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INFORMATION SHEET

GENERAL INSTRUCTIONS

● Complete a separate report form for each 
establishment owned or controlled by your company 
or organization.  If you did not receive a separate 
report form for each establishment, visit our web site 
at www.census.gov/econhelp or call X-XXX-XXX-XXXX 
between 8:00 a.m. and 8:00 p.m., eastern time, 
Monday  through Friday, to request additional report 
forms.

● This report form should cover calendar year 2007.  If 
book figures are not available, estimates are 
acceptable.  However, if the accounting fiscal year is 
different from the calendar year, fiscal year figures 
will be acceptable for all items except payroll 
(calendar year figures for payroll should be available 
from the Internal Revenue Service (IRS) Form 941-SS, 
Employer’s Quarterly Federal Tax Return).  Indicate in 
item 30 the exact dates covered. 

● If an establishment stopped operating before January 
1, 2007, indicate action and date in item 3, mark (X) 
the box to indicate “none” in item 4, and continue to 
item 30.

● If an establishment was closed, sold, or leased to 
another company or organization during 2007, 
complete the report form for the portion of 2007 that 
the establishment was operating as part of your 
company or organization.

     
● Sales and payroll data should be rounded to the 

nearest thousand dollars as illustrated on the report 
form.

● If there are any questions or if any communication 
regarding this report form is necessary, reference the 
11-digit Census File Number (CFN) shown in the 

mailing
address.

● Please photocopy each completed report form for your
records and return the originals.

● Public reporting burden for this collection of 
information is estimated to average thirty minutes per
response, including the time for reviewing 

instructions, searching existing data sources, 
gathering and maintaining the data needed, and 
completing and reviewing the collection of 
information.  Send comments regarding this burden 
estimate or any other aspect of this collection of 
information, including suggestions for reducing this 
burden, to: Paperwork Project XXXX-XXXX,  Room 
XXXX, Federal Building X, U.S. Census Bureau, 
Washington, DC 20233-0894.  You may e-mail 
comments to Paperwork@census.gov; use 
“Paperwork Project XXXX-XXXX" as the subject.

● You are not required to respond to any information 
collection unless it displays a valid approval number
from the Office of Management and Budget (OMB).  
The OMB eight-digit number appears in the upper 
right corner of the report form.

INSTRUCTIONS FOR SELECTED ITEMS

2.  PHYSICAL LOCATION

Answer all sections of item 2 even if the mailing address
shown is correct.
                                                                                         

3.  OPERATIONAL STATUS

Mark (X) the one box that best describes the operational
status of the establishment at the end of 2007.

● In operation–The establishment was open and 
actively conducting business on December 31, 
2007.

● Temporarily or seasonally inactive–Although not
conducting business at the end of 2007, the 
establishment will eventually reopen and conduct 
business under the same Employer Identification 
Number (EIN).  Examples include businesses or 
establishments that temporarily close for 
remodeling.  Complete all items on the form for the 
portion of 2007 during which the establishment was 
active.

● Ceased operation–The establishment has gone 
out of business or closed and does not plan to 
reopen.  Provide the month, day, and year that the 
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establishment ceased operation.  Complete all items 
on the form for the portion of 2007 during which the 
establishment was in operation.

● Sold or leased to another operator–The 
establishment was sold or leased to another company 
or  organization.  Provide the month, day, and year 
that the change occurred and indicate the name, 
address, and EIN of the new owner or operator.  
Complete all items on the form for the portion of 2007
prior to the change in operator.

5.  SALES, SHIPMENTS, RECEIPTS, OR REVENUE

Include:

● Gross receipts for merchandise sold, services 
provided, products shipped, and construction work 
done.

● Amounts received for work even though work may 
have been subcontracted to others.

● Commissions, fees, and other operating income for 
industries operating on a commission basis, such as 
travel agencies and advertising agencies.

● Actual sales value of the products sold rather than 
commissions received for retailers and wholesalers 
selling merchandise on a consignment or commission 
basis.

● Receipts for delivery, installation, maintenance, 
repair, alteration, storage, and other services.

Exclude:

● Sales taxes or other taxes collected directly from 
customers and paid directly to a Federal or local tax 
agency.

● Gross sales and receipts of departments or 
concessions operated by other companies at the 
establishment.

● Commissions from vending machines operated by 
others.

6.  E-COMMERCE SALES, SHIPMENTS, RECEIPTS, OR
    REVENUE

E-commerce transactions are transactions completed over
an Internet, Extranet, Electronic Data Interchange (EDI) 
network, electronic mail, or other online system.

Include:

● Any agreement negotiated online, including electronic
mail (e-mail), between the customer and this 
establishment on the price and/or terms of a transfer 
of goods or services.

● Online sales of goods or services, regardless of 
whether payment is made online.

● Commissions or fees from the use of online services 
(e.g., computerized reservation systems, financial 
transaction processing systems, etc.) where the 
order or contact was negotiated online.

● Commissions or fees from selling or from facilitating 
the sale of third party products (e.g., click-throughs 
on advertisements or referral fees) through the 
establishment’s web site.

● Sales generated from telephone transactions using 
interactive voice response systems.

● Shipping and handling receipts for online orders.

Exclude:

● Online payments from customers where the order or
contract was not negotiated online.

● Commissions or fees from the use of online services 
(e.g., computerized reservation systems, financial 
transaction processing systems, etc.) where the 
order or contract was not negotiated online.

● Commissions or fees from the provision of 
telecommunications and related infrastructure 
systems (e.g., data transfer, Web hosting, Internet 
access, etc.) where the order or contract was not 
negotiated online.

● Sales for goods or services placed over facsimile 
machines or switched telephone networks.

7.  EMPLOYMENT AND PAYROLL

A.  Number of paid employees 

Report number of paid employees for pay period 
including March 12, 2007.

If employees worked at more than one location, report 
employment and payroll for employees at the ONE  
location where they spent most of their working time.  

Include:

● All full- and part-time employees working at this 
establishment whose payroll was reported on 
Internal Revenue Service Form 941-SS, Employer’s 
Quarterly Federal Tax Return, and filed under the 
Employer Identification Number (EIN) shown in the 
mailing address or corrected in 1.

● Non-resident workers, whether or not FICA taxes 
were withheld.
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● Salaried officers and executives of a corporation.

● Employees on paid sick leave, paid vacations, and 

paid holidays.
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Exclude: 4



5



● Temporary staffing obtained from a staffing service. 6



7



8



● Employees of departments or concessions operated by 9



other companies at this establishment. 10



11



12



● Purchased or managed services, such as janitorial, 13



guard, or landscape services. 14



15



16



● Professional or technical services purchased from 17



another firm, such as software consulting, computer 18



programming, engineering, or accounting services. 19



20



● Agriculture workers from fruit or vegetable canning or 21



freezing plants with farms associated with their 22



operations. 23



24



● Fishing crews from fish canning, freezing, or packaging 25



plants with fishing operations associated with the 26



plant. 27



28



● Proprietors or partners of an unincorporated business 29



30



31



B.  Payroll 32



33



34



Include: 35



36



37



● Wages, salaries, tips, vacation allowances, bonuses, 38



commissions, and other compensation paid to 39



employees during 2007, whether or not subject to 40



      income or FICA tax. 41



42



43



● Salaries of officers and executives of a corporation. 44



45



46



● Employee contributions to qualified pension plans. 47



48



49



Exclude: 50



51



52



● Payments to or withdrawals by proprietors or partners 53



of an unincorporated business. 54



55



56



● Annuities or supplemental unemployment 57



compensation benefits, even if income tax was 58



withheld. 59



60



● Payrolls of departments or concessions operated by 61



other companies at the establishment. 62



63



● Employer’s cost for fringe benefits. 64



65



66



C.  Fringe benefits 67



68



69



Include: 70



71



72



● Legally required fringe benefits (employer payments 73



for Social Security, Medicare, unemployment 74



compensation, workmen’s compensation, and local 75



disability programs, if required). 76



77



● Voluntarily provided fringe benefits (payments for life 78



insurance, medical insurance, pensions, welfare 79



benefits, and union-negotiated benefits). 80



81



82



9.  INVENTORIES 83



84



85



B. Total Inventories 86



87



88



Report the value of inventories the establishment owned 89



on December 31, 2007 and on December 31, 2006.  90



Exclude the value of inventories held at the establishment 91



but owned by others. 92



93



Report inventories at actual cost using generally accepted 94



accounting principles. 95



96



97



C. Stage of Fabrication  98



99



100



If the establishment had inventories by stage of fabrication101



on December 31, 2007 and on December 31, 2006, report 102



inventories by stage of  fabrication by completing lines 1 103



through 3. 104



105



The sum of lines 1 through 3 for each year should equal 106



the total amount for that year reported in line B. 107



108



16.  SELECTED EXPENSES 109



110



111



A. Operating Expenses 112



113



114



Report total operating expenses for 2007. 115



116



117



Include: 118



119



120



● Total annual payroll reported in item 7. 121



122



123



● Employer’s cost for fringe benefits reported in item 7.124



125



126



● Liquor and tobacco tax stamps, taxes, and license fees.127



128



129



● Equipment which was expensed (rather than 130



capitalized) during 2007. 131



132



● Depreciation and amortization charges in 2007, 133



including depreciation charges on equipment obtained 134



through a capital or full payout lease, or on equipment 135



rented to others through an operating lease. 136



137



● Lease and rental payments made in 2007 for 138



equipment leased under an operating lease. 139



140



● Advertising services and expenses. 141



142



143



● Commissions paid to others. 144



145



146



● Office supplies, postage, and shipping and packaging 147



materials and expenses. 148



149



150



● Cost of legal services, data processing, and other 151



contract work performed by others. 152



153



● Telephone and other purchased communication 154



services. 155



156



● Other expenses such as insurance, storage, repairs, 157



bad debt, theft, and damage losses. 158



159



Exclude: 160



161



162



● Purchase of goods for resale. 163



164



165



● Income taxes. 166



167



168



● Sales and other taxes collected directly from customers169



and paid directly to a federal or local tax agency. 170



171



172



● Interest expenses (except for Banking establishments, 173



etc., for which interest is an operating expense). 174



175



176



● Payments to or withdrawals by proprietors and 177



partners of an unincorporated firm. 178



179



● Lease payments for merchandise obtained through 180



capital, finance or full payout leases. 181



182



B.  Net purchases of merchandise for resale 183



184



185



Report the total cost of all merchandise purchased for 186



resale, net of returns, allowances, and trade and cash 187



discounts (including amounts allowed for trade-ins) to 188



which this establishment took title in 2007 whether or not 189



payment was made in 2007.  If possible, exclude purchases190



of containers, wrappings, packaging and selling supplies. 191



192



193



Include: 194



195



196



● Merchandise to which this establishment took title in 197



2007, whether or not payment was made in 2007. 198



199



● Raw and finished goods. 200



201



202



● Cash and credit purchases 203



204



205



● Merchandise in transit to this establishment or to a 206



customer to which the establishment has taken title. 207



208



● Amounts allowed for trade-ins. 209



210



211



● Freight, delivery, and other transportation costs. 212



213



214



● Import duties (if paid separately). 215



216



217



● The cost of purchased services that were resold. 218



219



220



● Merchandise sold by this establishment from the 221



inventory of other establishments of the firm. 222



223



● Parts and supplies used in repair work or other service 224



225



      type activities. 226



227



228



Exclude: 229



230



231



● Expenditures for supplies, equipment, and parts 232



purchased for the company’s own use. 233



234



● Purchases of liquor and tobacco tax stamps. 235



236



237



● Merchandise to which this establishment never took 238



title. 239



240



● Sales and other taxes collected directly from customers241



and paid directly to a federal or local agency. 242



243



244



245



19.  KIND OF BUSINESS 246



247



248



Choose the ONE kind of business that best describes the 249



establishment in 2007.  If none of the provided selections 250



seem appropriate, mark (X) the box next to “Other 251



business or activity” (page 10) and provide a specific 252



description of the primary business activity. 253



254



255



20.  CLASS OF CUSTOMER 256



257



258



For each type of customer that this establishment serves, 259



enter the percentage of the establishment’s total sales 260



(reported in 5) covered.  The sum of the percentages 261



entered should equal 100%. 262



263



264



27.  LEGAL FORM OF ORGANIZATION 265



266



267



268


