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September 1, 2020 thru Aug. 31, 2021
Department of Labor

Bureau of Labor Statistics (BLS)
PROGRAM 262-S

DESCRIPTION
EMAIL TRANSMISSION TEST:
Email Transmission Test
PRIOR TO PRODUCTION SAMPLES:
Prior to production samples per order
PRINTING/VARIABLE IMAGING, BINDING, AND
CONSTRUCTION:
Prenote Letter:
Printing face only in black, including binding
per letter:
Makeready and/or Setup-----------===-=-===mumseeeemmn
Running Per 1,000 Copies
Collection Letter:
Printing/imaging in black, including binding ......
per letter
Makeready and/or Setup------===sssmeemscmmamnamennan
Running Per 1,000 Copies
Survey Form:
Face only in black, including binding--per letter
Printing/imaging in black, including binding ......
per form
Makeready and/or Setup------===-==ss=senmmeumamnnan-n
Running Per 1,000 Copies
Business Reply Envelope (State Specific):
Printing in black (including security tint),
including cost of envelope----per envelope
Makeready and/or Setup:
Running Per 1,000 Copies
Double Window Mail-out Envelopes:
Printing security tint, including
cost of envelope ...... per envelope
Makeready and/or Setup=------======ss=suncmmnmanunanen
Running Per 1,000 Copies
Blank Survey Forms:
Printing in black, including binding
per form ......
Makeready and/or Setup------======-s=seneeeumunuaaen
Running Per 1,000 Copies
Blank Business Reply Envelopes,
Printing in black (including security tint),
including cost of envelopes----per envelope
Makeready and/or Setup--
Running Per 1,000 Copies
Blank Double Window Mail-out Envelope:
Printing security tint, including
cost of envelope
Makeready and/or Setup-----------====-===mumseeeemmn
Running Per 1,000 Copies
PACKING AND DISTRIBUTION:
Inserting letters, forms, and/or BRE
envelopes (as applicable)
into mail-out envelope------ per 1,000 mailers ......
Packing and sealing shipping containers
for blank supplies----=---=--- per container ......

CONTRACTOR TOTALS
DISCOUNT
DISCOUNTED TOTALS

BASIS OF
AWARD

108
374

432
626

324
498

324
498

10
1,498

108
36

108

1,498

25

NPC, INC.
CLAYSBURG, PA
UNIT RATE CosT
NC 0.00
2,500.00 2,500.00
5.00 540.00
80.00 29,920.00
5.00 2,160.00
80.00 50,080.00
5.00 1,620.00
175.00 87,150.00
5.00 1,620.00
32.00 15,936.00
5.00 50.00
22.00 32,956.00
5.00 540.00
165.00 5,940.00
NC
32.00 800.00
NC 0.00
22.00 286.00
107.00 160,286.00
2.00 50.00
392,434.00
0.25% 981.09
391,452.91
AWARDED

GRAY GRAPHICS
CAPITOL HEIGHTS, MD 20743

UNIT RATE
100.00

2,200.00

25.00
174.00

NC
32.00

100.00
550.00

NC
50.00

NC
40.00

50.00
200.00

NC
34.00

NC
38.00

60.00

2%

CosT

100.00

2,200.00

2,700.00
65,076.00

0.00
20,032.00

32,400.00
273,900.00

0.00
24,900.00

59,920.00

5,400.00
7,200.00

850.00

0.00
494.00

89,880.00
100.00
585,152.00

11,703.04
573,448.96

POLARIS DIRECT LLC
HOOKSETT, NH

UNIT RATE
1,750.00

7,500.00

750.00
47.44

750.00
47.44

750.00
69.18

500.00
38.98

500.00
38.98

750.00
69.18

500.00
38.98

500.00
38.98

674.25

100.00

0%

CosT
1,750.00

7,500.00

81,000.00
17,742.56

324,000.00
29,697.44

243,000.00
34,451.64

162,000.00
19,412.04

5,000.00
58,392.04

81,000.00
2,490.48

54,000.00
974.50

1,000.00
506.74

1,010,026.50
2,500.00
2,136,443.94

0.00
2,136,443.94

CURRENT CONTRACTOR
NPC, INC.
CLAYSBURG
UNIT RATE COST
N/C N/C
N/C N/C
30.00 3,240.00
172.00 64,328.00
N/C N/C
N/C N/C
200.00 64,800.00
580.00 288,840.00
N/C N/C
31.40 15,637.20
30.94 46,348.12
N/C N/C
200.00 7,200.00
N/C N/C
31.40 785.00
N/C N/C
30.94 402.22
76.00 113,848.00
2.00 50.00
$ 605,478.54
0.25% $ 1,513.70
$ 603,964.84
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Specifications by MRN

U.S. GOVERNMENT PUBLISHING OFFICE
Washington, DC

GENERAL TERMS, CONDITIONS, AND SPECIFICATIONS
For the Procurement of
OES Survey Packages
As requisitioned from the U.S. Government Publishing Office (GPO) by the

Department of Labor
Bureau of Labor Statistics (BLS)

Single Award

TERM OF CONTRACT: The term of this contract is for one year beginning September 1, 2020 and ending
August 31, 2021, plus up to four (4) optiona 12-month extension period(s) that may be added in accordance with
the “OPTION TO EXTEND THE TERM OF THE CONTRACT” clausein SECTION 1 of this contract.

BID OPENING: Bids shall be opened at 11:00 am., prevailing Washington, DC Time, on August 5, 2020, at the
Government Publishing Office, Washington, DC. (Due to the COVID-19 pandemic, this will NOT be a public
bid opening.)

BID SUBMISSION: Due to the COVID-19 pandemic, the physical office will NOT be open. Based on this,
bidders must submit email bids to bidsapsdc@gpo.gov for this solicitation. No other method of bid submission
will be accepted at this time. The program number and bid opening date must be specified in the subject line of
the emailed bid submission. Bids received after 11:00 a.m. on the bid opening date specified above will not be
considered for award.

RESTRICTION ON LOCATION OF PRODUCTION FACILITIES: All production facilities used in the
manufacture of the product(s) ordered under this contract must be located within a 250-mile radius of the zero
milestone Washington, DC.

BIDDERS, PLEASE NOTE: These specifications have been revised. All bidders are cautioned to familiarize
themselves with all provisions of these specifications before bidding.

GPO has issued a new Government Paper Specification Standards, No. 13, dated September 2019. Prospective
bidders should carefully read this publication as the applicable standards within become an integral part of this
contract. The document is posted at https.//www.gpo.gov/how-to-work-with-us/vendors/forms-and-standards
aong with alist of major revisions.

Abstracts of contract prices are available at: https.//www.gpo.gov/how-to-work-with-us/vendors/contract-pricing.

For information of atechnical nature, contact Cecilia Dominguez Castro at: cdominguezcastro@gpo.gov or (202)
512-0307.
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SECTION 1. - GENERAL TERMS AND CONDITIONS

GPO CONTRACT TERMS: Any contract which results from this Invitation for Bid will be subject to the
applicable provisions, clauses, and supplemental specifications of GPO Contract Terms (GPO Publication 310.2,
effective December 1, 1987 (Rev. 01-18)) and GPO Contract Terms, Quality Assurance through Attributes
Program for Printing and Binding (GPO Publication 310.1, effective May 1979 (Rev. 09-19)).

GPO Contract Terms (GPO Publication 310.2) — https://www.gpo.gov/docs/def ault-source/forms-and-standards-
files-for-vendors/contractterms2018.pdf.

GPO QATAP (GPO Publication 310.1) — https.//www.gpo.gov/docs/default-source/f orms-and-standards-files-for-
vendors/gatap-rev-09-19.pdf.

SUBCONTRACTING: Subcontracting is allowed for the manufacturing of the envelopes only.

If the contractor uses a subcontractor for the manufacturing of the envelopes, it is the responsibility of the
contractor to ensure that the envelopes are to specification, will work in the contractor’ s machines, and are USPS
compliant.

QUALITY ASSURANCE LEVELS AND STANDARDS: The following levels and standards shall apply to
these specifications:

Product Quality Levels:

(a) Printing (page related) Attributes— Level 111.
(b) Finishing (item related) Attributes— Level I11.

Inspection Levels (from ANSI/ASQC Z1.4):

(@ Non-destructive Tests— Genera Inspection Level 1.
(b) Destructive Tests— Specia Inspection Level S-2.

Specified Standards. The specified standards for the attributes requiring them shall be:

Attribute Specified Standard

P-7. Type Quality and Uniformity O.K. Press Sheets

Specia Instructions: In the event that inspection of press sheets is waived by the Government, the following listed
alternate standards (in order of precedence) shall become the Specified Standards:

P-7. O.K. Prior to production samples, O.K. proofs, average type dimension, electronic media.

Prior to award, contractor may be required to provide information related to specific equipment that will be used
for production.

OPTION TO EXTEND THE TERM OF THE CONTRACT: The Government has the option to extend the
term of this contract for a period of 12 months by written notice to the contractor not later than 30 days before the
contract expires. If the Government exercises this option, the extended contract shall be considered to include this
clause, except, the total duration of the contract may not exceed five (5) years as a result of, and including, any
extension(s) added under this clause. Further extension may be negotiated under the “EXTENSION OF
CONTRACT TERM” clause. See also “ECONOMIC PRICE ADJUSTMENT” for authorized pricing
adjustment(s).
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EXTENSION OF CONTRACT TERM: At the request of the Government, the term of any contract resulting
from this solicitation may be extended for such period of time as may be mutually agreeable to the GPO and the
contractor.

ECONOMIC PRICE ADJUSTMENT: The pricing under this contract shall be adjusted in accordance with this
clause, provided that in no event will any pricing adjustment be made that would exceed the maximum
permissible under any law in effect at the time of the adjustment. There will be no adjustment for orders placed
during the first period specified below. Pricing will thereafter be eligible for adjustment during the second and
any succeeding performance period(s). For each performance period after the first, a percentage figure will be
calculated as described below and that figure will be the Economic Price Adjustment for that entire next period.
Pricing adjustments under this clause are not applicable to reimbursable postage or transportation costs, or to
paper, if paper prices are subject to adjustment by separate clause elsewhere in this contract.

For the purpose of this clause, performance under this contract will be divided into successive periods. The first
period will extend September 1, 2020 to August 31, 2021, and the second and any succeeding period(s) will
extend for 12 months from the end of the last preceding period, except that the length of the final period may
vary. The first day of the second and any succeeding period(s) will be the effective date of the Economic
Price Adjustment for that period.

Pricing adjustments in accordance with this clause will be based on changes in the seasonally adjusted “Consumer
Price Index For All Urban Consumers - Commodities Less Food” (Index) published monthly in the CPI Detailed
Report by the U.S. Department of Labor, Bureau of Labor Statistics.

The Economic Price Adjustment will be the percentage difference between Index averages as specified in this
paragraph. An index called the variable index will be calculated by averaging the monthly Indexes from the 12-
month interval ending three (3) months prior to the beginning of the period being considered for adjustment. This
average is then compared to the average of the monthly Indexes for the 12-month interval ending May 31, 2020,
called the base index. The percentage change (plus or minus) of the variable index from the base index will be the
Economic Price Adjustment for the period being considered for adjustment.

The Government will notify the contractor by contract modification specifying the percentage increase or
decrease to be applied to invoices for orders placed during the period indicated. The contractor shall apply the
percentage increase or decrease against the total price of the invoice less reimbursable postage or transportation
costs and separately adjusted paper prices. Payment discounts shall be applied after the invoice price is adjusted.

SECURITY REQUIREMENTS: The contractor shal comply with the Print Contract Confidentiality and
Security Requirementsincluded in Attachment A.

PUBLIC TRUST SECURITY REQUIREMENTS: This contract has been designated Public Trust Position
Level 5C. Due to the sensitive nature of the information contained in the products produced under this contract,
contractor employees performing under this contract must have Public Trust Position Level 5C clearance.

WARNING: Proper control and handling must be maintained at all times to prevent any information or materials
required to produce the product ordered under these specifications from falling into unauthorized hands. Unless
otherwise indicated herein, all extra copies, materials, waste, etc., must be destroyed in accordance with the
approved “Security Control Plan” as specified under “PREAWARD PRODUCTION PLANS.”

PREAWARD SURVEY: In order to determine the responsibility of the contractor, the Government reserves the
right to conduct an on-site preaward survey at the contractor’s facility or to require other evidence of technical,
production, managerial, financial, and similar abilities to perform, prior to the award of a contract.

As part of the financia determination, the contractor in line for award may be required to provide one or more of
the following financial documents:
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1) Most recent profit and loss statement

2) Most recent balance sheet

3) Statement of cash flows

4) Current official bank statement

5) Current lines of credit (with amounts availabl€)
6) Letter of commitment from paper supplier(s)

The documents will be reviewed to validate that adequate financial resources are available to perform the contract
reguirements. Documents submitted will be kept confidential and used only for the determination of responsibility
by the Government. Failure to provide the requested information in the time specified by the Government may
result in the Contracting Officer not having adequate information to reach an affirmative determination of
responsibility.

The Preaward Survey will include a review of the contractor’s quality control plan, mail, material, personnel,
production, and security plans as required by this specification.

PREAWARD PRODUCTION PLANS: The contractor shall present, in writing, to the Contracting Officer
within three (3) workdays of being notified to do so by the Contracting Officer or his’her representative, detailed
plans as specified below. The workday after notification to submit will be the first day of the schedule.

The proposed plans are subject to Government approval, and award will not be made until approval of
same. The Government reserves the right to waive some or all of the preaward survey plans if there is
other evidence that, in the opinion of the Contracting Officer, indicates that the contractor being
considered for award has already demonstrated their compliance with the requirements of the below plans.

Quality Control Plan: The contractor shall provide and maintain, within their own organization, an independent
quality assurance organization of sufficient size and expertise to monitor the operations performed, and inspect
the products of each operation to a degree and extent that will ensure the Government’s quality assurance,
inspection, and acceptance provisions herein are met. The contractor shall perform, or have performed, the
process controls, inspections, and tests required to substantiate that the products provided under this contract
conform to the specifications and contract requirements. The contractor shall describe in detail their quality
control/quality assurance and recovery plans describing how, when, and by whom the plans will be performed.
These plans shall include a detailed explanation of both staff and management activities and responsibilities.

The plans must provide for periodic samplings to be taken during the production run and shall contain control
systems that will detect defective, missing, or mutilated pieces. The plans shall detail the actions to be taken by
the contractor when defects, missing, or mutilated items are discovered. These actions must be consistent with the
requirements found in GPO Contract Terms (GPO Publication 310.2, effective December 1, 1987 (Rev. 01-18)).
The plan shall monitor all aspects of the job including material handling and mail flow, to assure that the
production and delivery of OES Survey Packages meet specifications and Government requirements. This
includes maintaining 100% accountability in the accuracy of imaging and mailing of all pieces throughout each
run. The contractor must ensure that there are no missing or duplicate pieces.

The quality control plan must also include examples and a detailed description of al reports or logs the contractor
will keep documenting the quality control inspections performed on each run.

Furthermore, the plan must include the names of all quality assurance officials and describe their duties in
relationship to the quality control plan.

The Government will periodically verify that the contractor is complying with the approved quality control plan
through on-site examinations and/or requesting copies of the contractor’s quality assurance records and quality
assurance random copies.
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NOTE: In the event that the Government has suspended or limited travel, the contractor shall have the
capabilities to use Apple FaceTime to show BLS a subset of the samples before the items are mailed. A video
chat over Facetime while a contract company employee opens and reviews the sample, as described in the
contractor’s “Quality Control Plan,” so the Government can see the actual materials being reviewed before
approving the items for mailing.

Mail Plan: This plan shall include sufficient detail as to how the contractor will comply with all applicable U.S.
Postal Service (USPS) mailing requirements as listed in the USPS Domestic and International Mail Manuals in
effect at the time of the mailing and other USPS instructional material such as the Postal Bulletin.

Material Handling and Inventory Control: This plan shall explain in detail how the following materias will be
handled: incoming raw materials, preproduction materials inspections, work-in-progress materials; quality control
inspection materials; USPS inspection materials; and all outgoing materials cleared for USPS pick-up/delivery.

Personnel Plan: This plan shall include alisting of all personnel who will be involved with this contract. For any
new employees, the plan shall include the source of these employees and a description of the training programs
the employee will be given to familiarize them with the requirements of this program.

Production Plan: This plan shall include items such as a detailed listing of al production eguipment and
equipment capacities to be utilized on this contract. Any equipment to be utilized on this contract must have been
inuse for at least one (1) year at time of bid submission.

Security Control Plan: The proposed Security Control Plan must address, at a minimum, the following:

= Materials: How all accountable materials will be handled throughout all phases of production. This plan
shall aso include the method of disposal of all production waste materials.

* Production Area: The contractor must provide a secure area(s) dedicated to the processing and storage of
data for “OES Survey Forms,” either a separate facility dedicated to this product, or a walled-in limited-
access area within the contractor’s existing facility. Access to the area(s) shall be limited to security-
trained employees involved in the production of OES Survey Forms.

» |nformation Technology Security: The contractor must submit an information technology system security
plan asit relates to BL S data storage and processing that summarizes the physical and logical protections
that are in place at the designated printing location, including audit mechanisms used to ensure that these
security measures are fully implemented.

Part of the Security Control Plan shall include afloor plan detailing the area(s) to be used, showing existing walls,
eguipment to be used, and the printing and finishing locations.

PREAWARD TEST: The contractor being considered for award may be required to demonstrate its ability to
produce the items required in these specifications at the requisite quality level by completing a preaward test. The
Government reserves the right to waive the preaward test if there is other evidence that, in the opinion of the
Contracting Officer, indicates that the contractor being considered for award has the capability to successfully
produce the items required.

For the preaward test, the Government will furnish files (via encrypted email) that are representative of the
materials to be furnished under these specifications. Fileswill consist of templates for each item in the packages
for the static printing and a database consisting of “dummy” variable data for the imaging, state addresses, and a
mandatory statement to be imaged on certain items.

The prospective contractor must produce and assemble 50 samples of a complete survey form package.
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The samples will comprise different states. The variable data may include tables (e.g., wage tables) and/or
graphics (e.g., map). Ordering agency will specify which items are to have the mandatory statement imaged on it.

The form package consists of a variable form, BRE envelope, and mail-out envel ope.

The prospective contractor must print/variable image, bind, construct, and assemble (as applicable) in accordance
with the requirements specified herein. Samples must be printed on the required stock as specified herein.

DO NOT SEAL MAIL-OUT ENVELOPES.

The test samples from this test will be used by the Government to evaluate the contractor’s capability to comply
with the applicable requirements of these specifications and the contractor’s ability to maintain the requisite
quality level throughout the term of the contract. Failure to produce the test samples in accordance with the
requirements of this contract and at the requisite quality level may be reason for a determination of non-
responsibility.

Contractor to deliver the test samples to BLS, Attn: Amy Bierer. Address to be determined at the time of the
preaward test.

Contractor must notify GPO the same day as delivery of test samples.
NOTE: At the Government’s option, a BLS representative may be on-site for the preaward test.
Contractor must submit preaward test sample within five (5) workdays of receipt of furnished test materials.

If the preaward test samples are disapproved by the Government, the contractor may be permitted, at the option of
the Government, additional time to correct defects or to submit an additional test samples if so notified by the
Contracting Officer.

In the event the revised test samples are disapproved by the Government, the contractor shall be deemed to have
failed to comply with the applicable requirements of these specifications and may be reason for a determination of
non-responsibility.

Failure to deliver the completed test samples within the stated time period may disqualify the contractor from
further consideration for award.

All operations necessary in the performance of this test shall be performed at the facilities and on the equipment
in which the contract production will be performed.

No charges will be allowed for costsincurred in the performance of this preaward test.

UNIQUE IDENTIFICATION NUMBER: Unique identification numbers will be used to track each individual
form and letter, thereby providing 100% accountability. This enables the contractor to track each form/letter
through completion of the project. The contractor will be required to create a test sample every 4,000 forms and
letters. This sample must have a unigue number and must be produced on each form and letter. The contractor
will generate alist of the unique identifying numbers for each sample. As samples are pulled, the unique numbers
will be marked off the list. This enables the contractor to track which samples have been produced and pulled and
what records have been produced.

The contractor may create their own sequence number to facilitate their sorting and inserting process.
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RECOVERY SYSTEM: A recovery system will be required to ensure that all defective, missing, or mutilated
pieces detected are identified, reprinted, and replaced. The contractor’s recovery system must use the unique
apha/numeric identifiers assigned to each piece (including quality control samples) to aid in the recovery and
replacement of any defective, missing, or mutilated pieces, and must be capable of tracking and/or locating any
individual piece of mail from the time it leaves the press, up to and including when it is off-loaded at the U.S.
Postal Service (USPS) facility. An explanation of the contractor’s sequential numbering system is required to
understand the audit trail required for each and every piece.

100% ACCOUNTABILITY OF PRODUCTION AND MAILING: Contractor must have a closed loop
process to determine that the data from the original print file isin the correct envel ope with the correct number of
form pages and inserts (i.e., letter, CRE envelope). Mailout packages requiring print regeneration must be
reprinted from their original print image with the original job ID and piece ID remaining unchanged as each
mailpiece continues through the inserting life cycle. This process will repeat itself (since subsequent reprint runs
may yield damages) until all mailpieces from the original print run have been inserted and accounted for.

Using an automated camera or other mechanical automated monitoring system, contractor must be able to verify
that every survey mail-out package is correct. Each item in the package (state-specific BRE envelope and survey
form,) MUST belong to the correct State. The system should aso run additional checks to track the number of
packages assembled and match counts against the database to validate the number of packages produced by State
and survey form type. It should verify the address and USPS barcode are visible. If there are any
mismatches, missing pieces, or packages out of sequence, a warning should result and the production shut down
until the issueis resolved. All warnings and shutdowns and the nature of the warning or shutdown should be
logged. The log should be available for review by the Government representatives. The contractor must submit
for the Government’ s approval any barcodes, sequence numbers, or other insignia as well asit’s placement on the
materials used for the monitoring system.

ON-SITE REPRESENTATIVES: On-site BLS representative(s) may be stationed at the contractor’ s facility to:
provide project coordination in receipt of email transmissions; verify addresses, monitor the printing, inserting,
mail processing, quality control, sample selections, and inspections; and monitor the packing and staging of the
mail. These coordinators will not have contractual authority and cannot make changes in the specifications or in
contract terms but will bring any and all defects detected to the attention of the company Quality Control Officer.
The BLS representative(s) must have full and unrestricted access to al production areas where work on this
program is being performed.

NOTE: In the event that the Government has suspended or limited travel, the contractor shall have the
capabilities to use Apple FaceTime to show BLS a subset of the samples before the items are mailed. The
Government may require a video conference over Facetime while a contractor employee opens and reviews the
sample, as described in the contractor’s “Quality Control Plan,” so the Government can see the actual
materials being reviewed before approving the items for mailing.

Further, the BLS representative(s) will request samples from each of the 54 States and Territories to be pulled
from the production line for their inspection. The samples will be pulled most likely at arate of one out of every
150 packages (except for States or Territories with fewer than 150 units, which must have at least one sample
pulled) but that will be confirmed or adjusted by the on-site BLS representative during the production process.
NOTE: Pulled sampleswill not be required for the Prenote packages.

Any samples that have been hand inserted should not be sealed before they are delivered to the BLS
representative(s).

The contractor will be required to provide one private office of not less than 150 square feet, furnished with one
desk, one swivel arm chair per representative, one telephone, access to a continuously operational high-speed
wired or wireless internet connection, and afax machine. The contractor should be prepared to provide full access
to the production areas where the contract is being carried out.
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POSTAWARD CONFERENCE: Unless waived by the Contracting Officer, the total requirements of the job
including the production plan, delivery dates, scheduling, and turn-around times, and the installation of
encryption software (if required), may be reviewed by Government representatives with the contractor’'s
representatives at the GPO, Washington, DC, immediately after award of this contract. At the option of the
Government, the postaward conference may be held via teleconference.

NOTE: Person(s) that the contractor deems necessary for the successful implementation of the contract must be
in attendance.

PREPRODUCTION MEETING: The Government’s representatives may request preproduction meeting(s)
with the contractor’ s representatives to be held at the contractor’s facility after award of the contract to review the
contractor’s production plan and to establish coordination of al operations. Attending this meeting will be
representatives from BLS. At the Government’ s option, in lieu of meeting at the contractor’ s facility, the meeting
may be held via teleconference. NOTE: Person(s) that the contractor deems necessary for the successful
implementation of the contract must be in attendance.

Option Years: For each option year that may be exercised, the Government's representatives may request a
meeting with the contractor’ s representatives to be held at the contractor’s facility to discuss the requirements of
that contract year's jobs. At the Government’s option, in lieu of meeting at the contractor’s facility, the meeting
may be held viateleconference.

ASSIGNMENT OF JACKETS, PURCHASE AND PRINT ORDERS: A GPO jacket number will be assigned
and a purchase order issued to the contractor to cover work performed. The purchase order will be supplemented
by an individual print order for each job placed with the contractor. The print order, when issued, will indicate
the quantity to be produced and any other information pertinent to the particular order.

ORDERING: Items to be furnished under the contract shall be ordered by the issuance of print orders by the
Government. Orders may be issued under the contract from September 1, 2020 through August 31, 2021, plus
for such additional period(s) as the contract is extended. All print orders issued hereunder are subject to the
terms and conditions of the contract. The contract shall control in the event of conflict with any print order. A
print order shall be “issued” upon notification by the Government for purposes of the contract when it is
electronically transmitted or otherwise physically furnished to the contractor in conformance with the schedule.

REQUIREMENTS: This is a requirements contract for the items and for the period specified herein.
Shipment/delivery of items or performance of work shall be made only as authorized by orders issued in
accordance with the clause entitled “ORDERING.” The quantities of items specified herein are estimates only,
and are not purchased hereby. Except as may be otherwise provided in this contract, if the Government’'s
requirements for the items set forth herein do not result in orders in the amounts or quantities described as
“estimated,” it shall not constitute the basis for an equitable price adjustment under this contract.

Except as otherwise provided in this contract, the Government shall order from the contractor al the items set
forth which are required to be purchased by the Government activity identified on page 1.

The Government shall not be required to purchase from the contractor, requirements in excess of the limit on total
orders under this contract, if any.

Orders issued during the effective period of this contract and not completed within that time shall be completed
by the contractor within the time specified in the order, and the rights and obligations of the contractor and the
Government respecting those orders shall be governed by the terms of this contract to the same extent as if
completed during the effective period of this contract.
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If shipment/delivery of any quantity of an item covered by the contract is required by reason of urgency prior to
the earliest date that shipment/delivery may be specified under this contract, and if the contractor will not accept
an order providing for the accelerated shipment/delivery, the Government may procure this requirement from
another source.

The Government may issue orders which provide for shipment/delivery to or performance at multiple
destinations.

Subject to any limitations elsewhere in this contract, the contractor shall furnish to the Government all items set
forth herein which are called for by print orders issued in accordance with the “ORDERING” clause of this
contract.

PRIVACY ACT NOTIFICATION: This procurement action requires the contractor to do one or more of the
following: design, develop, or operate a system of records on individuals to accomplish an agency function in
accordance with the Privacy Act of 1974, Public Law 93-579, December 31, 1974 (5 U.S.C. 552a) and applicable
agency regulations. Violation of the Act may involve the imposition of criminal penalties as stated in 5 U.S.C.
552a (i)(1) CRIMINAL PENALTIES. Itisincumbent upon the contractor to inform its officers and employees of
the penalties for improper disclosure imposed by the Privacy Act of 1974, 5 U.S.C. 552a, specifically, 5 U.S.C.
552a(i)(1) CRIMINAL PENALTIES and m(1) GOVERNMENT CONTRACTORS.

PRIVACY ACT

(@) The contractor agrees.

(1) to comply with the Privacy Act of 1974 and the rules and regulations issued pursuant to the Act in the
design, development, or operation of any system of records on individuals in order to accomplish an
agency function when the contract specificaly identifies (i) the system or systems of records and (ii) the
work to be performed by the contractor in terms of any one or combination of the following: (A) design,
(B) development, or (C) operation;

(2) to include the solicitation notification contained in this contract in every solicitation and resulting
subcontract and in every subcontract awarded without a solicitation when the statement of work in the
proposed subcontract requires the design, development, or operation of a system of records on individuals
to accomplish an agency function; and

(3) to include this clause, including this paragraph (3), in all subcontracts awarded pursuant to this contract
which require the design, development, or operation of such a system of records.

(b) In the event of violations of the Act, a civil action may be brought against the agency involved where the
violation concerns the design, development, or operation of a system of records on individuals to accomplish
an agency function, and criminal penalties may be imposed upon the officers or employees of the agency
where the violation concerns the operation of a system of records on individuals to accomplish an agency
function. For purposes of the Act when the contract is for the operation of a system of records on individuas
to accomplish an agency function, the contractor and any employee of the contractor is considered to be an
employee of the agency.

(c) Thetermsused in this clause have the following meanings:

(D) “Operation of a system of records’ means performance of any of the activities associated with
maintaining the system of records including the collection, use, and dissemination of records.
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(2) “Record” means any item, collection or grouping of information about an individual that is maintained by
an agency, including, but not limited to, his education, financia transactions, medical history, and
criminal or employment history and that contains his name, or the identifying number, symbol, or other
identifying particular assigned to the individual, such as afinger or voice print or a photograph.

(3) “System of records’ on individuals means a group of any records under the control of any agency from
which information is retrieved by the name of the individual or by some identifying number, symbol, or
other identifying particular assigned to the individual .

ADDITIONAL EMAILED BID SUBMISSION PROVISIONS: The Government will not be responsible for
any failure attributable to the transmission or receipt of the emailed bid including, but not limited to, the
following:

1. lllegibility of bid.

2. Emailsover 75 MB may not be received by GPO due to size limitations for receiving emails.

3. The bidder’'s email provider may have different size limitations for sending email; however, bidders are
advised not to exceed GPO’ s stated limit.

4. When the email bid is received by GPO, it will remain unopened until the specified bid opening time.
Government personnel will not validate receipt of the emailed bid prior to bid opening. GPO will use the
prevailing time (specified as the local time zone) and the exact time that the email is received by GPO’s
email server asthe official time stamp for bid receipt at the specified location.

PAYMENT: Upon completion of each order, prior to submitting billing invoice to GPO for payment, the
contractor must submit an itemized billing invoice to the ordering agency (agency contact information to be
provided after award) for verification, approval, and signature. After agency verification/approval, contractor
must submit the signed billing invoice, including print order, to the U.S. Government Publishing Office.

Submitting invoices for payment viathe GPO fax gateway (if no samples are required) utilizing the GPO barcode
coversheet program application is the most efficient method of receiving payment. Instruction for using this
method can be found at the following web address:
http://winapps.access.gpo.gov/fms/vouchers/barcode/instructions.html.

Invoices may also be mailed to: U.S. Government Publishing Office, Office of Financial Management, Attn:
Comptroller, Stop: FMCE, Washington, DC 20401.

For more information about the billing process, refer to the General Information of the Office of Finance web
page located at:  https.//www.gpo.gov/how-to-work-with-us'agency/billing-and-payment.

Contractor’s hilling invoices must be itemized in accordance with the line items in the “SCHEDULE OF
PRICES.” Invoices received that are not itemized may be returned to the contractor for correction and may result
in delay of payment.
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SECTION 2. - SPECIFICATIONS

SCOPE: These specifications cover the production of the Survey Packages consisting of forms, letters, Business
Reply Envelope (BRE) envelopes, and mail-out envelopes, requiring such operations as electronic prepress,
printing and variable imaging, binding, construction, inserting, and distribution.

TITLE: OES Survey Packages.

OVERVIEW: The Occupational Employment Statistics (OES) survey collects occupational employment and
wage information from a yearly sample of about 374,000 establishments located in all 50 states, the District of
Columbia, Puerto Rico, the U.S. Virgin Islands, and Guam. The individual states and territories are responsible
for processing their portions of the survey. The survey is further split into two fairly equal panels. November and

May.

There are 10 mailings each year making up the November and May panels. Each panel contains a prenotification
(prenote) mailing, an initial mailing, and a first, second, and third follow-up mailings. (NOTE: There may be
additional mailingsif feasible.)

Order of mailings for each panel is asfollows:

= A prenote letter will be sent first in October and April.

» Following the prenote mailing, there will be an initial mailing to all establishments in the survey sample
in November and May.

= After the initia mailing there will be three (3) follow-up mailings to survey non-respondents that will
occur approximately four (4) weeks apart.

Thefirst follow-up mailing, occurring approximately four (4) weeks after the initial mailing, is sent to the
establishments that did not respond to the initial mailing. The Government may opt to send a reminder
letter instead of or in addition to afull survey packet for the first follow-up mailing.

The second follow-up mailing, occurring approximately four (4) weeks after the first follow-up mailing,
is sent to the establishments that did not respond to either the initial mailing or the first follow-up mailing.

The third follow-up mailing, occurring approximately four (4) weeks after the second follow-up mailing,
is sent to the establishments that did not respond to the initia, first follow-up, or second follow-up
mailings.

NOTE: Hereinafter, for the purpose of this contract, the term “States” will be al-inclusive referring to all 50
States, District of Columbia, Puerto Rico, U.S. Virgin Islands, and Guam.

FREQUENCY OF ORDERS:

Mailings: Approximately 10 to 12 orders per year.

Separate print orders will be issued for each mailing for each panel. Up to two orders (of the specified range
above) may be issued outside of the orders specified for each panel for additional copies of the packages. (see

chart under “QUANTITY.”)

NOTE: Print orders issued for each mailing for each panel will specify an approximate quantity. The actual
quantity will be determined when the distribution files have been processed.
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Blank Supplies: Approximately 2 orders per year.

Print orders will be issued for blank supplies. Blank supplies will consist of survey forms, BRE, and/or mail-out
envelopes. The forms and BRE envelopes are for each of the State offices and the BLS Nationa office that
contain no variable or unique data on forms/envelopes and no mailing indicia on envelopes.

Separate print orders will be issued for the mailings and the blank supplies.

If required, a separate print order will be issued for the email transmission test and the preproduction print and
mail run test.

NUMBER OF PAGES:

Prenote Letter: Face only (one leaf).

Collection (Initial/Follow-up) Letter: Face and back (one leaf).
Form: 4 Pages (two face and back leaves).

BRE Envelope: Face only.

TRIM SIZES:

Prenote Letter: 8-1/2x 11”.

Collection (Initial/Follow-up) Letter: 8-1/2x 11”.

Survey Form: 8-1/2 x 11" final size (folded down from 17 x 11").

BRE Envelope: 3-7/8 x 8-7/8" (No. 9), plusflap.

Mail-out Envelope: 4-1/8 x 9-1/2" (No. 10), plus flap, double-window.

QUANTITY:

Mailings Per Panel: See table below:

Prenote Initial 1t Follow-up | 2" Follow-up | 3™ Follow-up
Panels Mailing Mailing Mailing Mailing Mailing
November Panel October November December January February
Prenote L etter 187,0000
Collection Letter 156,000 82,000 63,000 12,000
Form 100,000 73,000 76,000
May Panel April May June July August
Prenote L etter 187,0000
Collection Letter 156,000 82,000 63,000 12,000
Form 100,000 73,000 76,000

NOTE: The quantities specified in the above table are the estimated quantities for each package for each panel.
The above quantities are estimates only. Actual quantities will be furnished when the distribution files are
processed.

There are two (2) versions of the prenote letter: one in English and onein Spanish.

There are three (3) versions of theinitial collection letter: two in English and onein Spanish.
There are three (3) versions of the follow-up collection letters: two in English and one in Spanish.
There aretwo (2) versions of the form: one in English and one in Spanish.
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The contractor will have to examine fields in the Government provided files to determine which form or letter to
use for each establishment, generaly the State (FIPS) code, the benchmark employment, the mail code, and the
industry (NAICS) code. There will also be multiple files provided by the Government that contain information for
different variable fields on the forms and | etters.

Up to two orders outside of the orders specified in the above chart may be issued for up to 100,000 copies of the
packages.

Blank Supplies: Approximately 1,000 to 25,000 copies per order.

NOTE: The blank supply quantities needed for the forms will depend on the sample size for each State as well as
the distribution of the sample among industries within each State. For example, California needs more forms than
Vermont because there are more establishmentsin California (see Attachment P).

GOVERNMENT TO FURNISH: Unless otherwise specified below, all electronic files will be furnished via
email or encrypted email (if it contains respondent address files.)

NOTE: All Adobe Acrobat (PDF) software upgrades which may occur during the term of the contract must be
supported by the contractor.

= Two form templates (one English, one Spanish). Adobe Acrobat PDF files (current or near current
version) (or other mutually agreed upon format) of the forms will be provided (see Attachment E).

= Two prenote templates (one English, one Spanish). Adobe Acrobat PDF files (current or near current
version) (or other mutually agreed upon format) of the prenotes will be provided (see Attachment F).

» Three collection letter templates (two English, one Spanish). Adobe Acrobat PDF files (current or near
current version) (or other mutually agreed upon format) of the letters will be provided (see Attachment
G).

= Industry description, additional survey control information, and information to produce a unique bar code
to be printed in the Industry Description (see Attachment L) location on the front of each survey form.
(BLS uses a standard Code 39 barcode in this location.) This information will be unique to each
individual establishment and will be provided electronically in a consistent format.

= State letterhead image files. The State letterhead (see Attachment Q) is to be printed on the top of the
front page of each survey form. The return address portion must line up with the return address window
of the envelope. The letterhead is unique to each State and will be provided electronically in a consistent
format.

= State letterhead format and state-specific information to be included on the form and letters.

» The letters will be provided to the contractor in a mutually agreeable electronic format along with
reference files with information needed to merge variable information into each letter. BLS will transmit
this data to the contractor via email using encryption software. BLS will provide the encryption software
as well as the private passwords needed to decrypt the data. (See Attachments for examples of the
prenote, initial, and follow-up letters with an example of the standard text and the information that must
be merged.)

» Mail-out envel ope specifications (see Attachment |).

» BRE envelope specifications and indiciainformation. A separate set of specifications will be provided for
Guam, which hasitsown indicia. (See Attachment J.)
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BRE envelope return address information. This information will be unique to each State and will be
provided electronically in a consistent format. If a State office moves their physical location during the
panel, their address information will need to be corrected by the contractor. USPS-approved bar codes
reflecting the address zip codes will have to be printed on each envelope by the contractor.

Approximately seven (7) reference files (usually in an Excel file): A State Address file and a Form or
letter version file. The State Address file shows the different addresses for each State office (BRE, State
Employment Statistical Agency (SESA), return address, and shipping address). The Form Cut-off and
Collection Letter Version File (Attachment M) file shows what version of the collection letter or form an
establishment should receive based on state FIPS and employment.

The unique name, address, and industry information for each survey establishment to be imaged on the
letters or survey forms. The establishment name and address is printed on the front page of each survey
form or letter in the Address Label box (see Attachments E through H and Attachment K). The industry
description, additional survey control information, and information to produce a unique Code 39 bar code
will be printed in the Industry Description box (see Attachment L) on the front page of each survey form
and letter (see Attachments E and G). This information will be contained in pipe-delimited text files and
will be provided in a consistent format (see Attachment N).

Dummy survey establishment (furnished as a pipe delimited text file) for use on proofs (file format in
Attachment N).

Five (5) workdays prior to each mail-out, BLS will provide a file containing the name, address, industry
description, and FIPS code for each establishment to receive a mail-out package.

Identification markings such as register marks, commercial identification marks of any kind, etc., except GPO
imprint, form number, and revision date, carried in the electronic files, must not print on finished product.

EXHIBITS (Attachments): The facsimiles shown as Attachments E through J are representative of the
regquirements which will be ordered under this contract. However, it cannot be guaranteed that future orders will
correspond exactly to these attachments. The Attachments are as follows:

Attachment A: Print Contract Confidentiality and Security Requirements
Attachment B: TitleV — Confidential Information Protection and Statistical Efficeincy
Attachment C: Confidential Nature of BLS Statistical Data

Attachment D: BLS Agent Agreement

Attachment E: Form Examples

Attachment F:  Prenote Examples

Attachment G: Initial Collection Letter

Attachment H: Follow-up Letter

Attachment I:  Mail-out Envel ope Specifications

Attachment J; BRE Envelope Specifications

Attachment K: Name and Address Information

Attachment L: Industry Information

Attachment M: Form Cut-off and Collection Letter Version File

Attachment N: Example of State Data File Record

Attachment O: Examples of State Employment Security Agency File Layout
Attachment P. Example of Blank Forms Distribution Quantities
Attachment Q: State Letterhead and Logo Files
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CONTRACTOR TO FURNISH: All materials and operations, other than those listed under “GOVERNMENT
TO FURNISH,” necessary to produce the products in accordance with these specifications.

The following will be required by the contractor:

a)

b)

d)

f)

¢))
h)

Determine whether the establishment will receive a form or letter and which version based on the mall
code (prenctification, initial collection, first follow-up collection, etc.), State (FIPS) code, estimated
employment size, and other Government provided files.

Print the correct OES survey form or letter for each establishment in each mailing. Each establishment
will have an associated State (FIPS) code, employment size, and industry (NAICS) code, to enable the
contractor to determine what information will be printed on each for letter or form for each establishment.

On the front page of each survey form or letter, the contractor will print a State's return address (see
Attachments E through H), the establishment’s name and address information (see Attachment K), the
establishment’s industry description (see Attachment L), and a standard Code 39 12-digit barcode (see
Attachment L) reflecting a unique establishment identification code (IDCF#). (See Attachments E
through H for examples of a typica OES survey forms and letters.) The location of all address
information will be located in the same place on each piece of mail so the same envelope can be used.
BLS will work with the contractor to agree on a fixed number of characters for each printed line. These
character lengths should remain the same for the period of the contract unless agreed upon by both BLS
and the contractor. If there is no text in the Government provided file for certain elements (mandatory
statement, for example), the text should shift up in order to reduce white space. The lines will not be
allowed to wrap, be truncated, or have the font changed without agreement by both BLS and the
contractor.

Print a State-specific Business Reply Envelope (BRE) envelope (compliant with USPS regulations)
matched to the appropriate State address, zip code, USPS-approved zip-code bar code, and the postal
permit indicia (based on the State code for each establishment). BLS will work with the contractor to
agree on a fixed number of characters for each printed line. These character lengths should remain the
same for the period of the contract unless agreed upon by both BL'S and the contractor. The lines will not
be allowed to wrap, be truncated, or have the font changed without agreement by both BLS and the
contractor.

Obtain a USPS permit number for the purposes of mailing out the survey packages; this permit will be
tied to a BLS-funded account. The contractor must forward the permit number to BLS.

Create survey form mail-out packages by stuffing the window mail-out envelope with the survey form
and the State BRE envelope.

Create letter mail-out packages by stuffing the window mail-out envelope with asingle letter.
Perform quality checks on 1 out of every 50 mail-out packages, which shall include verifying that:

= The proper survey form was printed (the survey form is appropriate for the establishment’s industry
code appearing in the Name and Address |ocation).

» The proper variable information has been printed on the form.

= The proper State BRE return envelope has been used (the BRE envelope's State matches the State
code appearing in the Name and Address location).
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= The proper window envelope has been used, and the return address and establishment addresses are
visible through the window.

» The contents of the mail-out package is complete and legible.

= The bar codes on the survey form scan and match the establishment’s IDCF# appearing address
location.

i) Provide notification that the mailing of the survey mail-out package was done.

j)  The contractor will be required to sign a confidentiality agreement (see Attachment A) ensuring that the
contractor will abide by BLS standards and regulations regarding the handling and transmittal of
confidential information and adhere to OMB guidance regarding CIPSEA. |n addition, the contractor’s
facility must be monitored to ensure only authorized personnel are allowed entry and that there is a secure
environment for the storage of survey forms following printing and prior to mail out. A copy of BLS
regulations pertaining to confidentiality and security and OMB guidance will be provided (see
Attachments A through D).

EMAIL TRANSMISSION TEST: The Government reserves the right to waive the requirements of this test.
Contractor will be notified at the postaward conference if thistest isto be waived.

Prior to beginning actual production on the contract, there will be a transmission test of the State Addressfilesvia
encrypted email at the start of the contract. This test is to determine that the contractor has the IT infrastructure
and ability to receive and support the file size and the ability to decrypt the email file.

The contractor will be required to receive within one (1) workday up to six (6) files (for up to a total of 35Mb
(consisting of atotal of approximately 187,000 addresses). The contractor will be required to perform an address
count verification within one (1) workday of complete transmission of al address test files. The contractor will be
required to provide BL S with the exact counts before proceeding with any other processing.

A BLS representative may be on-site to verify the successful decryption of test files and to ensure that the data
contained in thefilesisintact. The BLS on-site representative will provide verification within one (1) workday of
receipt thereof.

PREPRODUCTION PRINT AND MAIL-OUT TEST: The Government reserves the right to waive the
requirements of this test. Contractor will be notified at the postaward conference if thistest is to be waived.

Prior to beginning actual production on the contract, there will be a preproduction print and mail-out test. The
contractor will be required to produce up to 1,000 complete mail-out packages for each type of mail-out package
(for certain states) from Government furnished files emailed to the contractor’ s facility. NOTE: BLS will notify
the contractor asto which states.

This test will include: (1) printing a survey form; collection letter; BRE envelope with each establishment’s State
address, zip code, and USPS approved zip code bar code; and, (2) inserting the establishment’s survey form,
solicitation letter, and return envel ope into the double-window mail-out envelope in correct sequence.

The contractor will be required to have al proofing, envelopes, scanning equipment, and reports for 100%
accountability of production and mailing completed, available, and ready for production prior to beginning the
test.

Contractor must complete the preproduction print and mail run test samples within five (5) workdays of receipt of
print order and furnished materials.
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At least one BLS representative will be on-site during this test to inspect the process and check quality control.
The BLS representatives will periodically inspect the completed packages, as well as test the accuracy of the bar
codes. Any changes to the contractor’s quality control plan must be presented to the BL S representatives as well
as to the GPO representative.

On-site Government representative(s) will validate samples of the preproduction print and mail-out test.

NOTE: In the event that the Government has suspended or limited travel, the contractor shall have the
capabilities to use Apple FaceTime to show BLS a subset of the samples before the items are mailed. The
Government may require a video conference over Facetime while a contractor employee opens and reviews the
sample, as described in the contractor’s “Quality Control Plan,” so the Government can see the actual
materials being reviewed before approving the items for mailing.

The Government will approve, conditionally approve, or disapprove the validation output within two (2)
workdays of receipt thereof. Approva or conditional approval shall not relieve the contractor from complying
with the specifications and all other terms and conditions of the contract. A conditional approval will state any
further action required by the contractor. A notice of disapproval will state the reasons thereof.

NOTE: Failure to meet the requirements of the Preproduction Print or Mail Run Test is grounds for immediate
termination of the contract for default.

The contractor must perform the preproduction print and mail run tests on their equipment and using their
personnel. The tests must be performed on the printing equipment and inserting machines with required scanning
equipment that will be used in live production. All samples shall be manufactured at the facilities in which the
contract production quantities are to be manufactured.

Contractor will be reimbursed for all operations in accordance with the applicable line items in the “ SCHEDULE
OF PRICES”

Upon completion/approval of the test, BLS may take a portion of the samples back to the BLS Office and require
the contractor to destroy the balance. NOTE: Due to COVID 19, the contractor may be required to ship the
samples to an address to be determined after award.

ELECTRONIC PREPRESS: Prior to image processing, the contractor shall perform abasic check (preflight) of
the furnished media and publishing files to assure correct output of the required reproduction image. Any errors,
media damage, or data corruption that might interfere with proper file image processing must be reported to BLS
agency contact as specified on the print order.

The contractor shall create or ater any necessary trapping, set proper screen angles and screen frequency, and
define file output selection for the imaging device being utilized. Furnished files must be imaged as necessary to
meet the assigned quality level.

When required by the Government, the contractor shall make minor revisions to the electronic files. It is
anticipated that the Government will make all mgjor revisions.

Prior to making revisions, the contractor shall copy the furnished files and make all changesto the copy.

Upon completion of the contract (for the static text matter only), the contractor must furnish final production
native application files (digital deliverables) with the furnished material. The digital deliverables must be an
exact representation of the final printed product and shall be returned on the same type of storage media as
was originaly furnished. The Government will not accept, as digital deliverables, PostScript files or any
proprietary file formats other than those supplied, unless specified by the Government. NOTE: The Government
will accept Adobe Acrobat Portable Document Format (PDF) files as digital deliverables when furnished by the
Government.
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PROOFS: Any proofs requiring respondent identifiable data placement must use the BLS provided
dummy file. No respondent P11 should be printed on proofs.

NOTE: Proofswill be required for each survey or letter for each State; for the forms with the information merged
from each State for each mailing; correct letters for each State using the BLS dummy file for each mailing; and
the return address from each State’ s BRE envelope.

One (1) set of digital color content proofs for each of the products identified above. Direct to plate must be used
to produce the final product with a minimum of 2400 x 2400 dpi. Proofs must be created using the same Raster
Image Processor (RIP) that will be used to produce the product. Proofs shall be collated with al elements in
proper position (not pasted up), imaged face and back, trimmed, and folded to the finished size of the product, as
applicable.

BLS reserves the right to make changes to all proofs. The Government may require one or more sets of revised
proofs before rendering an “O.K. to Print.” Author’s Alterations (AA’s) may be required.

If any contractor's errors are serious enough in the opinion of the GPO to require revised proofs, the
revised proofs are to be provided at no expense to the Government. No extra time can be allowed for this
reproofing; such operations must be accomplished within the original production schedule alotted in the
specifications.

The contractor must not print prior to receipt of an “O.K. to Print.”

PRIOR TO PRODUCTION SAMPLES (When ordered): Prior to production samples will be required for
the BRE Envelopes and the Mail-out Envelopes only.

Prior to the commencement of production of the contract production quantity of the business reply envelopes and
the mail-out envel opes, the contractor shall submit not less than one (1) printed, constructed sample for each type
of envelope for each State. The container and accompanying documentation shall be marked
“PREPRODUCTION SAMPLES’ and shall include the GPO jacket, purchase order, and program numbers.

Option Years. For each option year that may be exercised, the Government’ s representatives may require prior to
production samples. The requirements for these samples (as stated below) will remain the same for each year
exercised. The Government reserves the right to waive the prior to production samples. The contractor will be
notified at each year’ s meeting (See “PREPRODUCTION MEETING”) if these samples are waived.

Each envelope shall be printed and constructed as specified and must be of the size, kind, and quality that
the contractor will furnish. All items must be printed on and constructed from the stock/paper as specified
herein.

Contractor to submit all sample envelopesto: BLS, Room 2135, 2 Massachusetts Avenue, NE, Washington, DC
20212. NOTE: Due to COVID 19, the contractor may be required to ship the samples to an address to be
determined after award.

Contractor must submit the samples within 15 workdays of receipt of the print order and furnished materials.

The Government will approve, conditionally approve, or disapprove the samples within three (3) workdays of
the receipt thereof. Approval or conditional approval shall not relieve the contractor from complying with
the specifications and all other terms and conditions of the contract. A conditional approval shall state any
further action required by the contractor. A notice of disapproval shall state the reasons therefore.



OES Survey Packages Page 19 of 29
262-S (08/21)

If the samples are disapproved by the Government, the Government, at its option, may require the contractor
to submit additional samples for inspection and test, in the time and under the terms and conditions specified in
the notice of rejection. Such additional samples shall be furnished, and necessary changes made, at no additional
cost to the Government and with no extension in the shipping schedule. The Government will require the
time specified above to inspect and test any additional samples required.

In the event that the samples are disapproved by the Government, the contractor shall be deemed to have failed
to make delivery within the meaning of the default clause in which event this contract shall be subject to
termination for default, provided however, that the failure of the Government to terminate the contract for
default in such event shall not relieve the contractor of the responsibility to deliver the contract quantities in
accordance with the shipping schedule.

In the event the Government fails to approve, conditionaly approve, or disapprove the samples within the time
specified, the Contracting Officer shall automatically extend the shipping schedule in accordance with article
12 “Notice of Compliance with Schedules’ of contract clauses in GPO Contract Terms (GPO Publication
310.2, effective December 1, 1987 (Rev. 01-18)).

Manufacture of the final product prior to approval of the sample submitted is at the contractor’s risk. Samples
will not be returned to the contractor. All costs, including the costs of al samples, shall be charged in
accordance with the applicable line items in the “ SCHEDULE OF PRICES.”

STOCKI/PAPER: The specifications of all paper furnished must be in accordance with those listed herein or
listed for the corresponding JCP Code numbers in the “ Government Paper Specification Standards No. 13" dated
September 2019. Government Paper Specification Standards No. 13 - https.//www.gpo.gov/docs/default-
source/forms-and-standards-files-for-vendors/vol _13.pdf.

All text paper used in each order must be of a uniform shade.
The paper to be used will be indicated on each print order.

Prenote Letters: White Uncoated Text, basis weight: 50 Ibs. per 500 sheets, 25 x 38", equal to JCP Code A60; or,
at contractor’ s option, White Writing, basisweight: 20 Ibs. per 500 sheets, 17 x 22", equal to JCP Code D10.

Collection (Initial/Follow-up) Letters: White Uncoated Text, basis weight: 50 |bs. per 500 sheets, 25 x 38", equal

to JCP Code AB0; or, at contractor’s option, White Writing, basis weight: 20 Ibs. per 500 sheets, 17 x 22", equa
to JCP Code D10.

Forms: White Uncoated Text, basis weight: 50 Ibs. per 500 sheets, 25 x 38", equal to JCP Code AG60; or, at
contractor’s option, White Writing, basisweight: 20 Ibs. per 500 sheets, 17 x 22", equal to JCP Code D10.

Business Reply Envelopes:
May Panel: White Kraft Envelope, basis weight: 28 |bs. per 500 sheets, 17 x 22", equal to JCP Code V15.

November Panel: Light-Brown (Kraft Shade) Envelope, basis weight: 28 Ibs. per 500 sheets, 17 x 22", equal
to JCP Code V 10.

NOTE: Contractor must provide two (2) samples sheets (each 8-1/2 x 11" in size) of the Light-Brown (Kraft
Shade) stock to BLS for the purpose of distinguishing the color only. Samples are to be furnished to Amy
Bierer at an address to be provided after award.

Mail-out Envelopes: White Writing Envelope, basis weight: 24 Ibs. per 500 sheets, 17 x 22", equal to JCP Code
V20.
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PRINTING/VARIABLE IMAGING: The Government reserves the right to make changes to the format/text
of the items produced on this contract at any time during the term of the contract. Any stockpiling is at the
contractor’s own risk.

Digital printing is allowed for all variable imaging. All imaging shall have a minimum resolution of 600 x 600
dpi.

Prenote Letters: Print face only in black ink. Printing consists of text/line matter and agency logo/seal. Variable
image face only in black. Variable imaged information is based on establishment information and state. Prenote
letters will have variable information on each piece that must be merged into the letters using the Government
furnished files.

Collection (Initial/Follow-up) Letters: Print face and back in black ink. Printing consists of text/line matter and
agency logo/seal. Variableimagein black. Each letter will have variable information on each piece that must be
merged from the Government furnished files.

Forms: Print head-to-head in black ink. Printing consists of text/line matter, flat tones, and agency logo/seal.
Variable image in black. The form will have unique information for each state and establishment that images on
al four pages.

BRE Envelopes (State Specific): Print face only (after manufacturing) in black ink. Printing consists the
appropriate State address, zip code, USPS-approved zip-code bar code, and the postal permit indicia (based on the
State code for each sample member).

Mail-out Envelopes: Thereis no printing on the outside of the mail-out envelopes.

All envelope printing shall be in accordance with the requirements for the style of envelope ordered. All
printing shall comply with al applicable U.S. Postal Service regulations. The envelope shall accept printing
without feathering or penetrating to the reverse side.

All white envelopes require a security tint (lining is acceptable) printed on the inside (back — before manufacture)
in black ink. Contractor may use his own design but must guarantee that the product will ensure complete opacity
and prevent show through of any material contained therein.

PRESS SHEET INSPECTION: Final makeready press sheets may be inspected and approved at the contractor’s
plant for the purpose of establishing specified standards for use during the actual press run. Upon approval of the
sheets, contractor is charged with maintaining those standards throughout the press run (within QATARP tolerances
when applicable) and with discarding all makeready sheets that preceded approval. When a press sheet inspection
is required, it will be specified on the individual print order. See GPO Publication 315.3 (Guidelines for
Contractors Holding Press Sheet Inspections) issued January 2015. NOTE: A press sheet inspection is for the
purpose of setting specific standards that are to be maintained throughout the entire run. It does not congtitute a
prior approval of the entire run.

Press sheets must contain control bars for each color of ink on the sheet. Control bars must be placed parallel to
the press's ink rollers. The control bars (such as BRUNNER, GATF, GRETAG, or RIT) must show areas
consisting of 1/8 x /8" minimum solid color patches; tint patches of 25, 50, and 75%; dot gain scale; and gray
balance patches for process color (if applicable). These areas must be repeated across the entire press sheet.

Viewing Light: Press sheets will be viewed under controlled conditions with 5000 degrees Kelvin overhead
luminaries. The viewing conditions must conform to 1SO 3664-2009. A viewing booth under controlled
conditions with 5000 degrees Kelvin overhead luminaries with neutral gray surroundings must be provided.
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MARGINS: Margins will be as indicated on the print order or furnished electronic media. Adequate gripper
margins on al products.

BINDING:

Prenote Letters: Trim four sides.

Collection (Initial/Follow-up) Letters: Trim four sides.

Forms: Trim four sides. Fold leavesfrom 17 x 11" down to 8-1/2 x 11", recipient name/address out.
CONSTRUCTION (Envelopes):

BRE Envelopes (No. 9): Envelope must be open side with high-cut side, diagonal, or center seams (at contractor’s
option) and gummed, fold-over flap for sealing. Envelopes shall be sufficiently high cut so as to prevent the flap
adhesive from contacting the envelope contents. The sealed seam(s) shall not adhere to the inside of the envelope.
Flap depth is at the contractor’s option but must meet all USPS requirements. Envelopes shall be free from cuts,
folds, tears, machine marks, foreign matter, dirt, ink smears and adhesive stains.

Mail-out Envelopes (No. 10): Envelopes must be open side with high-cut side, diagonal, or center seams (at
contractor’s option) and gummed, fold-over flap for sealing. Envelopes shall be sufficiently high cut so as to
prevent the flap adhesive from contacting the envelope contents. The sealed seam(s) shall not adhere to the inside
of the envelope. Flap depth is at the contractor’s option but must meet all USPS requirements. Envelopes shall
be free from cuts, folds, tears, machine marks, foreign matter, dirt, ink smears and adhesive stains.

Face of envelope to contain two die-cut address windows, as follows:

= Return Address Window: Die-cut window (1 x 3-1/2” in size) with slightly rounded corners. Window is
to be located 2-1/2” from the bottom edge of the envelope and 1/2” from the | eft edge of the envelope (the
long dimension of the window isto be parallel to the long dimension of the envelope).

= Mailing Address Window: Die-cut window (1-1/8 x 4” in size) with dlightly rounded corners. Window is
to be located 3/4” from the bottom edge of the envelope and 1/2" from the left edge of the envelope (the
long dimension of the window isto be parallel to the long dimension of the envelope).

Windows are to be covered with a suitable transparent, low-gloss, poly-type material that must be clear of
smudges, lines and distortions. Poly-type material must be securely affixed to the inside of the envelope so as
not to interfere with insertion of contents. Window material must meet the current U.S. Postal Service's
(USPS) readability standards/requirements.

Flap Adhesive on All Envelopes: All sealing flap adhesive shall be the water-activated type of such a
consistency to prevent premature sealing of the flap and curling of the envelope after drying. The adhesive on
the sealing flaps of the envelopes shall have a minimum thickness of 0.0006 inch uniformly applied. The
flaps shall not stick to the body of the envelope, but shall be capable of being quickly and securely sealed using
finger tips after moistening the adhesive.

INSERTING:

Letter Packages: Letter-fold the letter and insert into the mail-out envelope with the state return address and
recipient name and address facing out for visibility through the applicable envelope windows.

Form Packages: Letter-fold the survey form and insert with BRE envelope (flat, facing back of envelope) into
mail-out envelope with state return address and recipient name and address facing out for visibility through
applicable envel ope windows.
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NOTE: At contractor’s option, the letter-folds may be either the traditional C-fold or a Z-fold, as long as the
return address and recipient name/address are visible through the mail-out envelope windows.

It is the contractor’ s responsibility to ensure that the return and mailing addresses on the survey form or letters, as
applicable, will be visible through the applicable window in the mail-out envelope. It is the contractor’'s
responsibility to ensure that only one of the appropriate items for each mail-out package is inserted into each
mail-out envelope.

Seal all mail-out envelopes.

PACKING: For the orders for the blank survey forms and envelopes, collate forms and envelopes by State and
pack suitable in shipping containers not to exceed 45 pounds when fully packed. NOTE: Forms and envelopes
for each State may be packed in the same shipping containers. Do not intermix different States blank supplies
within a shipping container.

All shipments which fill less than a shipping container must be packaged with materials of sufficient strength and
durability and in such a manner which will guarantee that the product will not be damaged and the package will
not open nor split during the delivery/shipping process.

LABELING AND MARKING (Blank Supplies): Contractor to download the “Labeling and Marking
Specifications” form (GPO Form 905, R. 7-15) from gpo.gov, fill in appropriate blanks, and attach to shipping
containers.

INSERTING, PACKING, LABELING, AND MARKING INSPECTION: Inspection(s) will be required at
the contractor’'s plant for the purpose of ensuring that the inserting operations are being accomplished in
accordance with contract and requirements.

An inserting, packing, labeling, and marking inspection is for the purpose of setting specific standards that are to
be maintained throughout the entire run. It does not constitute a prior approval of the entire run. When an
inspection is required, the Government will notify the contractor.

NOTE: In the event that the Government has suspended or limited travel, the contractor shall have the
capabilities to use Apple FaceTime to show BLS a subset of the samples before the items are mailed. A video
chat over Facetime while a contract company employee opens and reviews the sample, as described in the
contractor’s “Quality Control Plan,” so the Government can see the actual materials being reviewed before
approving the items for mailing.

DISTRIBUTION:

= Mail f.o.b. contractor’s city al individual packages to addresses nationwide (to all 50 states, the District
of Columbia, Puerto Rico, the U.S. Virgin Islands, and Guam).

=  When ordered, ship f.0.b. contractor’s city the blank forms and envelopes to the 54 individual State OES
offices and the BLS National office in Washington, DC.

Complete addresses and quantities will be furnished with each order.

Prenote Survey Packages must be presorted to obtain the maximum postage discount allowed by USPS and shall
be at the Presorted rate.

All other mail shall be at the First Class rate.
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Orders for the blank forms and envelopes are to be shipped via the ordering agency’s UPS account. The BLS
account number/information will be provided to the contractor after award.

Contractor must obtain a USPS permit number for the purposes of mailing out the survey packages; this permit
will betied to a BLS-funded account. The contractor must forward the permit number to BLS.

All mail will be mailed via mailing permits. The contractor will be responsible for obtaining the Presorted/First
Class mailing permits. The contractor must provide the mailing permit numbers to the agency within 30 calendar
days after notification of contract award. The agency will link the contractor’s mailing permits to the agency’s
USPS Enterprise Payment System (EPS). The Government will be responsible for ALL USPS mailing costs. The
contractor will be responsible for the costs incurred to obtain a mailing permit and an account set-up fee.

The contractor is cautioned that the “Postage and Fees Paid” mailing permit obtained may be used only for the
purpose of mailing material produced under this contract.

Orders that result in mailings of less than 200 pieces or less than 50 pounds will require the contractor to apply the
appropriate postage to each mailing. Contractor will be reimbursed for postage by submitting a properly
completed Postal Service form (or equivalent) with the contractor’ s billing invoice.

All copies mailed must conform to the appropriate regulations in the U.S. Postal Service manuals for “Domestic
Mail” or “International Mail” as applicable.

Certificate of Conformance: When using Permit Imprint Mail, the contractor must complete GPO Form 712-
Certificate of Conformance (Rev. 10/15) and the appropriate mailing statement(s) supplied by USPS. A fillable
GPO Form 712 Certificate of Conformance can be found at: http://www.gpo.gov/vendors/sfas.htm.

Upon completion of each order, contractor must notify the ordering agency (on the same day the order
mails/ships) via email to the address indicated on the print order. The subject line of the email shall be
“Distribution Notice for Program 262-S, Print Order XXXXX, Jacket Number XXX-XXX.” The notice must
provide all applicable tracking numbers, mailing/shipping methods, and title of product. Contractor must provide
copies of all mailing/shipping receipts and USPS documentation upon completion of each order.

All expenses incidental to picking up and returning materials (if applicable), submitting proofs and prior to
production samples, and furnishing sample copies must be borne by the contractor.

SCHEDULE: Adherence to this schedule must be maintained. The contractor must not start production of any
job prior to receipt of the individual print order (GPO Form 2511).

The postaward conference will be immediately after award. Contractor will be notified of the date and time. The
preproduction meeting date and time will be established at the postaward conference.

Print orders and furnished materials for the forms, letters, and envelopes, templates, and dummy files will be
emailed to the contractor.

Proofs are to be delivered to and picked up from: BLS, Room 2135, 2 Massachusetts Avenue, NE, Washington,
DC 20212. NOTE: Due to COVID 19, the contractor may be required to ship the proofs to an address to be
determined after award.

The following schedules begin the workday after receipt of the print order and furnished material; the workday
after receipt will be the first workday of the schedule.
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Schedule for Email Transmission Test:

=  When ordered, the contractor will be required to receive within one (1) workday up to six (6) files (for up
to atotal of 35Mb (consisting of 187,000 total addresses).

= The contractor will be required to perform an address count verification within one (1) workday of
complete transmission of all addresstest files.

= TheBLS on-site representative will provide verification within one (1) workday of receipt thereof.

Schedule for Preproduction Print and Mail Run Test:

=  When ordered, the contractor must compl ete the preproduction print and mail run test samples within five
(5) workdays of receipt of print order and furnished materials.

= The Government will approve, conditionally approve, or disapprove the validation output within two (2)
workdays of receipt thereof.

Schedule for Proofs and Prior to Production Samples:

= The contractor must submit all required proofs within 10 workday of receipt of furnished materials.

= Proofs will be withheld no more than three (3) workdays from their receipt at the ordering agency until
they are made available for pickup. (The first workday after receipt of proofs at the ordering agency is
day one (1) of the hold time.)

= When ordered, contractor must submit prior to production construction samples within 15 workdays of
receipt of “O.K. to Print” on proofs.

= The Government will approve, conditionally approve, or disapprove the samples within three (3)
workdays of the receipt thereof.

Schedule for Production and Distribution for Mailings (as applicable to the mailing):

Contractor must complete production and distribution within five (5) workdays of receipt of the appropriate
State’' s Establishment names and addresses and Industry Description files.

NOTE: No mail-out packages should be mailed before the BLS on-site representative has approved them. If the
packages are hand inserted, the envelopes should not be sealed until the BLS on-site representative has approved
them.

Schedule for Blank Supplies:

Contractor must complete production and distribution within five (5) workdays of receipt of print order and
furnished materials.

The contractor must notify the U.S. GPO of the date and time the press sheet inspection or packing, labeling, and
marking inspection can be performed. In order for proper arrangements to be made, notification must be given at
least 48 hours prior to the inspection. Notify the U.S. Government Publishing Office, Quality Control for
Published Products, Washington, DC 20401 at (202) 512-0542. Telephone calls will only be accepted between the
hours of 8:00 am. and 2:00 p.m., prevailing Eastern Time, Monday through Friday. NOTE: See contract clauses,
paragraph 14(e)(1), Inspections and Tests of GPO Contract Terms (GPO Publication 310.2, effective December 1,
1987 (Rev. 01-18)). NOTE: When supplies are not ready at the time specified by the contractor for inspection,
the Contracting Officer may charge to the contractor the additional cost of the inspection.
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NOTE: Press sheet inspections must be held Monday through Friday, between the hours of 8:00 a.m. and 4:00
p.m.

The ship/deliver date indicated on the print order is the date products ordered mailing/shipping f.o.b. contractor’s
city must be delivered to the post office.

Unscheduled material such as shipping documents, receipts or instructions, delivery lists, labels, etc., will be
furnished with the order or shortly thereafter. In the event such information is not received in due time, the
contractor will not be relieved of any responsibility in meeting the shipping schedule because of failure to request
such information.

For compliance reporting purposes, the contractor must notify the U.S. Government Publishing Office of the date
of shipment or delivery, as applicable. Upon completion of each order, contractor must contact the Shared
Support Services Compliance Section via email at compliance@gpo.gov. Personnel receiving email will be
unable to respond to questions of atechnical nature or to transfer any inquiries.
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SECTION 3. - DETERMINATION OF AWARD

The Government will determine the lowest bid by applying the prices offered in the “SCHEDULE OF PRICES’
to the following units of production which are the estimated requirements to produce one (1) year’s production
under this contract. These units do not constitute, nor are they to be construed as, a guarantee of the volume of
work which may be ordered for alike period of time.

NOTE: The Determination of Award estimates specified below are based on historical data; however, due to the
current global pandemic, the contractor is put on notice that the estimated amounts of work anticipated on this
contract may be significantly impacted during the first period of performance.

The following item designations correspond to those listed in the * SCHEDULE OF PRICES.”

| 1
I 1

1) (2

1. () 108 374

(b) 432 626

(©) 324 498

(d) 324 498

(© 10 1,498

(f) 108 36

(9) 108 25

(h) 2 13
IV.(a) 1,498

(b) 25
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SECTION 4. - SCHEDULE OF PRICES
Bids offered are f.0.b. contractor’ s city.

Prices must include the cost of all required materials and operations for each item listed in accordance with
these specifications.

Bidder must make an entry in each of the spaces provided. Bids submitted with any obliteration, revision,
or alteration of the order and manner of submitting bids may be declared nonresponsive.

An entry of NC (No Charge) shall be entered if bidder intends to furnish individual items at no charge to
the Government. Bids submitted with NB (No Bid), NA (Not Applicable), or blank spaces for an item may be
declared nonresponsive.

The Contracting Officer reserves the right to reject any offer that contains prices for individual items of
production (whether or not such items are included in the “DETERMINATION OF AWARD”) that are
inconsistent or unrealistic in regard to other prices in the same offer or to GPO prices for the same operation if
such action would be in the best interest of the Government.

All invoices submitted to the GPO shall be based on the most economical method of production. Fractional parts
of 1,000 will be prorated at the per-1,000 rate.

Contractor’s hilling invoice must be itemized in accordance with the line items in the “SCHEDULE OF
PRICES.”

I. EMAIL TRANSMISSION TEST: Price offered must include all costs incurred in performing the Email
Transmission Test. These costs shall cover but are not limited to: machine time, personnel, al required
materials, email transmissions, and any other operations necessary to complete the test in accordance with
these specifications.

Email TranSmiSSION TESL......cuiuiirieirieeriesesieses st per test......$

Il. PRIOR TO PRODUCTION SAMPLES:

Prior to Production SaMPIES .........cooeiieeie e per order.....$

I1l. PRINTING/VARIABLE IMAGING, BINDING, AND CONSTRUCTION: Prices offered shall include
the cost of all required materials and operations (including all proofs, paper, and destruction of unused items)
necessary for the printing/variable imaging, binding, construction, assembly, packing, and distribution of the
products listed in accordance with these specifications.

Makeready Running Per
and/or Setup 1,000 Copies
D @)
(a) Prenote Letter:
Printing/imaging in black, including binding.................. per letter......$ $

(Initials)
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LOCATION OF POST OFFICE: All mailing will be made from the

Makeready Running Per

and/or Setup 1,000 Copies
(1) )

(b) Collection Letter:
Printing/imaging in black, including binding.................. per letter......$ $

(c) Survey Form:
Printing/imaging in black, including binding................... per form......$ $

(d) Business Reply Envelope (State Specific):
Printing in black (including security tint),
including cost of envelope..........cccccevveeececececcieeneas per envelope......$ $

(e) Double Window Mail-out Envelopes:
Printing security tint, including cost of envelope...... per envelope...... $ $

(f) Blank Survey Forms:
Printing in black, including binding .........cccccvecieieeneee. per form......$ $

(g) Blank Business Reply Envelopes,
Printing in black (including security tint),
including cost of enveElopes.........cccevvvveecevieciecie e, per envelope......$ $

(h) Blank Double Window Mail-out Envelope:
Printing security tint, including cost of envelope...... per envelope...... $ $

. PACKING AND DISTRIBUTION: Prices offered must include the cost of all required materials and

operations necessary for the mailing of the packages, including cost of collating items in proper sequence,
letter-folding (as applicable) to required size for insertion into mail-out envelope; for the packing of the blank
supplies including cost of all shipping containers, packing materials, and labeling and marking; and, for
distribution in accordance with these specifications.

() Inserting letters, forms, and/or BRE envel opes (as applicable)
INtO MaI|-OUL ENVEIOPE.......ccueiiiirieieee e per 1,000 mailers......$

(b) Packing and sealing shipping containersfor blank supplies..................... per container......$

Post Office located at Street Address ,

City , State , Zip Code

(Initias)
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SHIPMENTS: Shipments will be made from: City State

The city(ies) indicated above will be used for evaluation of transportation charges when shipment f.o.b.
contractor’s city is specified. If no shipping point isindicated above, it will be deemed that the bidder has selected
the city and state shown below in the address block, and the bid will be evaluated and the contract awarded on
that basis. If shipment is not made from evaluation point, the contractor will be responsible for any additional
shipping costs incurred.

DISCOUNTS: Discounts are offered for payment as follows: Percent Calendar Days.
See Article 12 “Discounts’ of Solicitations Provisionsin GPO Contract Terms (Publication 310.2).

AMENDMENT(S): Bidder hereby acknowledges amendment(s) number(ed)

BID ACCEPTANCE PERIOD: In compliance with the above, the undersigned agree, if this bid is accepted
within calendar days (60 calendar days unless a different period is inserted by the bidder) from the
date for receipt of bids, to furnish the specified items at the price set opposite each item, delivered at the
designated point(s), in exact accordance with specifications. Failure to provide a 60-day bid acceptance period
may result in expiration of the bid prior to award.

BIDDER’S NAME AND SIGNATURE: Unless specific written exception is taken, the bidder, by signing and
submitting a bid, agrees with and accepts responsibility for all certifications and representations as required by the
solicitation and GPO Contract Terms — Publication 310.2. When responding by email, fill out and return one copy
of all pagesin “SECTION 4. — SCHEDULE OF PRICES,” including initialing/signing where indicated. Valid
electronic signatures will be accepted in accordance with the Uniform Electronic Transactions Act, 82. Electronic
signatures must be verifiable of the person authorized by the company to sign bids. Failure to sign the signature
block below may result in the bid being declared non-responsive.

Bidder

(Contractor’s Name) (GPO Contractor’s Code)

(Street Address)

(City — State — Zip Code)

By

(Printed Name, Signature, and Title of Person Authorized to Sign this Bid) (Date)

(Person to be Contacted) (Telephone Number)

(Email Address) (Fax Number)

THIS SECTION FOR GPO USE ONLY

Certified by: Date: Contracting Officer: Date:
(Initials) (Initials)




Attachment A
Print Contract Confidentiality and Security Requirements

BLS Confidentiality and Security Requirements

1. Work under this contract will involve exposure to Bureau of Labor Statistics (BLS) data that were
collected by the BLS under a pledge of confidentiality for exclusively statistical purposes.
Statistical purposes are defined as the description, estimation, or analysis of the characteristics of
groups without identifying the individuals or organizations that comprise such groups, and the
development, implementation, or maintenance of methods, procedures, or information resources
that support such purposes. The majority of data collected by BLS are provided on a voluntary
basis by respondents who have agreed to provide the information for the statistical purpose(s)
specified by the BLS. A violation of the confidence that respondents place in the BLS would
endanger the ability of the BLS to carry out its duties. Therefore, the Contractor and its employees
must handle any such data, that they may come into contact with as a result of contract work, in
accordance with the Confidential Information Protection and Statistical Efficiency Act (CIPSEA) (44
USC Section 3561 et seq.) and other applicable Federal laws. Due to the possible exposure to data
protected by law under CIPSEA, the BLS may, in accordance with this contract, designate
Contractor employees as agents of the BLS. All such agents are subject to the fines and penalties
under CIPSEA and any other fines and penalties that apply to the mishandling of confidential
information. The “Confidential Information Protection” provisions of CIPSEA appear as
Attachment A of these requirements.

2. For the purposes of this contract, "confidential information" may include any of the following:
a. Statutorily Protected Data. Data or information collected by the BLS, including its agents,

under a pledge of confidentiality and/or data protected from public disclosure under CIPSEA,
the Wagner-Peyser Act, the Trade Secrets Act, or other Federal laws.

b. Respondent Identifiable Information. Any representation of information that permits the
identity of participants in BLS statistical programs to be reasonably inferred by either direct or
indirect means. BLS-specific examples include but are not limited to survey sample
composition, lists of reporters, names of respondents, and brand names, regardless of the
source of such lists or names.

c. Personally Identifiable Information. Any representation of information about an individual,
maintained by the BLS, that permits the identity of the individual to whom the information
applies to be reasonably inferred by either direct or indirect means. BLS-specific examples
include but are not limited to, education, financial transactions, and medical, criminal, or
employment history, and information which can be used to distinguish or trace an individual’s
identity, such as their name, social security number, date and place of birth, mother’s maiden
name, biometric records, etc., including any other personal information which is linked or
linkable to an individual.

d. Principal Federal Economic Indicator (PFEI) Pre-release Information. Statistics and analyses
produced by the BLS that have not yet been released to the public and have been designated
by the Office of Management and Budget as Principal Federal Economic Indicators. Currently,
the following BLS data series have been designated as PFEIs: the Consumer Price Index,
Employment Situation, Employment Cost Index, Producer Price Indexes, Productivity and
Costs, Real Earnings, and U.S. Import and Export Price Indexes.

e. Non-PFEl Pre-release Information. Statistics and analyses, not designated as PFEls, that have
not yet been released to the public, whether or not there is a set date and time of release
before which they must not be divulged.




f.  Restricted Access Information. Information describing the internal practices of the BLS that
should be limited in access to individuals with a need-to-know. BLS-specific examples include
but are not limited to system security documentation and vulnerability assessments,
procurement-sensitive information, systems-specific operating procedures, and internal
reports.

In performing work under this contract, the Contractor agrees that access to the confidential
information will be restricted to authorized persons. For the purposes of this contract,
"authorized persons" is defined as: BLS employees and non-BLS employees designated as agents
of the BLS who are authorized access to the confidential information for the statistical purposes
set out under this contract and who have signed a BLS Agent Agreement (Attachment B) swearing
to comply with CIPSEA and other applicable Federal laws in the handling of BLS confidential
information.

The parties understand and agree to the following:

a. Authorized persons granted access to confidential information will not make use of the
information for any purpose other than to carry out tasks specifically authorized under the
contract.

b. Authorized persons will not seek to obtain access to confidential information that is not
needed to carry out contract work.

c. The Contractor will promptly furnish to the BLS a list of Contractor employees who the
Contractor believes require access to BLS confidential information in order to perform work
on the contract. The BLS will consider such persons for designation as agents of the BLS. If
the BLS deems it necessary to decline to approve any such employee as an agent, the
Contractor may furnish the name of another Contractor employee to the BLS for
consideration.

d. The BLS will furnish to the Contractor BLS Agent Agreements for all approved agents. The
Contractor will forward all signed BLS Agent Agreements to the Contracting Officer
Representative (COR) prior to such agents receiving access to the confidential information.

e. The Contractor will keep records on current Agent designations and will report such
information promptly to the COR upon request.

f.  The Contractor will assure that all agents will comply with their obligations under the BLS
Agent Agreement and under the contract.

Agents shall not be regarded as employees of the United States Government, the Department of
Labor, or the BLS for any purpose. The parties further understand and agree to the following:

a. The Contractor shall notify the BLS promptly whenever an agent is no longer associated with
the Contractor or when an agent no longer requires access to confidential information. The
Contractor shall notify the BLS immediately whenever an agent’s access to confidential data
may endanger the confidentiality of data.

b. BLS may, without advance notice, discontinue or suspend any BLS Agent Agreement or any
agent’s access to its information at any time, within its own absolute discretion.

c. Inthe event of such suspension or discontinuance, the employing Contractor will propose a
Contractor employee deemed suitable by the BLS as a replacement agent, where such
employee’s services are needed to carry out the Contractor’s responsibilities under this
contract.
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d. No BLS Agent Agreement nor any discontinuance nor suspension thereof, nor any denial of
access to information, will result in any payment of any kind nor any legal liability by the BLS,
the Department of Labor, or the United States Government.

e. Discontinuance of any BLS Agent Agreement will not affect any obligation of the Contractor or
the designated agent to safeguard confidential data or any intellectual property rights set
forth in this contract or in any BLS Agent Agreement.

The Contractor agrees, in the performance of this contract, to screen employees and to use only
those employees who have a demonstrated record of honesty, trustworthiness, integrity, and
reliability as ascertained by the Contractor. All Contractor personnel selected to work under this
contract may be subject to any Federal background investigation(s) deemed appropriate by BLS,
including pre-employment checks.

All agents will perform activities subject to this contract under the control of the COR or any other
BLS official that the BLS designates.

All agents must agree, in writing, to comply with all provisions of law that affect information
acquired by the BLS including, among other laws, the Trade Secrets Act, the Wagner-Peyser Act,
and the Privacy Act. They must specifically swear (or affirm) to comply with the provisions of
CIPSEA, as set forth in the BLS Agent Agreement attached as Attachment B. Agents who
improperly disclose confidential information may be subject to criminal sanctions.

The Contractor agrees not to divulge, publish, reproduce, or otherwise disclose, in any manner or
to any extent, confidential information, in whole or in part, to any individual other than authorized
persons.

The Contractor and all of its employees shall not release any reports or other outputs (including
those oral or written and regardless of format) prepared using confidential information, unless
cleared in advance by the COR or other official designated by the BLS. Such clearance will be to
assure that no such outputs involve the inappropriate release of confidential information. All
parties, including Contractors and its employees, will be bound by the determinations of such BLS
official.

The Contractor agrees to notify the COR immediately upon discovering any breach or suspected
breach of security, or any disclosure of the confidential information. A breach is any opportunity
for, or actual instance of, an unauthorized individual accessing confidential information. Examples
of breaches may include mailing respondent surveys to an incorrect address, the loss or theft of a
computing device, email or fax transmittals of confidential information sent to an unintended
recipient, or any unauthorized advance release.

The Contractor agrees to notify the COR immediately upon receipt of any legal, investigatory, or
other demand for access to the confidential information in any form.

The Contractor agrees not to attempt to link BLS confidential information with individually
identifiable records from any BLS or non-BLS data set without the written approval of the COR.
The Contractor must show to the satisfaction of the BLS that they are able to legally extend to the
BLS permission to access all such non-BLS data. Permission must be extended to BLS employees
and agents to access the non-BLS data. All new data sets created from linking BLS confidential
information with other data are protected by CIPSEA and must be handled in accordance with the
provisions in this contract.

In the case that the contract involves the collection of data from respondents, the contractor
agrees to notify the COR immediately should any respondent require an agreement be signed
prior to providing data to the BLS.
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If any contract employees must be issued BLS Local Area Network (LAN) IDs, then each such
employee must agree to abide by BLS network “Rules of Behavior” prior to receiving an ID.

The Contractor agrees to cooperate with BLS in administering BLS-supplied confidentiality and
security trainings to all agents designated under this contract. The Contractor agrees to ensure
that all agents complete such training within thirty days of being assigned to BLS work and on an
annual basis thereafter. The Contractor agrees to follow BLS instruction with regard to reporting
on training completion and to provide reasonable evidence of training completion to the BLS upon
request. The BLS may consider, but is not obligated to accept, alternate approaches to training
delivery and reporting that the contractor may propose to meet this requirement.

The Contractor agrees to comply with Federal policies regarding the secure transmission of
confidential information including both electronic and physical data transfers. The Contractor
shall consult with the COR to determine which data transfer methods are acceptable for the
various types of confidential information that are involved in contract performance. Confidential
electronic data transfers authorized by the COR must utilize encryption technology that meets the
standards established by the Federal Information Processing Standards Publication 140, “Security
Requirements for Cryptographic Modules” (FIPS PUBS 140) and any subsequent revisions to these
standards. Encrypted portable media may be delivered by a courier, a BLS employee, or an
authorized individual of the recipient, or may be sent via a mail delivery service with tracking
capability. In person pick up of an appropriately labeled paper copy, by an authorized individual of
the recipient, is also permitted.

Upon termination or completion of the contract, or at an earlier time if required by the COR, all
source documents or other media provided to the Contractor by BLS that contain confidential
information and any documents or other media created by the Contractor that contain
confidential information must be returned to the COR, or with the COR’s permission, be
destroyed. The Contractor shall ensure that all data that have been deleted cannot be retrieved
and reconstructed. All types of digital and/or non-digital media and equipment must be properly
disposed, cleared, purged, or destroyed in accordance with Federal guidelines. The Contractor
shall certify that unnecessary data processed during the performance of this contract was purged
from all data storage components of the Contractor’s computer facilities. The Contractor will
retain no output after such time as the contract is completed. If the COR directs the Contractor to
retain any data, the Contractor shall certify that any BLS data remaining in any storage component
will be safeguarded to prevent unauthorized disclosures in accordance with the terms of this
contract. The Contractor's failure to surrender or destroy such materials promptly or the
Contractor's conversion of such materials to a use not authorized by the contract may be a
violation of 18 U.S.C. Section 641.

The Contractor agrees not to subcontract or transfer any work in the performance of the contract
that would involve the exposure or disclosure of any BLS confidential information orally, in writing,
or in any other form, in whole or in part, to the subcontractor or access to such information by the
subcontractor except with the prior written approval of the COR. The Contractor agrees to include
BLS confidentiality and security provisions as provided by the COR in all subcontracts awarded to
carry out work provided for in this contract. The Contractor agrees to consult with the COR
regarding whether subcontractor employees are required to be designated as agents. The
Contractor agrees to send to the COR, a copy of any approved subcontract upon execution.

Contractor personnel shall be required to sign any individual agreements governing access to
information that are required by other Federal agencies as a result of the disclosure of data to
Contractor personnel pursuant to this contract.

Contractor personnel who have access to pre-release information are prohibited from releasing
the data to anyone other than authorized employees of the BLS and authorized agents who
require access to such data for the purposes of carrying out their responsibilities under this
contract. They shall not gain financially from knowledge of the data. It would be a violation of this
contract for Contractor personnel to do the either of the following:
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a. Use knowledge of pre-release information to buy or sell stocks, mutual funds, bonds, or
futures, or to make or divest themselves of other similar investments.

b. Disclose pre-release information to other persons, or advise or make recommendations to
other persons based on knowledge of such data.

Privacy Act notification: If applicable, the Contractor will be required to design, develop, or
operate system(s) of records on individuals, to accomplish an Agency function subject to the
Privacy Act of 1974, Public Law 93-579 (5 U.S.C., Section 552a) as amended (the Act), and
applicable agency regulations. Violation of the Act may involve the imposition of criminal
penalties (FAR 52.224-1). The title(s) of the system(s) of records shall be listed on the respective
task orders, as appropriate.

The Contractor agrees to:

a. Comply with the Act and the Agency rules and regulations issued pursuant to the Act in the
design, development, or operation of any system of records on individuals to accomplish an
agency function when the contract specifically identifies:

(1) the system(s) of records; and
(2)  the design, development, or operation work that the Contractor is to perform.

b. Include the Privacy Act provisions contained in this contract in every solicitation and every
subcontract, when the work statement in the proposed subcontract requires the design,
development, or operation of a system of records on individuals that is subject to the Act.

c. Include, in all data solicitations requesting information to be placed in a Privacy Act System of
Records, a Privacy Act notification statement provided by the BLS.

Work under this contract will be performed at BLS facilities or other approved worksites. The
Contractor must provide the COR with a list of worksites for approval at the start of work provided
for in this contract and subsequent task orders, and must notify the COR in writing of any
proposed changes (additions or deletions) to the list of worksites. No worksites outside of the
United States will be permitted. The COR shall indicate approval of the worksites in writing. All
work provided for under this contract will be performed at those approved locations only. The
Contractor agrees not to remove any digital and/or non-digital media or equipment containing the
confidential information from approved worksites. Exceptions to this provision shall be permitted
only with prior, written approval of the COR in accordance with BLS confidentiality and security
policies.

The Contractor agrees to maintain secure worksites within the approved facilities for performance
of work under this contract. The confidential information shall be secured in a manner so that it
cannot be viewed by, and it is not accessible to, persons who have not been designated as agents
of the BLS and who have not signed a BLS Agent Agreement.

Contractor use of a Cloud Service Provider (CSP) to service BLS confidential information must be
through an authorized FedRAMP vendor and the vendor’s FedRAMP package must be reviewed
and approved by BLS prior to use. Confidential information must have defined access controls and
be encrypted at rest and in transit to prevent unauthorized access. Only FIPS-validated
cryptography is approved for use in encrypting Federal information. Any employee of the CSP who
will require access to unencrypted BLS confidential information (to provide support, aid in
migration, troubleshoot, etc.) must be designated as a BLS agent and complete the required
training.
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Technology (NIST) with providing minimum security requirements for the protection of sensitive
information while residing in nonfederal information systems. The Contractor agrees to ensure
that all Contractor-owned systems used to store or process data under this agreement comply
with all applicable Federal information security directives, acts, laws, regulations, standards, and
guidelines. The Contractor shall ensure implementation of the respective security controls
catalogued in the current version of NIST Special Publication 800-171, “Protecting Controlled
Unclassified Information in Nonfederal Systems and Organizations,” and the operating system
settings recommended by the manufacturers of the commercial off-the-shelf (COTS) products
selected for integration, into any systems used to store or process BLS data. Per NIST 800-171, the
BLS reserves the right to request the system security plan and any associated plans of action for
any planned implementations or mitigations. In instances where the Contractor finds that a
security control does not apply, the Contractor may request an exception. Any exceptions must be
approved in writing by the BLS.

BLS reserves the right to review and approve or disapprove all the security safeguards instituted to
comply with the requirements of this contract. BLS also reserves the right on behalf of itself and
the Government to conduct confidentiality and security compliance reviews as deemed
appropriate to ensure compliance with all security policies and directives, including unannounced
security inspections of the Contractor's facilities and approved worksites. Reviews may involve
inspection of the facilities, technical capabilities, documentation, records, databases, operations,
and procedures provided for the performance of any work under this contract. The Contractor
shall support security inspections conducted by Government auditors or other Government
representatives, as designated by the COR. BLS data physically and/or electronically maintained at
the Contractor’s worksites will be sufficiently segregated from any other confidential data the
Contractor maintains in order to facilitate BLS security inspections. No other obligations on the
part of the Contractor may restrict BLS access to Contractor facilities where BLS confidential
information is maintained. The Contractor may not put forth legal qualifications for, or in any way
restrict, BLS access to these systems or facilities for the purpose of determining compliance with
contract requirements. On the basis of such security inspections, the COR may require specific
measures in cases where the Contractor is found to be non-compliant with contract requirements.
The Contractor shall implement such measures as soon as possible without additional cost to the
Government and support additional reviews as necessary to confirm actions taken to correct
defects and deficiencies.

In some cases, such as data collection activities, contract work may necessitate handling of
confidential data away from secure worksites. Where the COR has approved such work
arrangements in writing, the contractor agrees to maintain all confidential information in a secure
fashion. The Contractor shall provide the contract employees with instructions on maintaining the
security of all confidential information. Such instructions are subject to the review and approval of
the BLS COR upon request.

If the Contractor fails to comply with the requirements contained in this contract, the Contractor
shall be deemed to have failed to perform the provision of this contract.



Attachment B
Title V — Confidential Information Protection and Statistical Efficiency

CONFIDENTIAL INFORMATION PROTECTION
AND STATISTICAL EFFICIENCY ACT (CIPSEA)

PART A—GENERAL
§ 3561. Definitions
In this subchapter:

(1) AGENCY.—The term ‘agency’ means any entity that falls within the definition of the term
‘executive agency’, as defined in section 102 of title 31, or ‘agency’, as defined in section 3502.

(2) AGENT.—The term ‘agent’ means an individual—

(A) (i) who is an employee of a private organization or a researcher affiliated with an
institution of higher learning (including a person granted special sworn status by the Bureau
of the Census under section 23(c) of title 13), and with whom a contract or other agreement
is executed, on a temporary basis, by an executive agency to perform exclusively statistical
activities under the control and supervision of an officer or employee of that agency;

(ii) who is working under the authority of a government entity with which a contract or
other agreement is executed by an executive agency to perform exclusively statistical
activities under the control of an officer or employee of that agency;

(iii) who is a self-employed researcher, a consultant, a contractor, or an employee of a
contractor, and with whom a contract or other agreement is executed by an executive
agency to perform a statistical activity under the control of an officer or employee of that
agency; or

(iv) who is a contractor or an employee of a contractor, and who is engaged by the
agency to design or maintain the systems for handling or storage of data received under this

subchapter; and

(B) who agrees in writing to comply with all provisions of law that affect information
acquired by that agency.

(3) BUSINESS DATA.—The term ‘business data’ means operating and financial data and
information about businesses, tax-exempt organizations, and government entities.

(4) DATA ASSET.—The term ‘data asset’ has the meaning given that term in section 3502.

(5) DIRECTOR.—The term ‘Director’ means the Director of the Office of Management and
Budget.



(6) EVIDENCE.—The term ‘evidence’ means information produced as a result of statistical
activities conducted for a statistical purpose.

(7) IDENTIFIABLE FORM.—The term ‘identifiable form’ means any representation of
information that permits the identity of the respondent to whom the information applies to be
reasonably inferred by either direct or indirect means.

(8) NONSTATISTICAL PURPOSE.—The term ‘nonstatistical purpose’—

(A) means the use of data in identifiable form for any purpose that is not a statistical
purpose, including any administrative, regulatory, law enforcement, adjudicatory, or other
purpose that affects the rights, privileges, or benefits of a particular identifiable respondent;
and

(B) includes the disclosure under section 552 of title 5 of data that are acquired for
exclusively statistical purposes under a pledge of confidentiality.

(9) RESPONDENT.—The term ‘respondent’ means a person who, or organization that, is
requested or required to supply information to an agency, is the subject of information requested
or required to be supplied to an agency, or provides that information to an agency.

(10) STATISTICAL ACTIVITIES.—The term ‘statistical activities’—

(A) means the collection, compilation, processing, or analysis of data for the purpose of
describing or making estimates concerning the whole, or relevant groups or components
within, the economy, society, or the natural environment; and

(B) includes the development of methods or resources that support those activities,
such as measurement methods, models, statistical classifications, or sampling frames.

(11) STATISTICAL AGENCY OR UNIT.—The term ‘statistical agency or unit’ means an agency or
organizational unit of the executive branch whose activities are predominantly the collection,
compilation, processing, or analysis of information for statistical purposes, as designated by the
Director under section 3562.

(12) STATISTICAL PURPOSE.—The term ‘statistical purpose’—
(A) means the description, estimation, or analysis of the characteristics of groups,
without identifying the individuals or organizations that comprise such groups; and

(B) includes the development, implementation, or maintenance of methods, technical or
administrative procedures, or information resources that support the purposes described in
subparagraph (A).



§ 3562. Coordination and oversight of policies

(a) IN GENERAL.—The Director shall coordinate and oversee the confidentiality and disclosure
policies established by this subchapter. The Director may promulgate rules or provide other guidance
to ensure consistent interpretation of this subchapter by the affected agencies. The Director shall
develop a process by which the Director designates agencies or organizational units as statistical
agencies and units. The Director shall promulgate guidance to implement such process, which shall
include specific criteria for such designation and methods by which the Director will ensure
transparency in the process.

(b) AGENCY RULES.—Subject to subsection (c), agencies may promulgate rules to implement this
subchapter. Rules governing disclosures of information that are authorized by this subchapter shall be
promulgated by the agency that originally collected the information.

(c) REVIEW AND APPROVAL OF RULES.—The Director shall review any rules proposed by an agency
pursuant to this subchapter for consistency with the provisions of this chapter and such rules shall be
subject to the approval of the Director.

(d) REPORTS.—

(1) The head of each agency shall provide to the Director such reports and other information
as the Director requests.

(2) Each Designated Statistical Agency (as defined in section 3576(e)) shall report annually to
the Director, the Committee on Oversight and Government Reform of the House of
Representatives, and the Committee on Homeland Security and Governmental Affairs of the
Senate on the actions it has taken to implement section 3576. The report shall include copies of
each written agreement entered into pursuant to section 3576(c)(1) for the applicable year.

(3) The Director shall include a summary of reports submitted to the Director under this
subsection and actions taken by the Director to advance the purposes of this subchapter in the
annual report to Congress on statistical programs prepared under section 3504(e)(2).

§ 3563. Statistical agencies
(a) RESPONSIBILITIES.—

(1) IN GENERAL.—Each statistical agency or unit shall—

(A) produce and disseminate relevant and timely statistical information;
(B) conduct credible and accurate statistical activities;

(C) conduct objective statistical activities; and

(D) protect the trust of information providers by ensuring the confidentiality and
exclusive statistical use of their responses.



(2) POLICIES, BEST PRACTICES, AND PROCEDURES.—Each statistical agency or unit shall adopt
policies, best practices, and appropriate procedures to implement the responsibilities described in
paragraph (1).

(b) SuUPPORT FROM OTHER AGENCIES.—The head of each agency shall enable, support, and
facilitate statistical agencies or units in carrying out the responsibilities described in subsection (a)(1).

(c) REGULATIONS.—The Director shall prescribe regulations to carry out this section.
(d) DEFINITIONS.—In this section:

(1) ACCURATE.—The term ‘accurate’, when used with respect to statistical activities, means
statistics that consistently match the events and trends being measured.

(2) CONFIDENTIALITY.—The term ‘confidentiality’ means a quality or condition accorded to
information as an obligation not to disclose that information to an unauthorized party.

(3) OBJECTIVE.—The term ‘objective’, when used with respect to statistical activities, means
accurate, clear, complete, and unbiased.

(4) RELEVANT.—The term ‘relevant’, when used with respect to statistical information,
means processes, activities, and other such matters likely to be useful to policymakers and public
and private sector data users.

§ 3564. Effect on other laws

(@) TITLE 44, UNITED STATES CODE.—This subchapter does not diminish the authority under
section 3510 of the Director to direct, and of an agency to make, disclosures that are not inconsistent
with any applicable law.

(b) TiITLE 13 AND TITLE 44, UNITED STATES CODE.—This subchapter does not diminish the
authority of the Bureau of the Census to provide information in accordance with sections 8, 16, 301,
and 401 of title 13 and section 2108 of this title.

(c) TiTLE 13, UNITED STATES CODE.—This subchapter shall not be construed as authorizing the
disclosure for nonstatistical purposes of demographic data or information collected by the Bureau of
the Census pursuant to section 9 of title 13.

(d) VARIOUS ENERGY STATUTES.—Data or information acquired by the Energy Information
Administration under a pledge of confidentiality and designated by the Energy Information
Administration to be used for exclusively statistical purposes shall not be disclosed in identifiable form
for nonstatistical purposes under—

(1) section 12, 20, or 59 of the Federal Energy Administration Act of 1974 (15 U.S.C. 771, 779,
790h);



(2) section 11 of the Energy Supply and Environmental Coordination Act of 1974 (15 U.S.C.
796); or

(3) section 205 or 407 of the Department of Energy Organization Act (42 U.S.C. 7135, 7177).

(e) SEcTION 201 oF CONGRESSIONAL BUDGET ACT OF 1974.—This subchapter shall not be
construed to limit any authorities of the Congressional Budget Office to work (consistent with laws
governing the confidentiality of information the disclosure of which would be a violation of law) with
databases of Designated Statistical Agencies (as defined in section 3576(e)), either separately or, for
data that may be shared pursuant to section 3576(c) or other authority, jointly in order to improve the
general utility of these databases for the statistical purpose of analyzing pension and health care
financing issues.

(f) PREEMPTION OF STATE LAW.—Nothing in this subchapter shall preempt applicable State law
regarding the confidentiality of data collected by the States.

(8) STATUTES REGARDING FALSE STATEMENTS.—Notwithstanding section 3572, information
collected by an agency for exclusively statistical purposes under a pledge of confidentiality may be
provided by the collecting agency to a law enforcement agency for the prosecution of submissions to
the collecting agency of false statistical information under statutes that authorize criminal penalties
(such as section 221 of title 13) or civil penalties for the provision of false statistical information, unless
such disclosure or use would otherwise be prohibited under Federal law.

(h) ConsTRUCTION.—Nothing in this subchapter shall be construed as restricting or diminishing
any confidentiality protections or penalties for unauthorized disclosure that otherwise apply to data or
information collected for statistical purposes or nonstatistical purposes, including, but not limited to,
section 6103 of the Internal Revenue Code of 1986.

(i) AUTHORITY OF CONGRESS.—Nothing in this subchapter shall be construed to affect the
authority of the Congress, including its committees, members, or agents, to obtain data or information
for a statistical purpose, including for oversight of an agency’s statistical activities.

PART B—CONFIDENTIAL INFORMATION PROTECTION
§ 3571. Findings

The Congress finds the following:

(1) Individuals, businesses, and other organizations have varying degrees of legal protection
when providing information to the agencies for strictly statistical purposes.

(2) Pledges of confidentiality by agencies provide assurances to the public that information
about individuals or organizations or provided by individuals or organizations for exclusively
statistical purposes will be held in confidence and will not be used against such individuals or
organizations in any agency action.



(3) Protecting the confidentiality interests of individuals or organizations who provide
information under a pledge of confidentiality for Federal statistical programs serves both the
interests of the public and the needs of society.

(4) Declining trust of the public in the protection of information provided under a pledge of
confidentiality to the agencies adversely affects both the accuracy and completeness of statistical
analyses.

(5) Ensuring that information provided under a pledge of confidentiality for statistical
purposes receives protection is essential in continuing public cooperation in statistical programs.

§ 3572. Confidential information protection
(a) PurRPOSES.—The purposes of this section are the following:

(1) To ensure that information supplied by individuals or organizations to an agency for
statistical purposes under a pledge of confidentiality is used exclusively for statistical purposes.

(2) To ensure that individuals or organizations who supply information under a pledge of
confidentiality to agencies for statistical purposes will neither have that information disclosed in
identifiable form to anyone not authorized by this subchapter nor have that information used for
any purpose other than a statistical purpose.

(3) To safeguard the confidentiality of individually identifiable information acquired under a
pledge of confidentiality for statistical purposes by controlling access to, and uses made of, such
information.

(b) USE OF STATISTICAL DATA OR INFORMATION.—Data or information acquired by an agency
under a pledge of confidentiality and for exclusively statistical purposes shall be used by officers,
employees, or agents of the agency exclusively for statistical purposes and protected in accordance
with such pledge.

(c) DISCLOSURE OF STATISTICAL DATA OR INFORMATION.—

(1) Data or information acquired by an agency under a pledge of confidentiality for
exclusively statistical purposes shall not be disclosed by an agency in identifiable form, for any use
other than an exclusively statistical purpose, except with the informed consent of the respondent.

(2) A disclosure pursuant to paragraph (1) is authorized only when the head of the agency
approves such disclosure and the disclosure is not prohibited by any other law.

(3) This section does not restrict or diminish any confidentiality protections in law that
otherwise apply to data or information acquired by an agency under a pledge of confidentiality for
exclusively statistical purposes.



(d) RULE FOR USE OF DATA OR INFORMATION FOR NONSTATISTICAL PURPOSES.—A statistical
agency or unit shall clearly distinguish any data or information it collects for nonstatistical purposes (as
authorized by law) and provide notice to the public, before the data or information is collected, that
the data or information could be used for nonstatistical purposes.

(e) DESIGNATION OF AGENTS.—A statistical agency or unit may designate agents, by contract or by
entering into a special agreement containing the provisions required under section 3561(2) for
treatment as an agent under that section, who may perform exclusively statistical activities, subject to
the limitations and penalties described in this subchapter.

(f) FINES AND PENALTIES.—Whoever, being an officer, employee, or agent of an agency acquiring
information for exclusively statistical purposes, having taken and subscribed the oath of office, or
having sworn to observe the limitations imposed by this section, comes into possession of such
information by reason of his or her being an officer, employee, or agent and, knowing that the
disclosure of the specific information is prohibited under the provisions of this subchapter, willfully
discloses the information in any manner to a person or agency not entitled to receive it, shall be guilty
of a class E felony and imprisoned for not more than 5 years, or fined not more than $250,000, or both.



Attachment C
Confidential Nature of BLS Statistical Data

Date: September 21, 2006

Commiissioner's Order No. 1-06

Subject: Confidential Nature of BLS Statistical Data

1.

Purpose. The purpose of this Order is to state the Bureau of Labor Statistics (BLS) policy concerning the
confidential nature of BLS statistical data.

Reference Office. Office of Administration, Division of Management Systems.

Authority. Secretary's Order 39-72, "Control of Data and Information Collected by the Bureau of Labor
Statistics," assigns the Commissioner of Labor Statistics responsibility for confidentiality policy and
procedures related to the protection of BLS data and for deciding on all requests for public disclosure of data
collected by the BLS. The Confidential Information Protection and Statistical Efficiency Act of 2002 (CIPSEA),
Title 5 of Public Law 107-347, establishes statutory provisions protecting the confidentiality of data collected
by Federal Executive Branch agencies for exclusively statistical purposes under a pledge of confidentiality.
The Workforce Investment Act of 1998, Public Law 105-220, section 309(a)(2), establishes statutory
provisions protecting the confidentiality of data collected through the Federal/State Labor Market
Information programs. The Federal Statistical Confidentiality Order issued by the Office of Management and
Budget, 62 Federal Register 35043 (June 27, 1997), establishes a consistent government policy protecting
the confidentiality interests of respondents who provide information for Federal statistical programs.

Directives Affected. Commissioner's Order 3-04, "Confidential Nature of BLS Records," is replaced by this
Order. In all cases where Commissioner's Order 3-04 is cited as the BLS policy, this Order is henceforth the
applicable document.

References. Administrative Procedure 2-05, “Responsibility for Safeguarding Confidential Information,”
Administrative Procedure 2-06, “Informed Consent Procedures,” Commissioner’s Order 3-00, "Contracts and
Agreements Involving BLS Confidential Data or Privacy Act Data,” Commissioner’s Order 4-00, “Advance
Release of Embargoed News and Data Releases,” Commissioner’s Order 1-05, “Authorizing Advance Access
to or Publication of Non-Embargoed News and Data Releases,” and Administrative Procedure 2-99,
“Requests for Records Under the Freedom of Information Act” provide additional information on the BLS
confidentiality policy.

Definitions. For purposes of this Order:

a. Confidential information includes:

i. Respondent identifiable information. Any representation of information that permits the identity of
the respondent to whom the information applies to be reasonably inferred by either direct or
indirect means.

ii. Pre-release economic data. Statistics and analyses that have not yet officially been released to the
public, whether or not there is a set date and time of release before which they must not be
divulged.




b.

a. Embargoed data. Pre-release economic data for the Principal Federal Economic Indicators
produced by the BLS. Currently, the following BLS data series have been designated by OMB as
Principal Federal Economic Indicators: the Consumer Price Index, Employment Situation,
Employment Cost Index, Producer Price Indexes, Productivity and Costs, Real Earnings, and U.S.
Import and Export Price Indexes.

b. Non-embargoed data. Non-embargoed data include all economic data produced by the BLS that
are not designated as Principal Federal Economic Indicators. This includes statistics and analyses
that have not yet officially been released to the public, whether or not there is a set date and
time of release before which they must not be divulged.

Respondent. A person who, or organization that, is requested or required to supply information to the
BLS, is the subject of information requested or required to be supplied to the BLS, or provides that
information to the BLS. A person or organization is not required to actually have provided information
to BLS, or have had information provided to BLS from another source, to be considered a respondent.

Statistical purposes. The description, estimation, or analysis of the characteristics of groups without
identifying the individuals or organizations that comprise such groups, and the development,
implementation, or maintenance of methods, procedures, or information resources that support such
purposes. This definition does not include any use of respondent identifiable information for
administrative, regulatory, law enforcement, adjudicatory, disclosure under the Freedom of Information
Act, or other similar purposes that affect the rights, privileges, or benefits of a particular respondent.

Statistical activities. The collection, compilation, processing, or analysis of data for the purpose of
describing or making estimates or tabulations concerning the whole, or relevant groups or components
within the economy, society, or the natural environment. Statistical activities include the development
of methods or resources that support those activities, such as measurement methods, models, statistical
classifications, or sampling frames.

Authorized persons. Officers, employees, and agents of the BLS who are responsible for collecting,
processing, or using confidential information in furtherance of statistical purposes or for the other
stated purposes for which the data were collected. Authorized persons are authorized access to only
confidential information that are integral to the program or project on which they work, and only to the
extent required to perform their duties.

Agents. Individuals who meet the definition of agent as set forth by CIPSEA and who have been
designated by the BLS to perform exclusively statistical activities through an Agent Agreement.

Disclose or Disclosure. The release of confidential information to anyone other than authorized persons
or the respondent who provided or is the subject of the data.

Advance Release. Providing a BLS news or data release (or any part or derivative of a release) to a
person or organization outside the BLS prior to its official date and time of public release.

Policy. In conformance with existing law and Departmental regulations, it is the policy of the BLS that:

Respondent identifiable information collected or maintained by, or under the auspices of, the BLS for
exclusively statistical purposes and under a pledge of confidentiality shall be treated in a manner that
will ensure that the information will be used only for statistical purposes and will be accessible only to
authorized persons.



b. Pre-release economic data, including embargoed data, prepared for release to the public will not be
disclosed or used in an unauthorized manner before they officially have been released, and will be
accessible only to authorized persons.

Designation of Authorized Persons. The following categories of individuals are authorized persons:

a. BLS officers and employees who take the oath of office and who sign the BLS Employee
Acknowledgment Letter when they enter on duty.

b. Individuals designated as agents who fall within one of the following categories:

(1)

(2)

(3)

(4)

(5)

State agency employees who are directly involved in the BLS/State cooperative programs, who are
subject to the provisions of the BLS/State cooperative agreement, and who have signed a BLS Agent
Agreement.

BLS contract employees whose contract under which they are working contains provisions that
includes the BLS confidentiality policy and who have signed a BLS Agent Agreement.

Individuals working under the authority of a separate government entity with which the BLS has
entered into a contract or other agreement that includes the BLS confidentiality policy and who
have signed a BLS Agent Agreement.

Researchers who are affiliated with an organization with which the BLS has entered into a contract
or other agreement that includes the BLS confidentiality policy, who are working on a temporary
basis on a statistical project of interest to the BLS, and who have signed a BLS Agent Agreement.

Any other individuals who are affiliated with an organization with which the BLS has entered into a
contract or other agreement that includes the BLS confidentiality policy. Such individuals must meet
the definition of an agent under CIPSEA, and must sign a BLS Agent Agreement.

Delegation of Authority for Designating Agents.

a. The authority for designating agents for access to the confidential National Longitudinal Survey of Youth
Geocode Files for statistical research is hereby delegated to the Senior Research Economist for
Employment Research and Program Development.

b. The authority for designating agents for access to the confidential Census of Fatal Occupational Injuries
Research File for statistical research is hereby delegated to the Assistant Commissioner for Safety,
Health, and Working Conditions.

c. The authority for designating agents for access to all other BLS confidential information is delegated to
the Associate Commissioner for the office in which the confidential information is maintained.

d. The authority for designating agents for administrative statistical activities that involve access to
confidential information is delegated to the Associate Commissioner for Administration.

e. The authority for designating agents for the provision of contracted services to the BLS that involve
access to confidential information is delegated to the Contracting Officer and the Contracting Officer’s
Technical Representatives assigned to oversee work on individual contracts.



10.

The authority for designating agents for the purposes of carrying out statistical activities with State
agencies with which the BLS has written agreements is delegated to the Associate Commissioner for Field
Operations and the Regional Commissioners.

. The authority for designating agents for access to BLS confidential information for authorized fellowship

programs is delegated to the Associate Commissioner for Survey Methods Research.

Implementation. In the execution of this general policy concerning confidential BLS records, the
following requirements shall be in effect:

Data collected in cooperation with another Federal or State agency for exclusively statistical purposes
under a pledge of confidentiality are covered by the policy of this Order and by applicable Federal laws
governing the handling of confidential information.

Files maintained by another Federal or State agency that are commingled with confidential information
collected by BLS for exclusively statistical purposes under a pledge of confidentiality are covered by the
policy of this Order and by applicable Federal laws governing the handling of confidential information.
Further, any data, including publicly available data, that are commingled with confidential information
covered by this Order are to be treated as confidential and handled in accordance with this policy.

Universe lists derived from data provided to the BLS for exclusively statistical purposes under a pledge of
confidentiality shall be kept confidential.

The survey sample composition, lists of reporters, names of respondents, and brand names shall be kept
confidential, regardless of the source of such lists or names.

Publications shall be prepared in such a way that they will not reveal the identity of any specific
respondent and, to the knowledge of the preparer, will not allow information concerning the
respondent to be reasonably inferred by either direct or indirect means.

Frequency count data of establishments tabulated by the Quarterly Census of Employment and Wages
(QCEW) are not considered confidential since general information about an establishment, particularly
information on the establishment location and line of business (or industry) that would be used in a
frequency count table, is publicly available. All other information maintained by BLS in the QCEW file,
including the employment and wages of establishments, is considered confidential and must be handled
in accordance with this policy and applicable Federal law.

Graphical representations of data, including maps, may be disclosed to the public only if the table
underlying the graphical representation meets BLS disclosure criteria.

All individuals or organizations, government or private, who enter into a contract or other agreement
with the BLS for the collection, processing, maintenance, or storage of data shall conform to CIPSEA and
other applicable Federal laws, to the BLS confidentiality policy, to Commissioner's Order 3-00,
"Contracts and Agreements Involving BLS Confidential Data or Privacy Act Data,” and to all specific
procedures published pursuant to this Order.



i. Each BLS/State cooperative agreement shall designate a State official to serve as a State Cooperating
Representative. The State Cooperating Representative shall act as the BLS representative for ensuring
that all provisions of the BLS confidentiality policy are understood and complied with in the cooperating
State agency. The State Cooperating Representative and all other State agency personnel who receive
access to BLS confidential information must be designated agents of the BLS in accordance with Section
8, “Designation of Authorized Persons.”

j. Any restrictions placed by international sources upon the use of data obtained from those sources shall
be observed. Also, any limitations placed by the Department of State or other agency upon the use,
dissemination, or handling of data obtained through Foreign Service channels shall be observed
wherever applicable.

k. BLS officers, employees, and agents who are responsible for collecting data shall not sign any
confidentiality agreements required by respondents. Such agreements may be forwarded to the
Division of Management Systems for consideration. Signing of building entrance logs, which sometimes
may contain confidentiality language, is allowed.

I.  Programs are responsible for complying with Disclosure Review Board (DRB) policies established under
BLS Statistical Policy Directives. In addition, when specific disclosure limitation issues arise, programs
are responsible for consulting with the DRB prior to disseminating potentially confidential information.

m. In order for data obtained solely from a publicly available source to be covered under this Order, a
pledge of confidentiality must be provided to the person or organization that is the subject of the
information.

n. Programs may provide data to other BLS programs, with management approval, for the statistical
purposes of data reconciliation.

0. Under limited circumstances, advance release of pre-release economic data is permitted with the
authorization of the Commissioner. Advance release of embargoed data is permitted only under the
conditions set out in Commissioner’s Order 4-00, “Advance Release of Embargoed News and Data
Releases.” Advance release of non-embargoed data is permitted only under the conditions set out in
Commissioner’s Order 1-05, “Authorizing Advance Access to or Publication of Non-Embargoed News and
Data Releases.”

11. Exceptions Under Conditions of Informed Consent. Exceptions to the general policy relating to the
disclosure of confidential information set forth in Section 7, "Policy," or to the provisions listed in Section
10, "Implementation," shall be granted only under the conditions of informed consent. Proposed informed
consent arrangements shall be developed in consultation with the Division of Management Systems and
must be authorized by the Commissioner prior to implementation in accordance with Administrative
Procedure 2-06, “Informed Consent Procedures.”

12. Assignment of Responsibility.
a. The Commissioner of Labor Statistics approves all confidentiality policies and procedures related to the

protection of BLS confidential information and decides all requests for public disclosure of data collected
by the BLS.



b. The Associate Commissioner for Administration is assigned responsibility for the following:

(1) Developing and overseeing all BLS-wide policies and procedures for the safe handling of BLS
confidential information.

(2) Ensuring BLS-wide compliance with confidentiality laws, policies, and procedures.

(3) Overseeing the development and implementation of regular confidentiality training for all BLS
employees and agents.

(4) Serving as a BLS Disclosure Officer deciding on requests for public disclosure of BLS confidential
information under the Freedom of Information Act (FOIA) and for establishing BLS-wide procedures
for the handling of requests for records under FOIA.

c. All Associate Commissioners are responsible for ensuring full compliance with all confidentiality laws,
policies, and procedures within their organization.

13. Disciplinary Actions. It is the policy of the BLS to enforce the provisions of this Order to the full extent of its
authority. Any unauthorized disclosure or use of confidential information by a BLS officer or employee may
constitute cause for the BLS to take disciplinary action against that officer or employee including, but not
limited to, reprimand, suspension, demotion, or removal. Any unauthorized disclosure or use of confidential
information by a BLS contractor or other agent may constitute cause for removal from further work under
the contract or other agreement through which access to confidential information is authorized or
termination of the contract or other agreement. Furthermore, a knowing and willful disclosure by a BLS
officer, employee, or agent of respondent identifiable information collected for exclusively statistical
purposes under a pledge of confidentiality would be a violation of CIPSEA and potentially other applicable
Federal laws that carry criminal fines and penalties.

14. Effective Date. This Order is effective immediately.

PHILIP L. RONES
Acting Commissioner of Labor Statistics



Attachment D

BLS AGENT AGREEMENT

1.1, [Name BLS Designating Official], an authorized official of the Bureau of Labor Statistics (BLS), U.S.
Department of Labor, hereby designate [Name of Agent] as a temporary Agent of the BLS, within the
meaning of the Confidential Information Protection and Statistical Efficiency Act (CIPSEA), (Attachment
A), to serve in accordance with this Agent Agreement and agreements entered into between the BLS
and [Name of Contractor], hereinafter “the Contractor,” for BLS-approved statistical activities, and
applicable Federal law.

2.1, [Name of Agent], hereby accept the designation as Agent in paragraph 1. | certify that | have read
all applicable agreements between the BLS and the Contractor and promise that | will comply with all
provisions of this Agent Agreement, all agreements between the BLS and the Contractor, and
applicable law. | will assure that my actions or inactions do not cause the Contractor to violate its
responsibilities under those agreements. | specifically swear (or affirm) to comply with all provisions of
law that affect information acquired by the BLS, including, but not limited to, CIPSEA, the Privacy Act,
the Trade Secrets Act, and the Wagner-Peyser Act, and | understand that my failure to comply with
these provisions may subject me to criminal sanctions.

3. We, the parties, understand that the BLS is granting the Agent access to confidential information
only for the purpose of carrying out the Agent's responsibilities under written agreements between the
BLS and the Contractor. Confidential information includes respondent identifiable information which is
protected from unauthorized use or disclosure under CIPSEA. Confidential information may also
include pre-release, personally identifiable, and restricted access information. The BLS will grant
access only to that confidential information which is necessary to carry out the Agent’s responsibilities
under written agreements between the BLS and the Contractor. The Agent will not seek or obtain such
confidential information for any other purpose. The Agent will return all confidential information to
the BLS, at the request of the BLS. The Agent will return this information to the BLS when the Agent is
no longer affiliated with the Contractor or when the Agent has no further responsibilities under these
agreements which require access to such information.

4.1, [Name of Agent], will perform all activities subject to this agreement under the control of the BLS
Contracting Officer Representative or any other BLS official that the BLS designates. |, the Agent, agree
to comply with all BLS information policies.

5. We, the parties, understand and agree that the Agent will not be an employee of the United States
government, the Department of Labor, or the BLS for any purpose and will not receive compensation
or payment of any kind from the BLS, the Department of Labor, or the Government in connection with
the Agent's activities under this agreement or any other agreements between the BLS and the
Contractor. Neither this agreement nor any agreement between the BLS and the Contractor provides
any right of access to BLS information. The parties also understand and agree that the BLS may decline
to give the Agent access to information and/or to terminate this agreement at any time, without
notice. The parties agree that neither this agreement, nor any termination thereof will result in any
legal liability by the BLS, the Department of Labor, or the Government; however, termination will not



affect the Agent's continuing obligation to safeguard all confidential information, and it will not affect
any license granted to the Government or any intellectual property rights of the public or the
Government pursuant to section 6.

6. I, [Name of Agent], understand that | will not acquire any property rights or interests in data
accessed, used, or provided as a result of activities performed under this agreement.

7.1, [Name of Agent], certify that | currently am an employee of the Contractor, and | will notify the BLS
if I should no longer be affiliated with the Contractor or of any change of status with the Contractor.

8.1, [Name of Agent], fully understand my responsibilities to protect confidential information from
unauthorized disclosure. | will comply with all instructions of the BLS with respect to such information
and all security requirements and will avoid all improper use or disclosure of confidential information.
| will notify the BLS immediately if | become aware of any request or demand for access to confidential
information. | understand that under CIPSEA, the penalty for a knowing and willful disclosure of
respondent identifiable information is a class E felony with a fine of not more than $250,000 or
imprisonment for not more than 5 years, or both.

[Name of Agent]
[Agent’s Organization]

[Name of BLS Official]
Bureau of Labor Statistics
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English
Page 1

o b state_logo jpg

SR _rund
IDCE # (tZNETRM Bt Bapcd IO A si160
REFERENCE DATE: NOVEMEER 12, 0D P S460 80 LT R e OOOOOEEXED- 1 2348

QC# ot

CONTACT NANE ESTABLSHIMENTS PROVIDING ADVICE AND ASSISTANCE TO
TITLE BUSINESSES AND OTHER ORGANEATIONS ON SCIENTIFIC AND
ESTABLIEHMENT NAME TECHNCAL BSUES,
123 MAIN ST

REPORT FOR: ALL ST ENMPLOYEES
‘ CITYVILLE ST 1248




Page 2

Instructions

Report employees workang at the location specified in the address label on page 1.
Report emplopees who are on paid leave of assigned temporarily to other work locations,
Report paid owners and officers of incorporated firms.

¢ Donetreport contract workers of owners of parters of unincorporated firms.

Reporting]Job Titles:

+  Report employee job tes according to the work they are doing, not their training.
Exampie’ Report an employes working a5 o drafter, but eined as an engineer, as o drafter,

¢ Supervisors who spend ot least 80 parcent of their me supenvising should be reported separately from supervisors of lead
workers who spend less than 80 percent of their Sme supervising.

Exampie: Report & head cashier a3 o supendsor of cashiers if they spend more than 80 percent of thelr time
superising other oashiers . Raport tham as & cashier If they spand less than B0 parcent of thelr tme superdsing
othel oashiers.

o Report helpers separately fom the people they are halping
Example: Report owpenters separately fom carpenter helpers.

Reporting Wage Rates
o  Report an hourly wage rate of annusl selary for full-Sme emplopees. Report hourly wage rates for part-ime employees, If
wage rates ore recorded differenty, such as by the month, convert them w an hourly wage rate.
¢ Report employees by their sctsl wage rates. Please do not report an average wage rate for all employees in an
DOCUpaton.

¢ For employees who esin Bps, commissions, of piece-rate payments, caloulate their hourly wage rate or annual earnings,
including their base pay plus Sps, commissions, of piece rates.

-

Include when reporting vages Exclade when reporting wages

+ Base rate + Anendance bonus * Overtime pay

* Commissions * Back pay * Perquisites

* Tips - Draw « Profitsharing pay ment
+ CostoHiving allowance + Holiday bonus * Relocation allowsnce
+ Deadhesding pay * Holiday premium pay * Tuition repayments




Page 3

IDCF# 001234567690

1. Make corrections to the company name of address if needed.

Company:

Address:

2. Please fil in the nama, email address, and phone number of the
person we should contactif we have questions

Name:

Phone:

3. Entar he total number of @ mployees during the pay
petiod thatineluded Novemsber 12, 2020

Form Spproved OM.B. M0 122040042

Occupational Employment Statistics Report

4. e industry description below is notcorfect, desclibe your

primary activity in the provided space,
NAKS S41620
ESTABLISHMENTS PROVIDING ADVICE AND ASSISTANCE TO

BUSINESSES AND OTHER ORGANEZATIONS ON SCIENTIFIC AND
TECHNEAL BSUES,

Report:
Each job title and & brief deseription of job duties
Exacthourly wage rate for éach part-ime e mployee
Exacthourly wage rate or annual salary for esch full-time &mplo
lob title and Drier desorniption of dutie

Human Rewarces Manager = Dinct human rewurces departmest

5. Plesse istaach amployee during the pay period thatincluded November 12, 2020 Please copy this sheetif you naed more space.

Do not report;

Employee names

Employee Social Security numbers
COntract workers

® of employeas in this job

(hourly or annual)

3125214

With this exact wage rate
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About the Occupational Employment Statistics (OES) Program

! « DES publishestotal employment levels and average wage rates for over 800 occupations nationwide,

« Data are available by state, metropolitan, and other substate areas, or by industry.

» Yourresponse is stricthy confidential per the Confidential Information Protection and Statistical
Efficiency Act. The full BLS Confidentiality Pledge is available at
WWW.BLS.GOV,/BLS, /CONFIDENTIALITY.HIM

OES Data Uses Average annual wages of selected occupations, May 2018

OES data are used 1o identify e S $78.520
employment demands in specific
geographic areas orindustries. Repmered rrses NN 578510
Computer user support mecnis [N 558.0%0

Employers use OES data to ensure rya—— _ $51.960
th ng competitive s

TEAAPALIITPOIRS e operces [ 551120
Students, counselors, veteran Heavy and tractor-traver truck rvers [N 545,570
services organizations, workforce Cusomer servee repr emntaves [ s%.420

agencies and job seekers use DES
wage and employmentinformation
for education and career planning.

Average annual wage

janaors sna ceane's [ §24,950

More Information about OES

« Find data for your state here: WWAW.BLS.GOV/0ES/CURRENT/OESSRCST.HTM
» Find data for your industry here: WWW.BLS.GOV/0ES/CURRENT/OESSRCI.HTM




SPANISH FORM

Page 1
* SO masa e Para informacion adicional:
L i Teléfonos: (787) 754-5349/754-5300 exts. 3017, 3018
Fax: (787) 765-4687 & (787) 772-9430 (24 horas)
Hon. Brisebds Torres Reves
Seeretarin
Estimado patrono,

Su compefiia has sido seleccionada para participar en el programa de Estadisticas de Empleo por Ocupacion
(OES por sus siglas en inglés), el cual es llevado a cabo por el Departamento del Trabajo y Recursos Humanos
en cooperacion con el Negociado de Estadisticas del Trabajo Federsl La informacion de este programa es
usada para sustentar las decisiones educativas y de capacitacion pars ayudar a crear una fuerza laboral
diestra.

Todo lo que necesitamos de usted es el titulo de trabajo especifico, una breve descripcion de las tareas, y el
salario de cada empleado del establecimiento especificado en la direccion para el periodo de pago que incluye
¢l 12 de noviembre de 2019. Muchos sistemas de némina pueden producir un reporte electronico con la
informacion que necesitamos, pero por favor remueva informacion como los nombres o los nimeros de seguro
social de los empleados. La informacion que usted provea sera usada para propositos estadisticos
solamente, y toda la informacion que identitique establecimientos no-gubermmamentales se mantendra en
estricta contidencialidad hasta el grado maximo permitido por ley.

Hay varias maneras de proveer su informacion:
En linea = Entre s HTTPS://IDCFOES.BLS.GOV. Siga las instrucciones incluidas al reverso para
iniciar la sesion y enviar su informacion.

Correo Electronico —* Envie un correo electronico s OESPUERTORICO@IDCF.BLS.GOV con la
informacion solicitada. Por favor incluya el niumero IDCF de 12 digitos impreso al reverso en la parte
superior de la direccion.

Telefono = Liamenos al 787-7564-5349 y con gusto tomaremos su informacion. Este es con
frecuencia el método mas rapido para establecimientos con menos de 20 empleados.

Si usted tiene preguntas o si podemos ayudarie a enviar su informacion, por favor contactenos. Para mas
Iinformacion, visite &l sitio WWW.BLS.GOV/RESPONDENTS,/OES.

Por favor responda dentro de las proximas dos semanas. Su respuesta a tiempo ayudara a ahorrar dinero a
los contribuyentes al eliminar la necesidad de hacer envios postales y llamadas telefonicas adicionales.

Gracias por su tiempo y atencion - nosotros apreciamos su ayuda.

Sinceramente,

Luis V. Vega Rrvera

Supervisor del Programa OES
mmammﬁwamaiTmmmmawmuuumamm
Para Tansmitr datos envueive OEM0s nesgos nt alidad de estos datos Las p de

Mpﬂdmwmmm €508 nesgos, pero ¢ NET esti comprometdo con & ¢ able de La inf &
confidencal y toma mecicas de segurdad NGUIOSas Para Profeger [a confidencabaad de 1 formacon que bene en Su PaSeson.




Attachment F
PRENOTE EXAMPLES
English
Highlighting is not to be printed. It shows the location of variable information and the two different
files that information comes from.

U.S. Department of Labor
Bureau of Labor Statistics

Address Label (Attachment J) Industry Label (Attachment K)

Please respond by: [SSIIISRStISNS:

Dear Employer,

Next month, youwill receive s request from SSISISIBEEREIN 1o provide occupational and wage data forthe
Occupat | Employment Statistics (OES) program, which isthe primary source of occupation and wage statistics
inthe nation. The purpose of this letter is to verify your company name and identify a contact personwho can
provide the requested information when we contact you again.

1. Verifythe company name . |5 the letter addressedto the correct company? If the company name is correct,
continue to step 2. If itis not correct, call us ot ERRRSHPRSRES.
2. Submit contact information. Tell uswho should receive the DES data request. You can provide the contact
information using amy of the following options:
*  Online = Goto HITPS:/ADCFOES.BLS.GOV and enter the 11-digit IDCF number printed above your
address at the top of this page to log in. Followthe instructions to submit your contact information,

o Email > Send an email to SESIELEMEIR with the information requested in the contact form below. Please
include the 10-digit schedule number printed above your address at the top of the page. Itis easiestfor us
if you type the information directly into the email, rather than scanning this page.

¢ Fax - Fill outthe form below and faxthis page 1o [SESEIN.
*  Phone - Callus ot STSIEIPRGRE

Contact Person:

Company Name:
Mailin g Address:
City, State, Zip:
Phone #(with ext):
Email address:

if yo o respond dec troncolly or pro e yo or emed eddress, we mey emaid yo u ebo ut Dcc upe tonel Employment Sto s ics in the foture.
By low, oll informe Son you pro vide © s is kept s tic gy conficon o,
A aparmcpast v 3 Bvean of Lo STRecs (BLS sUmIcal somey, you £000KD De 3ware B3t we Of ¢ kCTOIK T3asm a3l meBod I reporthg data
D e BLS hoobes ceriah Mbemal ks D Be covfea@illy of Bore Gt Farther, you Shotkd De 2ware Bat respoisblk ekctiorl ransm Ml
prachces & ed Dy Be ELS canol compieRly «im hae Boge rgks Tie BLS & comm Med © De regporsDie teament of comdeatial lvbm 3000
ad tkes TQOMOAS seCaily mea s D PORCT CoiI Tl WDEM W00 1 posTess Dy




Spanish
Variable information location is shown on the English example on the previous page.

Return Address U.S. Department of Labor
(Attachment M) g e
Address Label (Attachment J) Industry Label (Attachment K)

Fecha de devolucion: 25 de octubre de 2019

Estimado patrono:

£l proximo mes usted recibira una solicitud del Negociado de Estadisticas del Departamento del Trabajo para
proveer datos ocupacionales y sslarios para ¢l programa de Estadisticas de Empleo por Ocupacion, el cual s la
fuente principal de estadisticas sobre ocupaciones y salarios en la nacion. El propdsito de esta carta es verificar el
nombre de su compafiia & identificar s la persona de contacto que puede proveer la informacion solicitada
cuando 108 volvamos a cortactar.

1. Veritique el nombre de su compania. jEsts la carta dirigida a la compafila correcta? Si el nombre de la
compafiia s correcto, continue al paso 2. Si no es correcto, llamenos al 7TH7-754-5349.

2. Provea la informacion de contacto. Diganos quién debe recibir la solicitud de datos del programa. listed
puede proveer la informacion de contacto a través de las siguientes opciones:

* En linea - Acceds el enlace HTTPS:/ /IDCFOES.BLS.GOV & ingrese el numero de 12 digitos que aparece en
la parte supenor de su direccion arriba de la pagina. Siga las instrucciones para enviar la informacion de
contacto.

* Correo Electronico - Envie un correo electronico s OESPUERTORICO@IDCF.BLS.GOV con la informacion
solicitadsa abajo en el formulario de contacto. Por favor incluya el numero de 12 digitos que aparece en la
parte superior de su direccion arriba de la pagina. Es mas facil para nosotros si usted escribe la
informacion directamente en un commeo electronico, en lugar de escanear esta pagina.

* Fax - Compiete el formulano en la parte inferior y envielo por fax al 7T87-765-4687.

* Teléfono - Liamenos al TH7-754-5349.

Persona Contacto:
Titulo de Trabajo:
Nombre de la Compania:
Direccion Postak:

Cuidad, Pueblo, Codigo Postak
Telétono £ (con extk

Correo Blectronico:

MMﬂnmﬂwuthwmmmﬂwMﬁ“dmmm
electronicos para transmity Satos envusive Cenos resgos nherentes 3 (3 confidenciaidad dF est0s datos. Las practcas responsables de tansmison
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Attachment G
INITIAL COLLECTION LETTER Version1 Pagel

Return Address
(Attachment M)

Address Label (Attachment J) Industry Label (Attachment K)

Information for Completing the Occupational Employme nt Statistics (OES) Report Online

You sre being asked 1o report e occupation and wage information sbout the employees et the looation specified after “Report
for® in the malling sddiess for e pay penod that included November 12, 2019

Hyour establishment has sstate_cutofle of more employees, we recommend uploading o spresdsheet of report from your payroll
of personnel system. We prefer Excel Sles (dsx), but cen sccept almost any file formaet except executable (.exe) files,

1 Gow WTTPSy WDCFOES.BLS.GOV Thisis & secure website, and the entire address needs to be typed into your web browser,

IMPORTANI: To protect your data, your session will time _out if you spend 30 minutes on a page. A warning
will appear when five minutes remain. If you do not click “Stay Connected” to extend your session, your data
will be lost and you will have to log in again.

We do not receive your data until you click “Submit Data to BLS” or “Send” at the end of the process.

2. Enter the 12-digit IDCF number printed sbove the mailing address at the top of the page. Follow the instuctions to complete
the security check,

3. Follow the insTuctons 1 enter mformation about the employ ot the locab pecified after “Report for” in the mailing
address. You will be duected W either the dats enty page of the file upload pege based on the size of your establishment.
Each page has & link pou cen use © switth 1o the other submission method if you would prefer.

4. Follow the instucBons 10 enter your data im0 an onfine form or select s file W upload.

8. Ifpou entered your dets into the online form, you will be sble to review your data and download and save a copy as an
Excel file before submiting it Chck “Submit Dats to BLS” 1 complete the submission. You will receive a confirmation
email. Please ssve this emal in case there are questions about your submission.

b. Ifyou selected & file w uplosd, cick “Send” 0 submit it. On the next page, click "Continue” to send a confirmation
email 1 pourself. Please save this emall in case there are questions about your submission.

That's it - you're done! Ifpou have questons of require assistance, please contact us at-state_phones

Thank you for your time - employers like you are the ONLY source of this information!




INITIAL COLLECTION LETTER Version 1 Page 2

ARIZONA |

OFFICE OF ECONOMIC OPPORTUNITY Director
100 NORTH SEVENTH AVENUE « SUITE 400
PHOENIX, ARIZONA B5007
(602) TT1-1128

Dear Employer,
Yourfirm has been selected to participate in the Occupational Employment Statistics (OES) program, which is

conducted by «state_sagencys in cooperationwith the U.S. Bureau of Labor Statistics. OES information is used
10 support education and training decisions to help build a skilled workforce

-state_mandatory-

Allwe need from you is the specific job title, a brief description of duties, and the wage rate for each employee
at the location specified after “Report for” in the mailing address for the pay period that included November
12, 2019

Many payroll systems will produce an electronic reportwith the informationwe need, but please remove
information like employee names and Social Security numbers. The information you provide will be used for
statistical purposes only, and all identifying information for non-government establishments will be held in
strict confidence to the full extent permitted by law.

There are severalways to provide your information:

+ Online = Goto our secure site, HTTPS://IDCFOES.BLS.GOV. Log in using your unique 12-digit IDCF
number, printed above the mailing address on the other side of the page You can fill out a form online,
upload your own file, or download an Excel template.

*  Email = Send an email to .state_emails with the requested information. Please include your unique
12-digit IDCF number, printed above the mailing address on the other side of the page. e will send
you an Exceltemplate on request

¢  Phone > Call us ot «state_phones, andwe’ll be happyto take your information. This Is often the
fastest method for establishments with fewerthan 20 employees

I you have any questions or if we can help you submit your data, please contact us. Formore information,
wisit WAW.BLS.GOV/RESPONDENTS /OES «site_and. .state_site.

Please respond within two weeks. Yourtimely response will help save taxpayer money by eliminating the
need for additionsl mailings and telephone calls 1o you.

Thank you for your time and attention - we appreciate vour help

Sincerely,

«state_signature_1-
«state_signature_2-
«state_signature_3=

LS) st tcal £mey, wou $h01 De 3ware B3t are Of ekec
¢ Of Boge a3t Farder, you £h0tld De 3nas B3 0
BLS kcomm fMed © B¢ resposs D Teamert of




INITIAL COLLECTION LETTER Version 2 Page 1

Return Address
(Attachment M)

Address Label (Attachment J) Industry Label (Attachment K)

Dear Empioyer,

Your firm hes been selected 1o participate in the Occupational Employment Statistics (OES) program, which is conducted by
the Georgia Department of Labor in cooperation with the 11.S. Bureau of Labor Statistics.

What i jon do ! | ide?
All we need from you is the specific job titie, a brief description of duties, and the wage rate for each employee at the
location specified after “Report for” in the mailing address for the pay period that included November 12, 2019.

Is this report iandatory?

Yes. This report is mandatory under the Official Code of Georgia Annotated Section 34-8-121.

How will my mformation be used?

The information you provide will be used for statistical purposes only. All identifying information for non-government
establishments will be held in strict confidence to the full extent permitted by law. OES information is used to support
educsation and training decisions to help build & skilled workforce.

H ! x = on2
You can upload or email a spreadshest or fill out a form online. Many payroll systems will produce & report with the
nformation we need. Plesse remove personally identifisble information like employee names and Social Security numbers.
* Online - Go 10 our secure site, HTTPS://IDCFOES.BLS.GOV. Log in using your unique 12-digit IDCF number, printed
above the mailing address ot the top of the page. You can fill out a form online, upload your own file, or download an
Excel tempilate

* Email & Send an email 1o OESGEORGIA®IDCF . BLS.GOV with the requested information. Please include your unique
12-digit IDCF number, printed sbove the maiing address at the top of this page. We will send you an Excel template on
request

* Phone - Call us st 404-232-3875, and we'll be happy to take your information. This is often the fastest method for
establishments with fewer than 20 empioyees.

When do | need to provide nuy intormation?
Please respond within two weeks. Your timely responses will help reduce program costs and Save taxpayer money by
eliminating the need for sddtional madings and telephone calls 1o you.

What it | have questions?
If you have any questions or f we can help you submit your dats, please call or email us. For more information, visit our
page for respondents st WWW.BLS.GOV /RESPONDENTS, OES.

Thank you for your time and attention - we appreciate your heip.
Sincerely,

Mark Watson
Director
Workforce Statistics & Economic Research

As a particpant n 3 Bureau of Labor Statstics (SLS) statsacal survey. th—uMmdmmm“mdnb
e BLS mvoives certan mherent rsis 1o the confidentaity of those cata. Further, you should be aware that responsible electronic transmittal practices
employed by e BLS cannot completely elrmrate Tose nsks The BLS s commitied o the respons tle treatment of confdental nformation and takes
NQorous securty Measures io protect confidental nionTaton N 1S POSSESSOn.




INITIAL COLLECTION LETTER Version 2 Page 2

Information for Completing the Occupational Employment Statistics (OES) Report Online

You are being asked 10 report the occuy and wage info about the employees at the location specified after “Report
for” in the mailing address for the pay period thet included November 12, 2019.

If your establishment has 20 or more empioyees, we recommend uploading a spreadsheet or report from your payroll or personnel
system. We prefer Excel files | xisx), but can accept almost any file format except executable (. exe) files.

1 Goto HTTPS:/ /IDCFOES.BLS.GOV. This 5 a secure website, and the entire address needs to be typed into your web browser.

IMPORTANT: To protect your data, your session will time out it you spend 30 minutes on a page. A warning
will appear when tive minutes remain. It you do not click “Stay Connected” to extend your session, your data
will be lost and you will have to log in again.

We do not receive your data until you click “Submit Data to BLS™ or “Send™ at the end of the process.

2. Emter the 12-digit IDCF number printed sbove the mailing address on the other side of the page. Follow the instructions to
complete the security check.

3. Follow the instructions to enter information about the location specified after “Report for” in the mailing address printed on

the other side of the page. You will be directed to either the data entry page or the file upload page based on the size of
your estabishment. Each page hes a link you can use to Switch to the other submission method if you would prefer.

4. Follow the instructions 10 enter your data into an online form or select a file to upload.

8. [f you entered your data into the online form, you will be abie to review your dsta and download and save a copy as an
Excel file before submitting it Click “Submit Deta to BLS” to complete the submission. You will receive a confirmation
email. Please save this emasl in case there are gueshons about your submission.

b. If you selected & file to uplosd, click “Send” to submit it. On the next page, click “Continue” to send & confirmation
email 10 yourself. Please save this email in case there are questions about your submission.

That's it - you're done! If you heve questions or reguire assistance, please contact us at 404-232-3875.
Thank you for your time - employers like you are the ONLY source of this information!

SAVE TIME! [ Department [Jobtile [ Wage |
Warehouse | Forklift operator $16.00

Create your spreadsheet first! hesicas | Soatpuate _s:g,:

m ang e uum Eﬂ ! #

mmm,._..‘,";:':..;"!, mam.ﬂ-e Warehouse | Truck loader/unloader | $15.03
need is one column with job titles and description of Warehouse | Truck driver $45,000
duties and one column with wages. A column ksting T Webmaster 323.24
department s optional, but heipful. T Computer user support | $18.87
Office General manager $80.000

Upload the spresdsheet or other report at Office | Logistics manager | $68,140
HTTPS://IDCFOES.BLS.GOV o Hovtiiseper 317.22

We estmate that the tme requred 1o complete s report will vary from 10 mimutes 10 2 hours, depending on factors such as the size of the establsshment.
Ths 'hnh g daa Mdhm'.mm';w“mm
information mwmmum“m report. suggestions for reducing this burden,
Mth?&m?Lm Daision of Oo (1220-0042). 2 Ave NE, Sute 2125,
wmucmzn-Wumwu-muscszmm cooperaton 1o make the results of fhis report comprehensive.
mm;my You do not hawe 1o complete thes questonnare § tﬂmmaMﬂme Fomm Approved, OMB.
No. 1220-004;

Ths repont 5 mandatory under the O%ical Code of Georga Annotated Section 34-8-121.

The Bureau of Labor Statstes, &5 employees. agents. uwmw ﬂmh-ﬁmmmhmﬂmwm
ulhnunm“ﬂiuﬂnuunﬁl bylaw. in with the C.

Act (44 USC Secton 3581 et seq ) and other apphcable Federal laws, mmﬂmthmmmMmm

except n the case of state and local gowemnments. The BLS p from this report Tat may reveal the information reponted by
state and local govemments. Upon request. however nmuuuwmmmwwmmmmnm

Per the Federal Cybersecunty Enhancement Act of 2015, Federal nfo
screening of ransmitted data.




INITIAL Collection Letter Version 1 with School 6111 instructions page 1 (chosen by NAICS code of
establishment)

Return Address
(Attachment M)

Address Label (Attachment J) Industry Label (Attachment K)

Information for Completing the Occupational Employment Statistics (OES) Report Online

You are being asked to repon the occupation and wage information for the work location specified in your address above for the
pay period that included November 12, 2019

If your establishment has 20 or more employees, we recommend uploading a spreadsheet or report from your payroll or personnel
system. We prefer Excel files (_xdsx), but can sccept aimost any file format except executable (.exe) files and those over 35 MB.

+ [f reporting teachers (primary or secondary educators), specify the grade level and indicate if they teach Special
Education or Career, Technical, or Vocational Education.

+ For teachers or substitute teachers beng paid on a daily basis, report the daily wage and the number of hours in their
workdsy.

*  For faculty who work less than full-time but receive an annual salary, report the salary and whether they are employed
haif-tme, three-quarers time, one-third tme, two-thirds tme, etc.

1 Go to HTTPS://IDCFOES.BLS.GOV. This is a secure website, and the entire address needs to be typed into your web browser.

IMPORTANT: To protect your data, your session will tipue out it you spend 30 minutes on a page. A warning will
appear when five minutes remain. It you do not click “Stay Connected” to extend your session, your data will be
lost and you will have to log in again.

We do not receive your data until you click “Submit Data to BLS™ or “Send” at the end ot the process.

2. Emter the 12-digit IDCF number printed sbove your address at the top of this page. Follow the instructions to complete the
security check.

3. Follow the instructions to emnter information about the employees specified after “Repont for™ in the mailing address. You will
be directed 10 either the data entry page or the file upload pege based on the size of your establishment. Each page has a link
yOu can use to switch to the other submession method if you would prefer.

4. Foliow the instructions to enter your data into an online form or select a file or files to upload.

a. If you enter your data mto the online form, you will be able to review your data and download and save a copy as an Excel
file before submitting. Click “Submit Data to BLS" to complete the submission. You will receive a confirmation email.
Please save this email in case there are questions about your submission.

b. For file upload, click “Send” 10 submit your file{s). On the next page, click “Continue” to send a confirmation email. Please
save this email in case there are questions about your submission.

That's it - you're done! If you have questons or require assistance, please contact us.
Thank you for your time - employers like you are the ONLY source of this information!
We eshimate M the IMe reQuIrec D CoMpDMte Tis rEp0T wil wary O™ 10 TInUEs 1 2 howTs, depending On faCions Such 36 the &2¢ of the estabishment This nciudes time for

Fevieatng NETLCIONS. SSTING 106N Ga3 SOUTDES. gaeTNg 3n0 MaNInIng T Gata Nesded, and ana this Iformation. If you have any comments
regang Mese SETTEs O Ny O 2E0ECtE of TS fE00r. INCUANg for recuEIng IS Durden, sénd hem 10 e U 5. Bureau of Labor Division of
Cecupatonal Siatstcs (1220-0042) I VasEaThuEets Ase Sufte 2135, Washington, DC 20212 This report s authorzed by law 29 US.C. §2. We request

Empoyment
wnﬁu“%mfm—gmnm You @0 not have 1D complete this questonnaire I & does Not dspiay a currenty valid

The Bureau of Lator STRScs, 55 empoyess. 3gents, and parmer S0SICal 3gEncies, Wil USe e INTMAton You Provios for SLASHcal PUTposes only and wil hold the Information
In CONENcE 10 The Rl @Nent PErTImad Dy e In ACCORIINCE WER T COMMGEntial INfOMmation PTONECon and Sta0stca SMdency Act (44 USC Section 3561 et seq ) and ofher
SpPICADE FEORTE WS, YOUT TES00NEeS Wil NGt D6 GSCIOSEd 1 ISErtiatie TOFT &ANOUL YOUr MOMMEd CONSEnt SX0Ept In e Case Of Slale and IOCH QOVEMMEnts. The BLS
Pubiishes SESITH G0N Yo TS =0T P T3y reved e rormron 2y ste 03 10c qovemmenss. Lpon request Fowever. e B wik hoid e nformation
DIOVIGEA Dy S13te 3nd OGH GOVEMETS O TS fE00r ° COMfgence. Per T Cyversearty Act of 2015, Faceral nformaton systems are prosecied Som
MANCOUS ACDES ITOUG CYDEECUITY SCreening of Tansmites Gt




INITIAL Collection Letter Version 1 with School 6112 instructions page 1 (chosen by NAICS code of
establishment)

Return Address
(Attachment M)

Address Label (Attachment J) Industry Label (Attachment K)

Information for Completing the Occupational Employment Statistics (OES) Report Online

You are being ssked 10 report the occupation and wage information for the work location specified in your address above for the
pay petiod that included Nevember 12, 2019
Iyour establishment has 20 of more emplopess, we d uploading « spresdsheat or report from your payroll or personnel
systern. We prefer Excel fles (xisx), but can u«pt simost any file format except executable (.exe) files and those over 35 MB,
®  For professors or sdjunct seschers (postsecondary educetors), include the subject taught or department. For adjunot
teachers, please kst e per credit pay rate
*  For full-tme feculty being padd an annusl salacy, report their annual salary

*  For faculty who work less than All-Bme but receive an annusl salary, report the selary and whether they ere employed
half-time, tree-quarters Sme, one-thied Sme, Two-thirds tme, efo.

1. Gow HITPSy/NDCFOES.BLS.GOV. This is & secure website, and the entire address needs to be typed into your web browser,

IMPORTANI: To protect your data, your session will time out if you spend 30 minutes on a page. A warning will
appear when five minutes remain. If you do not click “Stay Connected” to extend your session, your data will he
lost and you will have to log in again.

We do not receive your data until you click “Submit Data to BLS” or “Send” at the end of the process.

2. Enter the 12-digit IDCF number printed sbowve your address at the top of this page, Follow the instructions to complete the
security check.

3. Follow the instuctions % enter mformation about the employees specified after "Report for” in the mailing address. You will
be directed 10 either the dats enty page o the file upload page based on the size of your establishment. Each psge has a link
you Ccan use 10 switch 10 the other submission method if you would prefer.

4. Follow the instuctons 10 enter your dats into an online form or select a file or files t upload,

a. Ifyou enter your data into the online form, you will be sble o review your data and download and save a copy as an Excel
file before submitiing. Chok “Submit Data ©0 BLS” 10 complete the submission. You will receive & confirmation email.
Plesse save this emad in case there we questions about your submission.

b. For file upload, click “Send” 1 submit powr fle(s). On the nert page, click "Continue” to send a confirmation email. Please
save this email in case here wre questions sbout your submission.

That's it - pou're done! Ifpou have questions of require assistance, please contactus.
Thank you for your time - employers like you are the ONLY source of this information!

W ez imak Fal Fe Ine egunes © congle B s 2o el sy vom Omruks o Zhous  depending on BCer suth a2 e A of e esbbiermend. Triz iIndudes Ime 53
reulewing ire huclons | sadhing edizing @b source s, jalheirg ord manining he daaresded, rd @mpie ing ard rukewing b ommalon., Wypou haue &y commenk
reganing hese esimakes o Ay ofer pecE of T mporl, INdulng fuggesions ©r meucrg His busen, serd Fem o e U 5. Buedu of Labor Sl b3, Dlukskon of
Oocopaloral Employmend Sals b (IZXHIDD). Il sachure b A BE, S 2135 Weringion, DC X212 Tris reporl i sulhoned by bw 25 U B0 _§2. e equesl your
cocperalon iomake Fe modle of Pe mpar congeterdee, ook, ard Imely . Youdo nol haue bcomgie e Rz gues lornate I111d0e: nol display 2 ourendy uald OME
conirol rember. fom Appropes, O M B 8o TZEMIDAGD

Tre Bueay of Labor @l b, |k englogee s, Jgend e gaTer = bk kol agence s, willl w2 Fe romalon jou procide o £ Bilslcaal puposes only ard will hold Fe Iriomalon
Incordgence i he 10 = end pemd Ie2 By B D aoseance «l b Fe Comidenis momnailon Proecion ond Sk ko Efidendgy ACl [+ USC Bedlon 3551 el seq ) and ofer
mpplicnie fegern (e | pour sporees will nol e Ss00sed K igEnRIRE T el houl pour inoemed Cordend exeplin Me Cane oTsae ard (o8 gaemment . The BLS
publizhes sl o Ebutslore om i maor] hel sy mees e imbenalonmaored by » e ardilocd gousTment . lpon reques |, howeuer, e BLS will hold e Irmomalon
provided by £ BE g 10C8 posETmend on Mis mpanin conmierce . Per Pe fegers Oytersean iy Brhancemeni Al o1 201, feders inormalon sy siems are prokecied fom
maldou ackdles Frogh gbemean iy sTeering of Ryendied dab




Collection Letter Version 2
School 6111 instructions page 2 (chosen by NAICS code of establishment)

Information for Completing the Occupational Employme nt Statistics (OES) Report Online

You are being asked 1o report the occupation and wage information for the work location specified in your address above for the
pay period thet included November 12, 2019

Ifyour establishment has 20 or more emplopees, we wl uploading & spreadsheet of report from your payroll or personnel
systermn, We prefer Excel fles (xlsy), but can nt«pi almost any fle format except erecutable (.exe) files and those over 35 MB.
*  |freporting teschers (p ducatrs), specify the grade level and indicate if they teach Special

Educetion of Career, Toch-cd o Uoctllmd E ducation

*  For eachers of substiute teachers beng paid on a daily basis, report the daily wage and the number of hours in their
workdey

*  For faculty who work less then hll-Bme but receive an ennusl salery, report the selery and whether they are employed
half-tme, tiee-quarters Brme, one-thad Bme, two-thirds tme, eic

1 Goto HITPSY IDCFOES.BLS.GOV. This is & secure website, and the entire address needs to be typed into your web browser,

IMPORTANT: To protect your data, your session will time out if you spend 30 minutes on a page, A warning will
appear when five minutes remain. If you do not click “Stay Connected” to extend your session, your data will he
lost and you will have to log in again.

We do not receive your data until you click “Submit Data to BLS” or “Send” at the end of the process.

2. Enwr the 12-digit IDCF number printed sbove your sddress ot the top of this page. Follow the instuctions o complete the
seourity oheock.

3. Follow the instuctions 1 enter information about the employees specified after "Report for” in the mailing address, You will
be directed 10 either the dets enty page of the fle uplosd page based on the size of your establishment. Esch page has s link
you osn use W switch 1o he other submission method if you would prefer,

4. Follow the instuctions 1 enter pour dets into en online form of select a file or fles o upload.

& Ifyou enter your dats into e online form, you will be able © review your date and download and seve a copy as an Excel
file before submiting Chck “Submit Data 1o BLS” 0 complete the submission. You will receive a confirmation email.
Please save this emall in case there are questions about your submission,

b. For file upload, chck “Send” w1 submit your fle(s). On the nert page, click “Continue” to send & confirmation email. Please
seve this emasll in case there are questions about your submission.

That's it - you're done! Ifpou have quessons of require assistance, please contactus.
Thank you for your time - employers like you are the ONLY source of this information!




School 6112 instructions page 2 (chosen by NAICS code of establishment)

Information for Completing the Occupational Employme nt Statistics (OES) Re port Online

You are being asked to report the occupation and wage information for the work location specified in your address above for the
pay period that included Nevember 12, 2019
fyour establishment has 20 of more emplogees, we d uploading & spreasdsheet of report from your payroll of personnel
system. We prefer Excel fles (.sisx), but can accept almost any file format except erecutable (.exe) files and those over 36 MB.
*  For professors of adjunct teschers (posts dary educators), include the subject taught or department. For adjunot
teachers, please list the per credit pay rate
*  For full-time faculty being peid sn snnusl selary, report their annusl selery

®  For faculty who work less than Rll-Sme but receive an annusl salary, report the selary and whether they are employed
half-time, Sree-querters Sme, one-third e, two-thirds Sme, a0

1. Goto HITPSYADCFOES.BLS.GOV This is & secure website, and the entire address needs to be typed into your wab browser.

IMPORTANT: To protect your data, your session will time out if you spend 30 minutes on a page. A warning will
appear when five minutes remain. If you do not click “Stay Connected” to extend your session, your data will be
lost and you will have to log in again.

We do not receive your data until you click “Submit Data to BLS” or "Send” at the end of the process.

2. Enter the 12-digit IDCF number printed sbowe your address ot the top of this page. Follow the instructions to complete the
seourity cheok.

3. Follow the instuctions 1 enter information sbout the employees specified after "Report for” in the malling address. You will
be directed w0 either the dats enty page of the fle uplosd pege based on the size of your establishment. Each page has o link
you can use 1 switch 1 e other submission method if you would prefer.

4. Follow the instuctions 0 enter your dets into an online form o select & fle or files w0 upload.

8. Iyou enter your dets into the online form, you will be able o review your data and download and seve & copy as an Excel
file before submittng. Click “Submit Dats 1o BLS" 1 complete the submission. You will receive & confirmation email.
Please save this emad mn case there e questons about your submission.

b. For file uplosd, click “Send” © submit your fle(s). On the next page, click "Continue™ to send & confirmation email. Please
save this email in case there wre questons sbout your submission.

That's it - you're done! Ifpou heve questons of require assistance, please contact us.
Thank you for your time - employers like you are the ONLY source of this information!




INITIAL COLLECTION LETTER
Spanish Version
Page 1 Same as English Version 1, including School pages

Page 2
8 PUERTO RICO
TN Teléfonos: (787) 754-5340/754-5300 exts. 3017, 3018
Fax: (T87) 765-4687 & (787) 772-0430 (24 horas)
Hon. Brivebds Torres Reyes
Secretaris
Estimado patrono,

Su compafila has sido seleccionada para participar en el programa de Estadisticas de Empleo por Ocupacion
(OES por sus siglas en inglés), el cual es llevado a cabo por el Departamento del Trabajo y Recursos Humanos
en cooperacion con el Negociado de Estadisticas del Trabajo Federal. La informacion de este programa es
usada para sustentar las decisiones educativas y de capacitacion para ayudar a crear una fuerza laboral
destra

Todo lo que necesitamos de usted es el titulo de trabajo especifico, una breve descripcion de las tareas, y el
salario de cada empleado del establecimiento especificado en la direccion para el periodo de pago que incluye
¢l 12 de noviembre de 2019. Muchos sistemas de némina pueden producir un reporte electronico con la
informacion que necesitamos, pero por favor remueva informacion como los nombres o los numeros de seguro
social de los empleados. La informacion que usted provea sera usada para propositos estadisticos
solamente, y toda la informacion que identitique establecimientos no-gubernamentales se mantendra en
estricta contidencialidad hasta el grado maximo permitido por ley.
Hay varias maneras de proveer su informacion:

En hinea —» Entre a HTTPS://IDCFOES.BLS.GOV. Siga las instrucciones incluidas al reverso para

iniciar la sesion y enviar su informacion.

Correo Electronico = Envie un correo electronico a OESPUERTORICOSIDCF.BLS.GOV con la
informacion solicitada. Por favor incluya el nimero IDCF de 12 digitos impreso al reverso en la parte
superior de la direccion.

Teléfono - Liamenos al 787-754-5349 y con gusto tomaremos su informacion. Este es con
frecuencia el método mas rapido para establecimientos con menos de 20 empleados.
Si usted tiene preguntas o si podemos ayudarie a enviar su informacion, por favor contactenos. Para mas
informacion, visite el sitioc WWW.BLS.GOV/RESPONDENTS,/OES.
Por favor responda dentro de las proximas dos semanas. Su respuesta a tiempo ayudara a ahorrar dinero a
los contribuyentes al eliminar la necesidad de hacer envios postales y llamadas telefonicas adicionales.
Gracias por su tiempo y atencion - nosotros apreciamos su ayuds.
Sinceramente,
Luis V. Vega Rivera
Supervisor del Programa OES

mmnmmumnmuTmmmmcmmuudmumm
para yansmitr d2t0s envusive Ceros Nesgos mherentes 3 La confidencalidad de estos datos. Las p s

por & NET €505 riesgos, pero el NET esti comprometdo con & ble ce la inf;
confidencial y 1oma mechdas de segundad NGLIOSs Para profeger [a confidencaldad de L3 & que Bene en su posesion.




Attachment H
FOLLOW UP LETTER
Version 1, Page 1

Return Address
(Attachment M)

Address Label (Attachment J) Industry Label (Attachment K)

Information for Completing the Occupational Employment Statistics (OES) Report Online

You are being asked to report occupation and wage information about the employvees at the location specified after “Report for™ in
the mailing address for the pay period that included November 12, 2019,

If your establishment has 20 or more employees, we recommend uploading a spreadsheet or report from your payroll or personnel
system. We prefer Excel files (.xlsx), but can accept almost any file format except executable { exe) files.

1 Goto HTTPS: /IDCFOES.BLS.GOV. This is a secure website, and the entire address needs to be typed into your web browser.

IMPORTANT: To protect your data, your session will fippe out it you spend 30 minutes on a page. A warning
will appear when five minutes remain. It you do not click “Stay Connected” to extend your session, your data
will be lost and you will have to log in again.

We do not receive your data until you click “Submit Data to BLS” or “Send™ at the end of the process.

2. Enter the 12-digit IDCF number printed above the mailing address at the top of the page. Follow the instructions to complete
the security check.

3. Foliow the instructions to enter information about the location specified after “Report for™ in the mailing address.

You will be directed to either the data entry page or the file upload page based on the size of your establishment. Each page
has a link you can use to switch to the other submission method i you would prefer.

4. Foliow the instructions to enter your data into an online form or select a file to upload.

a. If you entered your data into the online form, you will be able to review your data and download and save a copy as an
Excel file before submitting it. Click “Submit Data to BLS” to complete the submission. You will receive & confirmation
email. Please save this email in case there are questions about your submission.

b. If you selected a file to upload, click “Send” to submit it. On the next page, click “Continue” to send a confirmation
email to yourself. Please save this email in case there are questions about your submission.

That's it - you're done! If you have questions or require essistance, please contact us at 334-956-7434.

Thank you for your time - employers like you are the ONLY source of this information!

We estimate that the time reguired 1o compéste this report will vary from 10 minutes o 2 hours, depending on factors such as the size of the establishment. This
includes time for reviewing mstructions, searching exssting data sources, gathenng and maintaining the data needed, and completing and reviewing this
information. If you have any comments regarding these estimates or any other aspecis of this report, including suggestions for reducing this berden, send them to
the U.5. Bureau of Labor Statisties, Division of Occupational Employment Statistics {1220-0042), 2 Massachusetts Ave ME, Suite 2135, Washington, DC 20212
This regort is authorized by law 22 1.5.C. §2 We reguest your coocperation to make the results of this report comprehensive, accurate, and timely. You do not
have to complate this questionnaire if it does not display a cumently valid OMEB control number. Form Approved, O.M.B. Mo, 1220-0042.

The Bureau of Labor Statistics, is employees, agents, and partner statistical agencies, will use the information you prowvide for statistical purposes only and will
hioéd the information in confidence to the full extent pemmitted by law. In accordance with the Confidential Information Protection and Statistical Efficiency Act (44
USC Section 3561 et seq.) and other applicable Federal laws, your responses will not be disclosed in identifiable form without yeur informed consent exceptin the
case of state and local govemments. The BLE publishes statistical tabulations from this report that may reveal the informabion reported by state and local
governments. Lipon reguest, howewer, the BLS will hold the information prowided by state and local governments on this report in confidence. Per the Federal
Cybersecurty Enhancement Act of 2015, Federal information systems are protected from maficious activities through cybersecunity screening of transmitted data




FOLLOW UP LETTER
Version 1, Page 2

OrFiE oF THE Gowesnor DepagrmesTor Lanor
K.M IVEY STATEOF ALABAMA Frrzaerain Wasimeomon
Governog SEcrETARY OF Lanog
Dear Employer,

About a month agn, we sent you a letter or email requesting your participation in the Ocecupational Employment
Statistics (OES) program. As of this mailing, we have not received your response. The OES program is conducted by
the Alabama Department of Labor in cooperation with the LS. Bureau of Labor Statistics. OES information is used to
support education and training decisions to help build a skilled workforce.

All we need from you is the specific job title, a brief description of duties, and the wage rate Tor each employves at the
location specified after “Report for™ inthe mailing address for the pay period that included November 12, 2019

Many payroll systems will produce an electronic report with the information we need, but please remove information
iike employea names and Social Security numbers. The information you provide will be used tor statistical
purposes only, and all identifying information for non-government establishments will be held in strict
confidence to the full extent permitted by law.

There are several ways to provide your information:

«  Onfine = Go to our secure site, HTTPS://IDCFOES.BLS.GOV. Log in using your unigue 12-digit IDCF
number, printed above the mailing address on the other side of the page. You can fill out a form online,
upload your own file, or downioad an Excel template.

» Email = Send an email to OESALABAMA@IDCF.BLS.GOV with the requested information. Please
include your unigue 12-digit IDCF number, printed above the mailing address on the other side of the
page. We will send you an Excel template on request.

+ Phone = Call us at 334-956-7434, and we'll be happy to take your information. This is often the fastest
method for establishments with fewer than 20 employees.
If you have any questions or if we can help you submit your data, please contact us. For more information, visit
WWW.BLS.GOV/RESPONDENTS,/0ES and http://wwwZ2.labor.alabama.gov/o0es.

Please respond within two weeks. Your timely response will help save taxpayer money by eliminating the need for
additional mailings and telephone calls 1o you.

Thank you for your time and attention - we appreciate your help.

Sincerely,

James Henry
Director
Labor Market Information Division

As a particpant in @ Bureau of Labor Siafistics (BLS) statistical survey, you should be aware that use of electronic ransmittal methods in reporting data to the
BLS inwolves certain inherent risks to the confidentiality of those data. Further, you should be aware that responsible electronic transmittal practices
employed by the BLS cannot completely eliminate those risks. The BLS is committed io the responsible treatment of confidential information and takes
rigorous secunty measures to protect confidential mformation in s possession.




FOLLOW UP LETTER

Version 2, Page 1

Return Address
(Attachment M)

Address Label (Attachment J) Industry Label (Attachment K)

Dear Employer,

About & month ago, we sent you a letter or email requesting your participation in the Occupational Employment Statistics (OES)
program. As of this mailing, we have not received your response. The OES program is conducted by the Alaska Deparimerit of
Labor & Workforce Development in cooperation with the LLS. Bureau of Labor Stafistics.

What information do | need to provide?
All we need from you is the specific job title, a brief description of duties, and the wage rate for each employee at the location
specified following “Report for™ in the mailing address for the pay period that included Novemiber 12, 3019,

How will my information be used?

The information you provide will be used for statistical purposes only. All identifying information for non-government
establishments will be held in strict confidence to the full extent permitied by law. OES information is used to support educstion
and training decisions to help build a skilled workforcs.

How do | provide niy information?
You can upload or email a spreadsheet or fill out & form online. Many payroll systems will produce a report with the information
we need. Please remove personally idertifiable information like employes names and Social Security numbers.

= Online = Go to our secure site, HTTPS://IDCFOES.BLS.GOV. Log in using your unique 12-digit IDCF number, printed
above the mailing address st the top of the pags. You can fill out & form online, upload your own file, or download our
Excel temnplate.

s  Email = Send an email to OESALASKAZIDCF.BLS.GOV with the reguested information. Pleass include your unique 12-
digit IDCF number, printed above the mailing address st the top of the page. We will send you an Excel template on
request.

* Phone = Call us st 907-465-6015, and we'll be happy to take your information. This is often the fastest method for
establishments with fewer than 20 employess.

When do | need to provide my intormation?
Please respond within two weeks. Your timely responses will heip reduce program costs and save taxpayer money by eliminating
the need for additional mailings and telephone calls to you.

What if | have gquestions?
I vou have any guestions or if we can help you submit your data, please call or email us. For more information, visit our page for
respondents at WWW.BLS.GOV/RESPONDENTS,/0ES and hitp://live.laborstats.alaska.gov/wage.

Thiank you for your time and attention - we appreciate vour help.

Sincerely,

Dan Robinson
Chief, Research & Analysis

As a participant m a Bureau of Labor Statistics (BLS) statistical survey, you should be aware that use of efectronic transmittal methods m reporting data to the
BLS involves certain mberent msks to the confidentiality of those data. Further, you should be aware that responsible electronic fransmittal practices employed
by the BLS cannot completely eliminate those risks. The BLS is committed 1o the responsible treatment of confidential information and takes rigorous security
measures to protect confidential information in its possession.




FOLLOW UP LETTER

Version 2, Page 2

Information for Completing the Occupational Employment Statistics (0ES) Report Online

You are being asked to report the occupation and wage information about the employvees at the location specified after “*Report
for” in the mailing address on the other side of the page for the pay period that included Novemiber 12, 2019,

If your establishment has 20 or more employees, we recommend uploading a spreadsheet or report from your payroll or personnel
systemn. We prefer Excel files (xlsx), baut can eccept almost any file format except executable { exe) files.

1. Goto HTTPS://IDCFOES.BLS.GOV. This is a secure website, and the entire address needs to be typed into your web browser.

IMPORTANT: To protect your data, your session will time out if you spend 30 minutes on a page. A waming
will appear when five minutes remain. If you do not click “Stay Connected” to extend your session, your data
will be lost and you will have fo log in again.

We do not receive your data until you click “Submit Data to BLS™ or “Send™ at the end of the process.

2. Enter the 12-cligit IDCF number printed above the mailing address on the other side of the page. Follow the instructions to
complete the security checlk.

3. Follow the instructions to enter information about the location specified after “Report for™ in the mailing address on the other
side of the page. You will be directed to either the data entry page or the file upload page based on the size of your
establishment. Each page has a link you can use to switch to the other submission method if you would prefer.

4. Follow the instructions to enter your data into an online form or select a file to upload.

a. [If pou entered your data into the online form, you will be able to review your data and downloed and save & copy as an
Excel file before submitting . Click “Submit Data to BLS™ to complete the submission. You will receive a confirmation
email. Please save this email in case there are questions ebout your submmission.

b. If you selected a file to upload, click “Send™ to submit it. On the next page, click “Continue” to send a confirmation
email to yourself. Please save this email in case there are guestions about your submission.

That's it - you're done! If you have questions or require assistance, please contact us at 907-465-6015.

Thank you for your time — employers like you are the ONLY source of this information!

SAVE TI ME! - Department | Job title Wage
Create your spreadsheet first! [Warehouse | Forkifi operator $16.00
Warehouse | Forklift operator $16.00
Many companies save time by sending us a spreadshest Wareshouse Forkiift operator $12.98
or report from their personnel or payroll system. All we Warehouse | Truck loaderfunioader | $15.03
need is one column with job titles end description of Warehouse | Truck dniver 545,000
duties and one column with wages. A column listing IT Webmaster 52324
department is optional, but helpful. IT Computer user support | $18.87
Cifice General manager $80.000
Updoad the spreadshest or other report at Office Logistics manager $68.140
HTTPS://IDCFOES.BLS.GOV Office Eockkeeper 1722

'We estimate that the time required to compiste thes report will vary from 10 minutes to 2 howrs, dependmg on factors such as the size of the establishment.
This includes time for reviewing instructions, searching exssting data sources, gathering and maintaining the data needed, and completing and reviewing this
information. i you have any comments regarding these estimates or any other aspects of this repart, mcluding suggestons for reducing this burden, send
them to the U.5. Bureau of Laber Statistics. Division of Occupational Employment Statistics (1220-0042), 2 Massachusetts Ave NE. Suite 2135, Washington,
DiC 20212, This repert 5 authorized by law 28 U.5.C. §2. We reguest your cooperation to make the results of this report comprehensive, accurate, and timely.
‘fou do not have to complete this guesSonnaire if it does not display a cumenty valid OMB control number. Form Approved, O.MB. No. 1220-0042.

The Bureau of Labor Statistics, s employess, agents, and parner staistical agencies, will use the information you provide for statistical purposes only and
will hold the information in confidence to the full extent permitied by law. In accordance with the Confidential information Protection and Statistieal Efficiency
Act (44 USC Section 3581 et seq.) and other applicable Federal laws, your responses will not be disciosed in identifiable form without your informed consent
except in the case of state and local povemments. The BLE publishes statistical tabulations from this report that may reveal the information reported by state
and local governments. Upon request, however, the BLS will hold the information provided by state and locaf govemmenis on this report m confidence. Per
the Federal Cybersecurnty Enhancement Act of 2015, Federal mformation systems are protected from malicious activibes through cybersecurity screening of
transmitted data




FOLLOW UP LETTER
Spanish

Page 2 (Page 1 is identical to English, Version 1)

DR ARTAM ENTO DB PUERTO RICO
T REC.mn NUMANT Para informacion adicional:
e Teléfonos: (T87) 754-5349/754-5300 exts. 3017, 3018

Fax: (T87) 765-4687 6 (787) 772-9439 (24 horas)

Hon, Briseida Torres Reyes
Secretaria

Estimado patrono,

Hace aproximadamente un mes le enviamos una carta © un correo electronico solicitando su participacion
en el programa de Estadisticas de Empleo Ocupacional (OES, por sus siglas en inglés). Al momento de esta
comunicacion, no hemoes recibido su repuesta. Bl programa OES es llevado a cabo por el Departamento
del Trabajo y Recursos Humanos en cooperacion con el Negociado de Estadisticas del Trabajo Federal. La
informacion de este programa es usada para sustentar las decisiones educativas y de capacitacian para
ayudar a crear una fuerza labaral diestra.

Todo lo gue necesitamaos de usted es el titulo de trabajo especifico, una breve descripeion de 1as tareas, y el
salario de cada empleado del establecimiento especificado en la direccion para el perodo de pagn que incluys
el 12 de noviembre de 2019

Muchos sistemas de ndmina pueden producir un reporte electrdnico con la informacion que necesitamos, pero
por favor remueva informacion comao los nombres o los numeros de seguro social de los empleados. La
informacion gue usted provea sera usada para propdsitos estadisticos solamente, y toda la informacion
que identifigue establecimientos no-gubernamentales se mantendra en estricta confidencialidad hasta el
grado maximo permitido por ley.

Hay varias maneras de proveer su informacion:

« En linea Entre a nuestro portal seguro HTTPS:/ /IDCFOES.BLS.GOV. Inicie la sesitn usando su
numero Unico IDCF de 12 digitos, impreso en la parte superior de su direccion en el formulario.
Usted puede llenar el formulario en linea, transmitir su propio archivo de datos, o descargar una
hoja de Excel.

» Correo Electronico - Envie un correo electronico a OESPUERTORICO@IDCF.BLS.GOV con la
informacion solicitada. Por favor incluya &l nimero IDCF de 12 digitos, impreso en [a parte superior
de su direccidn en el formulario. Nosotros le enviaremos una hoja en Excel a peticidn.

« Teléfono 2 Llamenos al T87-754-5349 y nosotros tomaremos su informacian con mucho gusto.
Este es con frecuencia el método mas rapido para establecimientos con menas de 20 empleados.

Si usted tiene preguntas o si podemos ayudarle a enviar su informacion, por favor contactenos. Para mas
informacion, visite el sitio WWW.BLS.GOV,/RESPONDENTS/OES y http://www.mercadolaboral.pr.gov.

Por favor responda dentro de las proximas dos semanas. Su respuesta a tiempo ayudara a ahorrar dinero a
los contribuyentes al eliminar la necesidad de hacer envios postales y llamadas telefonicas adicionales.

Gracias por su tiempo y atencidn - nosotros apreciamos su ayuda.

Sinceramernte,
Luis V. Vega Rivera
Supenvisor del Programa OES

Como participante de tna ancuesta del Negoclado de Estadisticas del Trabaln (NET) usted debe de estar consclents ¢a que & uso de medios ehectrinicos para transmitir datos
SMVUSIVE CIET0S Meeqos MNereniss 3 |3 coMftenciaidan 0= 25106 03106, L35 (racticas responsaties 02 TaNsmISon Siscironica Smpeanas por el NET no pusten siiminar
complelaments es0 fiesgos, perg el NET esta comprometida con el mansjo responsabie oe 13 Informacon contdencial y toma megidas de sequridad rigunisas para proleger @
configenciaload oe (3 NMTMMacson qus Dene en U POSEsIon.




Attachment |
MAIL-OUT ENVELOPE SPECIFICATIONS

The Mail-out window envelope will be a standard size #10 envelope with the windows, return address and
address, on the left side.

Size: 4 1/8” x 9 %"
Top Window: 1” x3 %", located %" from the left and 2 %4” from the bottom

Bottom Window: 1 1/8” x 4”, located %” from the left and 3” from the bottom

4 1/3”

|

i Y {J

| State Return Address ,

1&” F

ADDRESS SERVICE REQUESTED .
OFFICIAL GOVERNMENT CORRESPONDENCE, REPLY REQUESTED
MAILING ADDRESS WINDOW
oo
-

945"



Attachment )

BUSINESS REPLY ENVELOPE SPECIFICATIONS

il

8 7/8"

-y

HORDEIAGE
HECEIZREY IF
MATLFDIN ITHE
THIIED fIAIRS

BUSINESS REPLY MAIL
FIRST CLASS WAL  PERMIT NO. XXX WASHINGTON

3R

DEPT OF ECONMOMIC AMD EMPLOYMENMT DEVWELOPMEMT
QFFICE OF LABOR MARKET AMALYSIS AMD IMFORMATION

1100 M EUT & STREET RO 501

BA TIMORE MO 21293-3053
3 ]..'ll n
-~

Standard #9 Business reply envelopes.

There are additional requirements for the design of the Business Reply Envelope. A flyer detailing the US Postal
Service regulations will be provided including the use of Intelligent Barcodes if needed.



Attachment K
Name and Address Information

NOTE: This is an example of typical information printed on the mailing label. Actual data items are subject to
change.

IDCF# 123456789012 Est. Emp: 123456
Reference Date: Nov 12, 2010 P 123456 ACBD

Human Resources Manager
First National Blood Bank
Report for: This location
Capitol Hill Branch

2 Transylvania Ave NE
Washington, DC 20002-0011

Linel= “IDCF #” (6 char)
IDCF# (12 char)
“EST. EMP: “ (9 char)
Estimated Employment (up to 6 char)

Line 2= “REFERENCE DATE: “ (15 char)
Reference date (12 char)
Mailing Code (1 char)
NAICS Code (6 char)
State initials (4 char)

Line 3 = Blank

Line 4 = Blank

Line 5= Contact Name/Title

Line 6 = Legal Name (35 char)

Line7 = Total length for this line is 45 characters

REPORT FOR: (12 char)

Space (1 char)

REPORTING UNIT DESCRIPTION (use as many characters of this field that will fit on the
line; this field might be blank on some records)

Line 8 = Street Address Line 1 (35 char)
Line9= Street Address Line 2 (35 char)
Line 10 = City (20 Char)

State (2 char)
Zip+4 (10 char)



NOTE: Any blank lines in lines 5-9 should be collapsed. Lines should not wrap. If the line is too long it
should be truncated. The character limits for each line will be agreed upon by both the Bureau of
Labor Statistics and the contractor at the beginning of the contract or changed by mutual
agreement.



Attachment L
Industry Information

ARRRRRRRRRNRRNNAY 213519
0987654321-12345

GENERAL CONTRACTORS PRIMARILY ENGAGED IN HIGHWAY AND STREET
CONSTRUCTION (EXCEPT ELEVATED HIGHWAYS AND PRIVATE DRIVEWAYS),
IMPROVEMENTS INCIDENTAL TO SUCH CONSTRUCTION, AND AIRPORTS,
SIDEWALKS, GUARD RAILS, ETC.

Line 1 =Bar Code — Code 39 representing 12 digit IDCF#
NAICS (6 char)

Line 2 =Unemployment insurance account number (16 char)

Line 3 = Industry Description (385 char)

Note: In the current system, the label data is processed using software from a third party vender BeCubed
Software Inc. product called “List&Labels” to generate bar codes. The barcode is a standard Code 39 barcode.



Attachment M

Form Cut-off and Collection Letter Version File

A B C D E F
1 FIPS Form cutoff |3rd follow up |3rd follow up cutoff |Letter version
27 o1 19 U 1
3 o2 19 U 2
4 04 19 U 2
c | 08 9 E 49 2
6 06 19 U 2
77 o8 19 E 19 2
s o9 15 E 15 2
9 10 19 U 2
107 11 19 E 19 2
11 12 19 U 1
127 13 19 U 2
127 15 19 U 2
14 16 9 U 1
15T 47 19 U 1
16 18 19 U 1
177 19 19 U 2
18 20 19 U 1

FIPS = State code
Form cutoff = the estimated employment limit to receive a form instead of the collection letter
3" follow up = F for form or E for collection letter during the 3™ follow up mailing

3" follow up cutoff = the estimated employment limit to receive a form instead of the collection letter for the 3™
follow up mailing

Letter version = Shows whether the state is using version 1 or version 2 of the collection letter, or Spanish for
Puerto Rico



Attachment N
Example of State Data File Record

(Text file delimited by pipes)

NOTE: This is an example of typical information printed on the mailing label. Actual data items are subject to
change.

sched_num|mailing|area_code|bmk_empl|refdate|new_refer_date|state_code|
naics_code|contact|title|legal_name|trade_name|report_unit_at|rpt_unit_descr|addr_linel|addr_line
2 |city|state_abbrev|zip_code|zip_ext|staff code_1|ui_run|descry

Schedule Number/IDCF#(12 char)

Mailing code(1 char)

Area Code (2)

Employment (5 Char)

REFERENCE DATE: (16 char)

Reference date (11 char)

State FIPS Code (2 char)

NAICS (6 char)

Contact Name (35 char)

Title (35 char)

Note: Use Legal name only if

Legal Name (35 char) Trade name is blank

Trade Name (35 char)

Note: Total combined length of
REPORT FOR and RUD should not
exceed 37 characters. Use the
total characters from the
REPORT FOR statement and then
truncate (if needed) the RUD so
that the total does not exceed
37.

REPORT FOR: (11 char)

Report Unit Description(RUD) (variable — might be blank)

Street Address Line 1 (50 char)

Street Address Line 2 (50 char)

City (30 Char)




State (2 char)

Zip (5 char)

4-digit Zip extension (4 char)

Mail code (4 CHAR)

Ul account number (16 CHAR)

Industry description (385 CHAR)




Attachment O

Examples of State Employment Security Agency File Layout

The State return address, , Business Reply Mail (BRM) Envelope address, and State shipping address is sent from the
State offices to the BLS. After it is reviewed it is sent to the Contractor. Information for each State is included on one
row of a Microsoft® Excel™ spreadsheet as shown in the format below. There is a separate tab for each type of address.

Return Address Tab

A B C D E F
1 |FIPS Returnl Return2 Return3 |
2 (01 ALABAMA DEPARTMENT OF LABOR 649 MONROE ST RM 4427 MONTGOMERY AL 36131-2280
3 02 AK DEPT OF LABOR & WORKFORCE DEV. PO BOX 115501 JUNEAU AK 99811-5501
4 04 AZ OFFICE ECONOMIC OPPORTUNITY,QES PO BOX 6029 Phoenix AZ 85005-6029
5 '05 AR DIV OF WORKFORCE SERVICES - OES PO BOX 2981 LITTLE ROCK AR 72203-9931
6 '06 CA EMPLOYMENT DEVELOPMENT DEPT PO BOX 826880 - QES UNIT, MIC 57  SACRAMENTO, CA 94299-9952
7 '08 CO DEPT OF LABOR & EMPLOYMENT - OES 632 17TH ST STE 600 DENVER CO 80202-2107
Return Address = Business Reply Address | UPS Address (@]
Business Reply Address Tab
L) o c o E
1 (AP BRAML BRM2 BRMI BRI
2 il ALRBAWIA DEPARTMENT OF LABCR LABCR MARKET INFORMATION DIVISION CES URIT E40 MCNRCE STAM 4427
3 T2 AKDEPT OF LABCR & WORKFORCE DEV. RESEARCH B ANALYSIS [OF5) PO BOK 115508
4 4 Arizons Office of Economic Opportunity Cerupstions! Employment Statistics Unit PO BON E02
5 T8 AR DIVISICN OF WORKFORCE SERVICES DOCUPATIONAL EMPLOYMENT STATISTICS (0€S] PO BOK 27981
6 D6 STATE CF CALIFCRNIA EMPLOYMENT DEVELCEMENT DEPARTMENT LABOR MARKET INFCRNAATION DIVISION - 05, MICS7 PO BOX 826590
7 TE  COLORADO DEPARTMENT OF LAROR & EMPLOYMENT DIVISION OF LABCR STANDARDS & STATISTICS LMY - DCCLPATIONAL EMPLOTMENT STATISTICS 633 17TH $TSTE 600
o B9 ooi-bis POLx 172
4 M0 DFLAWARE DEPARTMENT OF LAROR OFFICE OF OCCUPATIONAL B LABOR MARKET INFORMATION CES PROGRAM POBOK 995
n i1 it '1 1k B Resparch & InfoemationiOFS AR Mtinnesod & dverue NE L oom 01
. Blmnes Reply Address | LIPS Ad, &=
UPS Address Tab
A B c o E F a H
i Hicknaina Full Hirme Tite Company Degarinact Addess Ora Addess T
SaLm .ﬂh\hﬂ Paiteesan r'l-‘-\ll\ll AL DEPARTMENT OF LABCR LABCR MaFRE T BFORMATION DivSICn CES LN FASMONFDE ST P 4827
ALASH A DEFARTMENT CF LABOF| & WCFKFORCE D* RESEARCH AND ANALYYSAS SECTION - 0ES 1T WEST §THSTREET 0
Stepharve Farermen CES Marager Arizons Office of Econornic Oppomurihy CES Unnt WM TTH AVEMLE SUITE 40
C AR DIVSION OF WORKFORCE SERVICES OCCURPATIONAL EMPLOYMENT STATISTICS FCAPITOL MALL Sz 4320

COOEET

P SR RN 1

CA EMPLOTMENT CEVELCERENT &P.—.‘ill&r«

HDEPT OF LABOR & INDUSTRIAL FELATIONS
C UPS Address *

CT LABCA DEPARTMENT
DELAWAFE DERARTMERT OF LARDH
Zervic

CFFICE OF OO

‘WORKFORCE
FESE ARCH AND STATISTICS CFFICE . CES

LABCH MAFRE T RFORMATICN DIVEICN - OES, MC ST 500 Capind psh
OF LAROR b FarL O MR DLSS - LMCES

£33 TTH 5T STE 600

OFFICE OF FESEARCHOES UNIT 280 1 200 FOLLY BROCK BLVD

ATIONAL % LABDR MARKE T BFORMA 1 WEST LEA BLVD AHDE ¥ BLILDING - FID VALLE'Y

PR ST

ROCH 3001
A7 E MADIETH STREE T

[ 1]
BRNT
MONTGOMERY, AL 361312280
IINEALL AR 555115501
Photro, A B006-%66
UTTLE KOG, 4% 7203 31
SACRAMENTD, CA M2929%2
DENVER (0 B2 9338
Cakland, MD 21550-2611
WILMINGTCR, O 153035973
Winshinet o, (C 019640

J 3 L

ity Sie Ip Prone Nurbar
MONTGOMEF AL 152000 [104) %58 743
AREA AE 90 1907) 405405
PHOENFE A7 007 (B0 TR
UTTLE ROCK AR 75201 SAlbE AT
SACRAMENTICA 94K 1908 G562
CEMVER L RN0N07 330885
WETHERSAECT 1A (B0 2635206
WILMNGTOMDE | BR0-G07  (305) ThLates
‘Warhirgion, OC 2000 M
TALLAHASSEFL 32393410 |850) 245726

WO ANDFEW YOUNG INTEFRATIOHALEATLANTA. A 003751 (404 222- 2075

Lea YET)

HOMOLILL H ST || ST



Attachment P

Example of Blank Forms Distribution Quantities

FIPS codes are used for each state’s order and are contained in the first row.

A B = D
Business reply
1 |FIPS Form QOuter envelopes envelopes
2 fo1 500
3 (o2 38 43 483
4 o4 200 200 200
t (o5 1000 0 0
6 (06 4,000 2,000 500
7 [og 300 500 500
s (o9 50 0 0
9 N0 200 0 0
10[11 0 0 0
il 12 750 500 500
12 13 1500 1000 500
13 |15 100 0 0
14 16 50 25 25
15 (17 4000
16 18 1000 1000 1000
17 19 400 400 400
Form & Envelope Quantities | Sheet1 | Sheetz



Attachment Q
STATE LETTERHEAD and LOGO FILES
Folder will contain letterhead and/or logo files for each state

Folder with JPG files

&} CA_Letterhead_10-02-19JPG

& CA_Logo_10-01-19.JPG

W CO_letterhead_09-23 19pg

& CO_logo_09-23-19pg

W} CT_Letterhead_10-02-19.JPG

& CT_logo_10-02-19pg

& DC_Letterhead_09-23-19JPG

&' DE_letterhead-04-05-19jpg

&' DE_Logo_09-23-19,pg 9/23/2019 11:23 A..  JPGFile

Example of state letterhead

Douglas A. Ducey ‘ ‘R I Z : I \‘ ‘ Sandra Watson

Governor OFFICE OF ECONOMIC OPPORTUNITY Director

100 NORTH SEVENTH AVENUE e SUITE 400
PHOENIX, ARIZONA 85007
(602) 771-1128

Example of state logo
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