Federal Contractor Veterans’ Employment Report (VETS-4212)

WHO MUST FILE: This VETS-4212 Report is to be completed by all nonexempt Federal contractors and
subcontractors with a contract or subcontract in the amount of $100,000 or more with any department or
agency of the United States for the procurement of personal property or non-personal services. Services
include but are not limited to the following services: utility, construction, transportation, research, insurance,
and fund depository, irrespective of whether the government is the purchaser or seller. Entering into a
covered Federal contract or subcontract during a given calendar year establishes the requirement to file a
VETS-4212 Report during the following calendar year.

WHEN TO FILE: This annual report must be filed no later than September 30.

LEGAL BASIS FOR REPORTING REQUIREMENTS: Title 38, United States Code, Section 4212(d) mandates that
Federal contractors and subcontractors subject to the statute’s affirmative action provisions in 38 U.S.C.
4212(a) report, at least annually, the number of employees in their workforces by job category and hiring
location, and the number of such employees, by job category and hiring location, who are qualified protected
veterans. In addition, Federal contractors and subcontractors must report the total number of new hires
during the period covered by the report and the number of such new hires who are qualified protected
veterans. Further, Federal contractors and subcontractors must report on the maximum and minimum
number of employees during the period covered by the report. The Department of Labor’s Veterans’
Employment and Training Service (VETS) has promulgated regulations found at 41 CFR Part 61-300 to
implement the reporting requirements of 38 U.S.C. 4212(d). The regulations require contractors and
subcontractors to file the VETS-4212 Report to comply with the requirements of 38 U.S.C. 4212(d). The
regulations in 41 CFR part 61-300 can be found at http://www.dol.gov/dol/cfr/Title_41/Chapter_61.htm.

HOW TO FILE THE VETS-4212 REPORT: The preferred method for filing VETS-4212 Reports is electronically
through the VETS web-based filing system. Instructions for electronically filing the VETS-4212 Report are
found on the VETS website at http://www.dol.gov/vets/vets100filing.htm. Alternative filing methods are
described below in these instructions.

Single Establishment Employers: Employers doing business at one hiring location may complete and submit a
single VETS-4212 Report using the web-based filing system, or submit a single paper version of the VETS-4212
Report, as described below under Alternative Filing Methods.

Multi-Establishment Employers: Employers doing business at more than one hiring location, must file: (A) a
VETS-4212 Report covering the principal or headquarters office; (B) a separate VETS-4212 Report for each
hiring location employing 50 or more persons; and (C) EITHER, (i) a separate VETS-4212 Report for each hiring
location employing fewer than 50 persons, OR (ii) consolidated reports that cover hiring locations within one
State that have fewer than 50 employees. Multi-establishment employers doing business at more than 10
locations must submit their VETS-4212 Reports in the form of an electronic data file that complies with current
Department of Labor specifications for the format of these records, and any other specifications established
by the Department for the applicable reporting year. Multi-establishment employers with fewer than 10
hiring locations are strongly encouraged to submit their VETS-4212 Reports in the form of an electronic data
file, but are not required to do so. In these cases, state consolidated reports count as one location each.
VETS-4212 Reports in the form of electronic data files may be submitted through the web-based filing system.
Electronic data files also may be transmitted electronically as an e-mail attachment (if they do not exceed the
size stated in the specifications), or submitted on compact discs or other electronic storage media.
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ALTERNATIVE FILING METHODS: The VETS-4212 Report may also be filed in paper format. Reporting
organizations may download a paper version of the VETS-4212 Report from the VETS website at
http://www.dol.gov/vets/vets100filing.htm or send a written request for the paper version of the VETS-4212
Report to: Office of the Assistant Secretary for Veterans’ Employment and Training, U.S. Department of Labor,
200 Constitution Avenue, NW, Room S-1325, Washington, DC 20210, Attn: VETS-4212 Report Form Request.

WHERE TO FILE: VETS-4212 Reports in paper format or electronic data files on compact discs or other
electronic storage media may be delivered by U.S. mail or courier delivery service to: Veterans' Employment
and Training Service, c/o Department of Labor National Contact Center, 14120 Newbrook Drive, Chantilly, VA
20194. Paper copies of the VETS-4212 Reports and electronic data files (if they do not exceed the size stated
in the specifications) also may be sent as e-mail attachments to: VETS100-customersupport@dol.gov

HOW TO PREPARE THE VETS-4212 REPORT: Answers to questions in all areas of the VETS-4212 Report are
mandatory. If the multi-establishment employer has hiring locations employing fewer than 50 persons, the
employer may file separate reports for each location or consolidated reports that cover hiring locations within
one state.

Type of Reporting Organization: Indicate the type of contractual relationship (prime contractor or
subcontractor) that the organization has with the Federal Government. If the organization serves as both a
prime contractor and a subcontractor on various federal contracts, check both boxes. If a reporting
organization submits only one VETS-4212 Report for a single location, check the Single Establishment box. If
the reporting organization submits more than one VETS-4212 Report, one report should be checked as
Multiple Establishment-Headquarters. The remaining VETS-4212 Reports should be checked as either Multiple
Establishment-Hiring Location or Multiple Establishment-State Consolidated. For state consolidated forms, the
number of hiring locations included in that report should be entered in the space provided. For each form,
only one box should be checked within this block.

Company ldentification Information: Company Number - Leave Blank. If there are any questions regarding a
Company Number, please call the VETS-4212 staff at (866) 237-0275 or e-mail VETS100-
customersupport@dol.gov.

Twelve Month Period Ending: Enter the end date for the twelve month reporting period used as the basis for
filing the VETS-4212 Report. To determine this period, select a date in the current year between July 1 and
August 31 that represents the end of a payroll period. The selected date will be the basis for reporting the
Number of Employees, as described below. The twelve-month period preceding that date is your twelve-
month covered period. This period is the basis for reporting New Hires, as described below. Any Federal
contractor or subcontractor that has written approval from the Equal Employment Opportunity Commission to
use December 31 as the ending date for the EEO-1 Report may also use that date as the ending date for the
payroll period selected for the VETS-4212 Report.

Name and Address for Single Establishment Employers: Complete the identifying information under the
Parent Company name and address section.

Name and Address for Multi-Establishment Employers: For parent company headquarters location, complete
the name and address for the parent company headquarters and leave blank the name and address of the
Hiring Location. For hiring locations of a parent company, complete the address for the Parent Company
location, complete the name and address for the Hiring Location.
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NAICS Code, DUNS Number, and Employer ID Number: Single Establishment and Multi-Establishment
Employers must complete the North American Industry Classification System (NAICS) Code, Dun and
Bradstreet I.D. Number (DUNS), and Employer Identification Number (EIN) as described below:

® NAICS Code: Enter the six (6) digit NAICS Code applicable to the hiring location for which the report is
filed. If there is not a separate NAICS Code for the hiring location, enter the NAICS Code for the Parent
Company.

e DUNS Number: If the company or any of its establishments has a Dun and Bradstreet Identification
Number, please enter the nine (9) digit number in the space provided. If there is a specific DUNS Number
applicable to the hiring location for which the report is filed, enter that DUNS Number. Otherwise, enter
the DUNS number for the Parent Company.

e Employer I.D. Number (EIN): Enter the nine (9) digit number assigned by the I.R.S. to the contractor. If
there is a specific EIN applicable to the hiring location for which the report is filed, enter that EIN.
Otherwise, enter the EIN for the Parent Company.

Number of Employees: Report all protected veterans for each of the 10 occupational categories (Lines 1-10)
in columns A. Column B counts all employees, including qualified protected veterans, in each of the 10
occupational categories (Lines 1-10.) Blank spaces will be considered zeros.

New Hires (Previous 12 Months): Report the number of full-time and part-time employees who were hired
and who were included in the payroll for the first time during the 12-month period preceding the ending date
of the selected payroll period. Report all protected veterans for each of the 10 occupational categories (Lines
1-10) in columns C. Column D count all employees, including qualified protected veterans, in each of the 10
occupational categories (Lines 1-10.) Blank spaces will be considered zeros.

Maximum/Minimum Employees: Report the maximum and minimum number of employees on board during
the twelve-month period covered by this report, as indicated by 41 CFR 61-300.10(a)(3).

DEFINITIONS:

‘Hiring location’ - means an establishment as defined at 41 CFR 61-300.2(b)(1).

‘Job Categories’ - means any of the following: Officials and Managers (Executive/Senior Level Officials and

Managers and First/Mid-Level Officials and Managers), Professionals, Technicians, Sales Workers,

Administrative Support Workers, Craft Workers, Operatives, Laborers and Helpers, and Service Workers and

are defined in 41 CFR 61-300.2(b)(3).

‘Protected Veterans’ - includes active duty wartime or campaign badge veteran(s), disabled veteran(s), Armed

Forces service medal veteran(s), or recently separated veteran(s),

e ’'Active duty wartime or campaign badge Veteran’ - means a veteran who served on active duty in the
U.S. military, ground, naval or air service during a war or in a campaign or expedition for which a campaign
badge has been authorized under the laws administered by the Department of Defense.

e ‘Armed Forces Service Medal Veteran’ - means any veteran who, while serving on active duty in the U.S.
military, ground, naval or air service, participated in a United States military operation for which an Armed
Forces service medal was awarded pursuant to Executive Order 12985 (61 FR 1209).

e ‘Disabled Veteran’ - means (1) A veteran of the U.S. military, ground, naval or air service who is entitled to
compensation (or who but for the receipt of military retired pay would be entitled to compensation) under
laws administered by the Secretary of Veterans Affairs, or (2) A person who was discharged or released
from active duty because of a service-connected disability.

e ‘Recently Separated Veteran’ - means a veteran during the three-year period beginning on the date of
such veteran’s discharge or release from active duty in the U.S. military, ground, naval or air service,




RECORD KEEPING: Employers must keep a copy of the completed annual VETS-4212 Report(s) submitted to
DOL for a period of three years.

Public Burden Statement: Public reporting burden for this collection is estimated to average 20 minutes per
location to make an electronic filing and 40 minutes per location to make a paper filing, including the time
for reviewing instructions, searching existing data source, 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 the burden to the
Department of Labor, Veterans’ Employment and Training Service, Office of Information Management,
Room N-1316, 200 Constitution Avenue, NW, Washington D.C. 20210 or electronically transmitted to
VETS4212-customersupport@dol.gov All completed VETS-4212 Reports should be sent to the address
indicated on the front of the form. See actual VETS-4212 Report for additional disclosures.



