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Employment Report Line by Line Guide


NYSID Quarterly Employment Report

The NYSID Membership Agreement states that members will “maintain and make available for review by NYSID appropriate records documenting work performed on each NYSID commodity or service contract, including the names, disability status (disabled or non-disabled), direct labor hours, and wages and benefits paid to any individual performing work under such contracts, as well as any other information required to be maintained by NYSID.  Such records shall be maintained for not less than six (6) years…”
The data supplied is used as a tool to substantiate the value of the Preferred Source program from the standpoint of work provided, economic impact, and the number of lives touched.  The data is also used to provide the necessary information for the "Value Added Statement" which must be included with all applications for Preferred Source status.

Please note, in accordance with NYSID's Value Added Labor Compliance Policy:

All members shall be responsible for submitting QERs on a timely basis.  Failure to submit two consecutive QERs shall result in suspension from NYSID’s Guaranteed Payment Program until the QER reports are brought up to date.

Failure to submit three consecutive QER reports will eliminate the member from consideration for new contracts until the QER reports are brought up to date.

Finally, at the discretion of the NYSID President and Chief Executive Officer, failure to submit four consecutive QERs shall result in suspension of NYSID membership and immediate reassignment of any existing preferred source contracts that the member may hold.  The suspended member is barred from participation in the Preferred Source Program for a period of one year.

Main Menu

Go to the Main Menu worksheet in the Microsoft Excel workbook and complete the information for the QER contact, and for your agency director.

Contract List: 

The Contract List is used to verify that each NYSID contract meets the Value Added Labor Ratios mandated by the NYS Procurement Council. The Contract List should be completed prior to completing the Quarterly Employment Report (QER). The disabled and non-disabled direct labor hour totals on the Contract List should match the direct labor quarter totals on lines 1A and 2A of the QER. The Gross Sales total on the Contract List should equal line #6 of the QER. If your agency holds NYSID Preferred Source Corporate Partnering contract(s), list only the direct disabled and non-disabled labor hours for employees on your payroll; the Associate Member/Corporate Partner will submit a QER for employees on their payroll to NYSID; they will also send a copy to your agency’s QER contact for your file.
1. Direct Labor Hours: Include hours that employees on your payroll worked directly on contracts, plus any paid vacation, holiday time, or sick time. Do not include work that supports a contract, such as supervision, off-the-job training, counseling, billing, or marketing. Include the disabled and non-disabled direct labor hours for each contract. The direct labor hour totals should match the disabled and non-disabled quarter totals on lines 1A & 2A of the QER.
2. Contract Activity: Please check ( the appropriate column beside the contracts listed to signify:

· Q = contract was active during this quarter

· C = current contract, no direct labor hours this quarter

· D/C = contract has been discontinued

· Please draw a line through any discontinued contract
3. Gross sales: Include amounts invoiced to NYSID during the quarter for each contract. The sum of these sales should equal line 6, NYSID sales on page one of the QER.

4. FTEs: A Full-time Equivalent (FTE) is a Standard Measure of Time Worked. FTEs are computed by taking the total (disabled + non-disabled) direct labor hours reported for each contract for the quarter and dividing it by the number of labor hours in a "standard" quarter. For reporting purposes a "standard" quarter will be 487.5 hours. (7.5hr day X 260 days = 1950 hr. year ( 4 = 487.5 hrs per quarter). The FTEs are calculated automatically on the Contract List.

5. Value Added Labor (VAL) Ratio: This ratio is computed by dividing the disabled direct labor hours by the total (disabled + non-disabled) direct labor hours for each contract. The VAL ratio is calculated automatically on the Contract List. The Procurement Council Guidelines state that a VAL ratio of at least 75% must be maintained agencywide across all preferred source contracts. In addition on a contract-by-contract basis, each contract employing 10 or fewer FTES must have a majority of the direct labor provided by individuals with disabilities; and contracts employing more than 10 FTEs must have a minimum of 75% of the direct labor performed by persons with disabilities. The NYS Finance Law states that employees with disabilities must provide a majority of the direct labor on each Corporate Partnering contract (regardless of the number of FTEs.)
6. Add and highlight any NYSID contracts that you worked on that were not previously included on the Contract List.
Please note that the NYSID QER will not be considered submitted unless the Contract List is completed and attached.
Workforce Report
Article 15-A of the NYS Executive Law, signed into law on July 19, 1988, authorized the creation of an Office (now a Division) of Minority and Women's Business Development to promote employment and business opportunities on state contracts for minorities and women. Under this statute, state agencies are charged with establishing employment and business participation for women and minorities. In addition, now more than ever, many individuals facing barriers to employment include service veterans. The Preferred Source Program is open to including both disabled and nondisabled veterans as part of its purpose to create employment opportunities in our state. In order to track the number of disabled women and minorities, and all veterans working on NYSID’s Preferred Source contracts, a Workforce Report worksheet has been added to the QER.
1. Fill out the top section with your company/agency name and contact information.
2. The total NYSID disabled workforce as reported on your Quarterly Employment Report (QER) has been entered under the heading “Reported Disabled Workforce on NYSID Contracts”.
3. Breakdown the total reported disabled workforce by Gender (Male (M) or Female (F)) under the heading “Workforce by Gender”.
4. Breakdown the total reported disabled workforce by race/ethnic background under the heading “Work force by Race/Ethnic Identification”.

5. Enter the number of the total reported disabled and non-disabled workforce who are veterans under the heading “Veteran”.

6. Check off yes or no to the question, “Does your agency subcontract with or order supplies for NYSID contracts from certified Minority and Women-Owned Business Enterprises (MWBEs), Small Businesses (SB), or Veteran Owned Small Businesses (VOSB)?”
a. An MWBE list can be found at http://www.nylovesmwbe.ny.gov/;

b. VOSB at http://www.vip.vetbiz.gov/
7. If the answer to #6 is yes, list the businesses, addresses and the dollar value of contracts and/or supplies purchased during the quarter and check the correct category (MWBE, SB or VSOB) for each business listed (some businesses may fall in to more than one category, check all that are applicable.)
8. Enter the name, title, phone number and email address for the person completing the form.  Sign and date the form in the designated boxes.
Please note that the NYSID QER will not be considered submitted unless the Workforce Report is completed and attached.

9. NYSID Quarterly Employment Report (QER):

Explanation of columns on page 1 of the NYSID QER

	Direct Labor 
	Current Quarter
	Cumulative 
Total since 7/1

	
	Products
	Services
	Total
	

	Include hours that employees on your payroll worked directly on contracts, plus paid vacation, holiday time, or sick time. Do not include work that supports a contract, such as supervision, off-the-job training, counseling, billing, or marketing.
	Include hours worked (in the current quarter) on products/ commodities such as office supplies, clothing, food, etc., and wages and sales from producing these goods, during the quarter.
	Include work hours (for the current quarter) that directly pertained to service contracts, such as janitorial, office work, repair, etc., and wages and sales from providing these services, during the quarter.
	Total for the specified quarter only.

Add figures from the ‘products’ column and the ‘services’ column to get this number.
	Cumulative total from the start of the reporting period, in this case, 7/1/.

For the first quarter, the quarter and cumulative totals on page one will be equal.


Explanation of rows on page 1

	1. Disabled Labor Hours: The direct labor hours (see above) that employees on your payroll worked on the contracts in question – includes both consumers (clients), and the time supervisors spent directly carrying out job specifications or producing an item (not time spent supervising). 

	  A. Direct labor hours for all employees with disabilities on our payroll who worked on NYSID contracts. The Quarter total should match the Contract List disabled direct labor hours figure.

	  B. Direct labor hours for all other contracts that employees with disabilities worked on. Includes NISH and private contracts; affirmative industries; and supported employment, in cases where a disabled worker is paid by your agency (not those cases where you are a pass-through program, arranging for placements, where the disabled worker is paid directly by their employer).

	  C. Direct disabled labor hours on all contracts of any kind performed by your employees with disabilities – the sum of NYSID (1A) plus non-NYSID (1B) disabled direct labor hours.


	2. Non-disabled labor hours: The number of direct labor hours that non-consumers or employees without disabilities on your payroll worked on the contracts in question. This includes any time a non-disabled crew chief or working supervisor spends directly carrying out a job, either as part of the workforce or as a fill-in for an absent consumer. It should not include general supervisory time or time for people doing your billing, inventory, marketing, etc. 

	  A. Direct labor hours that non-disabled employees worked (see 2. above) on all NYSID contracts. The Quarter total should match the Contract List non-disabled labor hours figure.

	  B. Direct labor hours that non-disabled employees worked directly (see 2. above) on all other contracts.

	  C. Direct labor hours non-disabled employees worked directly (see 2. above) on all contracts for the agency.


Explanation of rows on page 1, continued

	3. Value Added Labor Ratio: the proportion of hours that the consumers/disabled employees on your payroll worked on all contracts. 

	  A. The proportion of all direct labor hours worked on NYSID contracts by employees with disabilities on your payroll. 
     If you employed only persons with disabilities on NYSID contracts, this number would be 100%. If individuals with disabilities performed half of the direct labor (see above) on your NYSID contracts, the number would be 50%.

	  B. The proportion of all direct labor hours worked in your agency by employees with disabilities. 

	4. Disabled wages paid: report all direct labor wages paid during the quarter to employees with disabilities on your payroll.

	  A. Total wages paid to employees with disabilities working on all NYSID contracts.

	  B. Total wages paid to employees with disabilities working on all other contracts.

	  C. Total wages paid to employees with disabilities working on all contracts (add 4A + 4B).

	5. Average disabled wages paid: report average hourly wage paid to employees with disabilities

	  A. Average hourly wage paid to employees with disabilities working on NYSID contracts. 
Divide direct labor wages (line 4A) by direct labor hours worked (line 1A). 

	  B. Average hourly wage paid to disabled employees working on other contracts (not NYSID). 
Divide direct labor wages (line 4B) by direct labor hours worked (line 1B). 

	Sales: Report sales from your contracts. This number should reflect the total amount, 
in dollars, billed for the products shipped or services rendered.

	6.  NYSID Sales: Sales from NYSID contracts that your agency invoiced to NYSID

	7. Total agency sales, including NYSID, NISH, private, affirmative industries, subcontracting, etc.


Explanation of columns on the top of page 2

	Disabled Workforce
	Current Quarter: 1st 7/1 to 9/30.
	Cumulative

	
	Products
	Services
	Qtr. Total
	Total

	The number of employees with disabilities on your payroll who work directly (see ‘Direct Labor,’ page 1) on the contracts indicated – including both consumers (clients) and on-site/working supervisors (the equivalent of crew chiefs or shop foremen). It does not include general supervision or training, counseling, billing, marketing, etc. employees. The goal of this section is to count each disabled employee who has worked. 
Count each employee only once per reporting year.
	Include employees who worked on products/ commodities such as office supplies, clothing, food, etc. 
	Include employees who worked on service contracts, such as janitorial, office work, repair, etc. during the specified quarter. 
	Add together numbers for products and services, for the current quarter only
	Cumulative total since 
7/1, (Qtr totals of 8A, B and C plus Qtr totals of 9A, B and C) i.e., 8A Qtr Total + 9A Qtr Total = 9A Cum.


Explanation of rows on the top of page 2, Disabled Workforce

	8A. The number of employees with disabilities on your payroll who were working directly on NYSID contracts as of July 1st, the beginning of the reporting period. This should include on-site working supervisors if they are employees with disabilities whose job includes direct labor or filling in for absent consumers. (8A, 8B and 8C are only used in the first quarter)

	8B. The number of employees with disabilities working on non-NYSID contracts as of July 1st.

	8C. The sum of 8A and 8B.

	9A. The number of new employees with disabilities on your payroll (working on NYSID contracts) who were not counted previously. These should be new people who began working on NYSID contracts since 7/1. This should include on-site working supervisors, if they are employees with disabilities whose job includes direct labor or filling in for absent consumers. Do not subtract employees who stopped working on NYSID contracts—at the end of the year, we want to know the total number of individuals who worked on NYSID contracts. 

	9B. The number of new employees with disabilities on your payroll who worked on all non-NYSID contracts who were not counted previously. Count each new employee only once per reporting year.

	9C. The sum of 9A and 9B.


Explanation of rows in the center of page 2, Upward Mobility

	10. Number of employees with disabilities on your payroll who got a raise. 
Include raises subsequent to time studies; do not include cost-of-living raises.

	11. Number of employees with disabilities on your payroll who were promoted to a higher job title, or to supervisory, management or administrative positions within the same agency.

	12. Number of employees with disabilities on your payroll who were placed into supported employment. Use VESID guidelines to determine whether or not a NYSID job is supported employment.

	13. Number of employees with disabilities on your payroll who were placed in competitive employment. (They get the same pay as their non-disabled peers, and are expected to perform on a par with them. The employer, not the NYSID member agency, pays these employees.)


Signatures & Contact Information:

Please include your contact information; name, job title, phone number and e-mail address. Your CEO must sign this report to verify that he/she is aware of, and agrees with the information it contains. Please type in name, job title and e-mail address for your CEO at the bottom of the QER.

Due Dates:

Quarters end on: September 30, December 31, March 31 and June 30. QERs are due 30 days after the close of the quarter (November 1, February 1, May 1, and August 1).
Spreadsheet:

A Microsoft Excel file for the period 7/1 - 6/30 was attached with the request for the QER for the period ended 9/30. The spreadsheet calculates totals, average wages and percentages on the QER. The cumulative totals are linked to the following quarter's sheets so that the cumulative totals are automatically calculated. FTEs and percentages are automatically calculated on the Contract List. You may send the QER by mail, fax(518-455-0398) or e-mail (qer@nysid.org )l. If the QER is submitted by e-mail please a signed copy of the QER sheet must be faxed or mailed. Please call with any questions.
Send the completed NYSID Employment Report to: 

          call with questions:     Sharon Segura, Quality Assurance Coordinator

phone
518- 463-9706 x 298
New York State Industries for the Disabled, Inc.

or
800-221-5994 x 298
11 Columbia Circle Drive



or email: 
Albany, NY 12203 






ssegura@nysid.org








Or
kthorne@nysid.org 


