the 
Save button. Your data is now stored in the 
system.  

Definition Action 

1 

For a New Project: 
 

New projects will not appear in this drop 

down menu; they must be added into the 
database from the Pipeline. To do this, click 
the Add button. Under the Project Name 
field, a list of projects will drop down. Select 
the name of the project you need from this 
list. If the project name does not appear, 

review the methods of locating the project 
from the Troubleshooting chapter. Once 
you have selected the project name, the re-

cord is active and ready to be edited. After 
you have completed the data entry, select 
the Save button. 

Section 1: Entering Information for a Project 

Action 

1 
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Definition Action 

Project Manager:  
BRA staff person that oversees the project; 

main point of contact for project specific 
inquiries.  
 
Project ID:  
A number assigned to each project name by 
the database  
 
PM ID:  
A number assigned to each project manager 
name by the database  

Project Name:  

The name the project is listed under in the 

database.  

This field is not able to be edited. Project 

names must be chosen from the Existing 
Obligation Record field.  
The names of the projects listed in this field 
are automatically generated by the names 
assigned in the Pipeline.  

This information automatically generated by 
the Pipeline cannot be edited. Confirm the 
project manager name with the project 

documents.  

Used for database functions only. 

Used for database functions only.  

2 

3 

4 

5 

2 
3 

4 
5 
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Definition Action 

Phase:  

The current phase of construction, also      
referred to as “Project Phase.” 

Neighborhood:  

The project location. 

For a New Project: 
Enter neighborhood name into field. It can be 
found on the Article 80 Viewer, the Pipeline or 

in the Project Documents.  

For a New Project: 
Choose the appropriate phase from the 
drop down menu. Locate the information 
about the phase from the Pipeline. 
For an Existing Project: 
Change to next project phase as the project 

progresses.  

6 

7 

6 7 

Board Approved:  
Project approved 

by the Board 

Pre Construction: 
Period after approval 

before building permit 
issued by ISD 

Building Permit: 
Major construction 

begins 

Under Construction: 
Period of construction 

Certificate of Occupancy: 
Indicates substantial 

completion of construc-
tion, issued by ISD 

Post Construction: 
After substantial completion 

of construction 

Construction Complete: 
Project is completed 

Phases in Order of Construction 
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Definition Action 

Project Type: 
Defined use of the project.  
 

Project Description: 
Provides basic information about the      

project  

Use the drop down menu to select the use 
that best describes the project. Information 
can be found on the Article 80 Viewer, the 
Pipeline or in the Project Documents. Use 
the following guide to determine the type if 
it is not explicitly stated. 

Information imported from the Pipeline. Use 
this description to match the project with the 

information in the Project Documents to ensure 
accurate data entry. This information cannot be 

edited by the Compliance Department. 

8 

9 

Commercial: project is for commercial uses only 
and do not qualify for other categories 
Educational: projects with educational uses built 
by a third party, i.e. an independent developer 
building a school  
Hotel: project contains hotel but not residential 
uses. If it also contains residential, the project is 
mixed use 
Industrial: project consists of industrial uses 
only 
Institutional: projects completed by and for an 
institution 
Mixed Use: when 2 or more uses are included 
within the same project 
Residential: project consists of residential uses 
only and excludes all others 
Retail: project consists of retail uses only and 
excludes all others 

Action 

9 

8 
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Definition Action 

Internal Project Status 

Refers to the status of the project overall. A 

project will be “open” until all the individual 
commitments have been met. Internal 
status is determined by the Compliance   
Department.  

Project Status 

Refers to the status of the project overall. 

Status is determined by the Project Review 

staff. 

Type “Open” or “Closed” into the field. 

Project Closed Date 
Date the project is determined to be closed 

by both the Compliance Department and 
the Project Review staff.  

V 

� 

¡ 

Type “Open” or “Closed” into the field. 

Type the date into the field. Leave blank if a 
date has not yet been determined.  

V � ¡ 
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Building Permit: 
Date building permit was issued 

Certificate of Occupancy: 
Date certificate was issued 
 

 
 

Board Approval: 
Date Board approved the project 

 

 
 
Cooperation Agreement: 
Date on executed Cooperation Agreement 

 
 
Est. Construct Start: 
Date construction is estimated to begin 

Est. Construct End: 
Date construction is estimated to end  

 

Definition Action 

Dates are either automatically imported or 
manually entered. Imports come directly 
from the Pipeline; if manually entered,         
locate dates in the Project Documents or 
from the ISD website.  
 
The date must be manually entered from 
the Project Documents, specifically from the 
Board Memo date, or as referenced in the 
Cooperation Agreement.  

 
The date is found on the front page of the 
executed copy of the Cooperation            
Agreement.  
 

Information is automatically imported from 
the Pipeline, and is an estimation by the 
project managers based on information     

provided by the developers. 

1 

2 

3 

4 

6 

5 

6 

4 

1 
2 

5 

3 
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Definition Action 

Start Date: 

For multi-step or phased commitments, the 
start date is the initial date a commitment is 
due.  

Due Date: 
Final due date for the commitment. For 

multi-stepped commitments, the Due Date 
is the date the last commitment is due. For 
single step commitments, the due date is 

the same as the start date.  
 

This date is found in the Project              

Documents. A start date may not been 
given or be necessary depending on 
whether or not the commitment is multi-
stepped.  
If an initial payment is due at the issuance 
of the initial building permit, with               
subsequent payments due on the                
anniversary of that date for 5 years, enter 

“Building Permit” in the Start Date field,    
until the Building Permit date is established. 
Indicate in the notes the payment is due 

every year for 5 years. 
This date is found in the Project               

Documents. However, specific due dates 
are not always established as many commit-
ments are due at certain phases of the pro-

ject, which don’t necessarily carry an actual 
due date because the construction schedule 
has not been defined.  

1 

2 

2 
1 

Section 2: Entering Information for an Individual                   

   Commitment 
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Definition Action 

Phase Due: 
Phase of construction the commitment is 
due. 

Information is found in the Project           

Documents for most commitments.  
 
Use the guide below to select the phase due 
that corresponds with the phase indicated 
in the documents  
 

3 

3 

Pre Construction: 
Due prior to issuance 

of Building Permit 

Building Permit: 
Due within 30 days of 
issuance of Building 

Permit 

Under Construction: 
Likely to be completed 
during the construc-

tion process 

Certificate of Occupancy: 
Due within 30 days of 

issuance of Certificate of 
Occupancy 

Post Construction: 
Due past the issuance of the 

Certificate of Occupancy 

None Listed: 
If no phase is indicated 

or can be inferred 

Phases in Order of Construction 
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Definition Action 

Type: 
Category of commitment.  

Status:  
Refers to the status of the commitment.  

 

Choose the appropriate category: 
Monetary: The commitment has a stated 

financial obligation that will be paid either to 
the BRA, or the BRA will serve as a conduit 
for the funds, or the recipient is paid directly 
by the Developer.  
Non-Monetary: The non-cash value of a 

commitment, e.g.  provide scholarships to 

the community   
Linkage: For either Housing or Jobs        

Exactions. 
IDP: Payments made to build affordable 

housing units 

Open: Has not started, likely not yet due 

Continuing: Has begun, but has not yet 

been completed.  
Closed: Has been verified as being             

completed. Include verification in the notes, 
and mark the date in Closed Date field 
Void: Has been voided by a subsequent 

document 

On Hold: Activity suspended 

In Review: Determined by Project Review 

staff. 

4 

5 

5 
4 
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Definition Action 

Citation: 
Location of the commitment within the 

document 

Source Document:  
The document name 
 

Notes:  
Additional information pertaining to a com-

mitment, including further details, payment 
schedule and updates.  

Description:  
Description of commitment 

Data  found in Project Documents.  
Be concise in entering data.  

Action for Notes is the same as for             
Description 

Enter the full title of the document including 
the execution date, for example Cooperation 
Agreement 9/6/2009. 

Format: Page number, paragraph. 

6 

7 

8 

9 

6 
7 

8 9 
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Definition Action 

Paid:  
Any payments made toward the Amount 
Due. 

Amount Due:  
Total amount obligated 

 

For monetary commitments: 

 Enter total amount due.  
For non-monetary commitments:  

 If a value has been established, enter 
 the amount as if it were a monetary 

 obligation.  

Apply any payment to this field.  
Evidence of payment includes copies of: checks, 

notes in emails between the Deputy Director of 
Compliance and BRA Staff, letters from the       

Developer’s attorneys or other verified sources.   
Indicate  in the Notes section the document 

date.  

If the amount paid is equal to the amount due, 
the commitment is considered complete. Enter 

document date that verifies completion in the 
Closed Date field, and change the status to 

“Closed”. Indicate the balance due as zero.  

1 

2 

1 
2 
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Definition Action 

Closed Date:  
Date the commitment is fully paid, verified 

as being complete or otherwise indicated as 
being closed.  
 

Balance:  
Difference between Amount Due and Paid. 
 

The system will not automatically calculate 

the difference, so check the math manually 
to ensure the correct balance.  

A commitment is considered closed when it 
has been verified as being complete, as per 
the description under “Status”.  
The following is a guide for different        

document types:  
Checks: The date on the check that 

pays off the total amount due.  

Emails: The date on the final email 

that confirms completion.  
Letters: The date on the letter that 

confirms completion. 

 

3 

4 

3 
4 
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Definition Action 

Actively Due: 
Indicates if a commitment is actively due, 

and    establishes an indication of urgency 
to ensure    completion. 
 

To determine if a commitment is actively due, 
use the guide below: 

 

If Phase Due is:      and        Project Phase is: 
Board Approved  During Construction 

 

Board Approved  Construction Complete 
 

Building Permit  During Construction 
 

Building Permit  Construction Complete 

 
During Construction  Construction Complete 

 
Under Construction  Construction Complete 

 

Pre Cert. of Occupancy  Construction Complete 
 

 

5 

5 
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4 Using the System: Running Reports 

 In this section, you will learn what reports have been created in the Compliance Database, 

how to generate the reports, the purpose of each report, as well as how to do basic spot checks to 

ensure the accuracy of the data. 

 All information in the reports is automatically generated from the data entered into the      

system. Therefore, it is imperative to enter information completely and accurately. Further, the data 

cannot be edited in the report itself. If an error is found, it must be corrected in the data entry area 

only.  
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Section 1: Anatomy 

Project 

Name 

Project 

Phase 

Project 

Notes 

Some of the data entered via the data entry portal is displayed on the report, but does not carry        

identifying labels. In order to clarify the reports, this illustration provides the detail on these specific 

items. 

Description 

Notes 

Source Document Citation 

Project 

Manager 
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There are currently 12 reports in the  

Developer Compliance Database:  

• All Projects Full Report Internal 
• All Projects Full Report Public 
• Open Projects Report 
• Closed Projects Report 
• Open Commitments 
• Open Monetary Commitments 
• Open Non-Monetary Commitments 
• Open Linkage Commitments 
• Open IDP Commitments 
• Actively Due Commitments 
• Closed Commitments 
• Project Manager Full Report 

Section 2: Report Types 

Each report type was created to present a 
specific view of the data based on common 

inquiries. Reports are automatically            
generated from the data in the system. Fil-
ters are applied to the data to include and 
exclude certain data types and to isolate    
information.  The following pages contain a 

guide that details what filters are applied to 
each report. Use this guide to help               
determine which report best applies to the 

specific  inquiry. 
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P urpose: 

The All Projects Full Report Internal Report 

is the most comprehensive report in the 

DCD. It includes all commitments             

regardless of type or status. 

This report is the most comprehensive       

collection of data available in the DCD and 

is used to display the database in its            

entirety.  
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P urpose: 

The All Projects Full Report Public Report 

contains the same data as the Internal     

Report but excludes the project manager’s 

name. 

This report is equally as comprehensive       

as the Internal Report, however, the         

exclusion of the Project Managers’ names 

makes this report more suited for public            

distribution  
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P urpose: 

The Open Projects Report contains all Open 

Projects, designated on the “Internal Project 

Status” field.  

This report is best suited for inquiries into 

“active” projects and may have a mix of 

commitment statuses.  
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P urpose: 

The Closed Projects Report contains all 

Closed Projects, designated on the “Internal 

Project Status” field.  

This report is best suited for inquiries into 

closed projects. It is mainly used to serve as 

a record for completed projects.  
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P urpose: 

The Open Commitments Report contains all 

open commitments, regardless of             

commitment type.   

This report is best suited for inquiries into 

active commitments.   
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P urpose: 

The Open Monetary Commitments Report 

contains only open monetary commitments. 

This report is best suited for inquiries into 

active monetary commitments.   
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The Open Non-Monetary Commitments 

Report contains only open non-monetary 

commitments.  

P urpose: 

This report is best suited for inquiries into 

active non-monetary commitments.   
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The Open Linkage Commitments Report 

contains only open linkage commitments. 

P urpose: 

This report is best suited for inquiries into 

active linkage commitments.   
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The Open IDP Commitments Report      

contains only open IDP commitments.  

P urpose: 

This report is best suited for inquiries into 

active IDP commitments.   
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The Actively Due Commitments Report 

contains all actively due commitments, 

regardless of commitment type.  

P urpose: 

This report is best suited for inquiries into 

all Actively Due commitments, which is a 

special designation (established on page 

47)   
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The Closed Commitments Report           
contains all closed commitments,             
regardless of commitment type.  

P urpose: 

This report is best suited for inquiries into 

closed commitments. It is mainly used to 

serve as a record for completed               

commitments.  
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The Developer Compliance Database 
Summary Report contains aggregated 
amounts for each commitment type. 

P urpose: 

This report is used to display the 
“dashboard” of the Developer Compliance 
Database. It automatically updates as the 
numbers change, and is the most up-to-

date accounting record generated by the 
Compliance Department. 
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This report is Project Manager specific. It      

isolates all of the projects and commitments, 

regardless of type or status, associated with 

each project manager to the exclusion of all 

other Project Managers.   

P urpose: 

Each Project Manager has a report dedicated 

to them. This report is used to perform           

periodic reviews of the commitments with 

them individually.  
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5 System Maintenance 

Section 1: What Constitutes a Community Benefit  
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Section 2: Using the Compliance Department Inventory  
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Section 3: Process for Closing a Project  


