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Chapter 1 — Overview of the QCEW Program

The Quarterly Census of Employment and Wages (QCEW) Program, formerly referred to as the
ES-202 program, is a cooperative program involving the State Workforce Agencies (SWAs) and
the Bureau of Labor Statistics (BLS) of the U.S. Department of Labor. The QCEW program
collects employment and wage information for workers covered by State Unemployment
Insurance (UI) laws and for Federal workers covered by the Unemployment Compensation for
Federal Employees (UCFE) program. Data collected under the QCEW program serve as a
sampling frame for BLS establishment surveys and as an input to other Federal and State
programs, thereby playing a central role in monitoring the nation's economy. The data are
gathered through the cooperation of various offices within the SWAs and BLS.

The program began with the Social Security Act of 1935 and evolved into a cornerstone of
modern labor market information. The process of data collection occurs on a quarterly basis
through the production of the Enhanced Quarterly Unemployment Insurance (EQUI) file and on
an annual basis through the Annual Refiling Survey (ARS). States produce the data and send it
to BLS using a standardized State processing system. Common terminology is used for clear and
consistent communication and reporting of data throughout the program. Data and information
is closely related to the Current Employment Statistics (CES) program, and many State staff
carry out responsibilities for both programs.

1.1 The Program and Its Data
1.1.1 Data Sources
1.1.2 Data Transmission via the EQUI

1.2 Purpose and Uses of the Data
1.3 History of the QCEW Program
1.4 Responsibilities of the Participants

1.5 Overview of Quarterly and Annual Processing
1.5.1 Main Processing Flow
1.5.2 Annual Refiling Survey (ARS)
1.5.3 Centrally Collected MWR and Federal Data from EDIC
1.5.4 MWR Data Collected in State
1.5.5 RFEWSs and Federal Data Collected in State
1.5.6 MWR/RFEW Data Collected via MWRweb
1.5.7 Longitudinal Database

1.6 Using Standardized Processing Systems
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1.7 Definitions - Basic Terms
1.8 Coverage of the QCEW Program

1.9 Current Employment Statistics and the QCEW Program
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1.1 The Program and Its Data

The Quarterly Census of Employment and Wages (QCEW) Program, formerly referred to as the
ES-202 program, is a Federal/State cooperative program between the State Workforce Agencies
(SWAs) and the Bureau of Labor Statistics (BLS). This joint program produces a collection of
highly detailed, accurate, and comprehensive employment and wage totals for every county in
the United States, Puerto Rico, and the Virgin Islands. The State agencies work in cooperation
with the BLS to gather data and publish information derived from those data. A common set of
micro data is used for State and national purposes. These programs are funded through annual
Cooperative Agreements between the States and BLS.

The QCEW program collects employment and wage information for workers covered by State
unemployment insurance (Ul) laws and for Federal workers covered by the Unemployment
Compensation for Federal Employees (UCFE) program. Jobs that are exempt or otherwise not
covered by unemployment insurance are not included. In the private sector, this includes certain
wage and salary agricultural employees, self-employed farmers, self-employed nonagricultural
workers, domestic workers, and unpaid family workers. Workers covered by the railroad
unemployment insurance system and members of the Armed Forces, including those stationed in
the United States, are also excluded. Certain types of nonprofit employers, such as religious
organizations, are given a choice of coverage or exclusion in a number of States, so data for their
employees are reported to a limited degree. Some students and spouses of students in the
employ of schools, colleges, and universities are also excluded. See Section 1.8 for more details
on program coverage.

At the micro level, the QCEW program data includes wage, employment, address and coding
information for individual establishments. Because the QCEW program collects micro data from
over eight million business establishments, the scope of this collection is a virtual census of
payroll employment. The resulting micro data is used as a sampling frame for Bureau surveys
and linked longitudinally for labor market research.

At the macro level, the data are aggregated by industry, ownership, and county to produce a
comprehensive set of employment and wage totals for every county in the United States, Puerto
Rico, and the Virgin Islands. This macro data are then summed further to produce totals by
metropolitan area, State, and the nation as a whole at every level of industrial detail. The
resulting data are a strict hierarchical structure of over three million macro cells giving detailed,
accurate, and comprehensive macro data for every covered sector of the US economy.

The strength of the QCEW macro level data is its comprehensiveness, which results in more
accurate data and substantial industry and geographic detail. The data series produced are the
most complete universe of monthly employment and quarterly wage information available by
industry, ownership, county, and State. A limitation of QCEW data is that the QCEW data are
not as timely as other data series such as the Current Employment Statistics (CES) data, which is
a monthly survey of a smaller number of reporters.
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Data are collected from new employers via Initial Status Forms and other means. Ongoing
employers report wage and employment data via the Quarterly Contributions Report (QCR) or
the Multiple Worksite Report. MWR and RFEW data are collected centrally for some reporters.
Coding information is updated regularly via the Annual Refiling Survey. All of this data is
transmitted to BLS-Washington via the key State deliverable, the Enhanced Quarterly
Unemployment Insurance file.

1.1.1 Data Sources

New employers register their business with the State Ul tax unit via Initial Status Forms,
websites, and other means. This registration provides basic business identification and
classification information to establish a Ul account. Ul tax administration, the QCRs, and the
Initial Status Forms are all under the oversight of the Employment and Training Administration
(ETA). The QCRs and the Initial Status Forms are State-specific; neither are standardized across
States. Ul tax departments generally handle follow-up with employers for delinquent and
missing data for these two forms.

The MWRs provide monthly employment, quarterly wages, and Ul tax information. Unlike the
QCR, the MWRs break out the reported data by worksite. The cooperative program obtains
information on the location and industrial activity of each reported establishment and then
assigns location and industrial classification codes accordingly. This establishment level
information is aggregated by industry code to the county and higher aggregation levels.

Some employers with more than one worksite also file Multiple Worksite Reports with the
QCEW unit of each State in which they have multiple worksites. For some employers, this
requires filing QCRs to Ul tax departments in various States as well as filing MWR reports to
QCEW units in those same States. To minimize this burden, BLS has provided some of these
reporters with the means to report all of their MWR data to one central location at the Electronic
Data Interchange Center. Such reporters include employers operating numerous worksites in
several States, large government agencies, and service bureaus who handle payroll functions for
many different firms.

The Electronic Data Interchange Center, also known as the EDI Center or EDIC, is located in
Chicago, Illinois. Employers who submit their data to the EDI Center are considered central
reporters. In addition to MWR data, the EDI Center receives files of Report of Federal
Employment and Wage (RFEW) data for some Federal government reporters including the
Department of Defense (DOD) and the United States Postal Service. (See Chapter 4.) Most EDI
data are submitted in a standard ASCII format that was developed in coordination with the CES
program. The EDI Center handles central reporting for both the QCEW and CES programs and
solicits potential central reporters for both programs. Once processing for a company’s quarterly
data is finished, the EDI Center distributes the data electronically to the States. The complexity
of operations required by the EDI Center is justified by the substantial savings in time and
money these operations provide to the SWAs.
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A separate but related activity is the ARS. This survey is used to verify or update industry,
geographic, and ownership codes; collect physical location and mailing addresses for single-unit
employers; and identify new multi-unit employers. The ARS interfaces with the regular QCEW
program quarterly processing at two points:

1. The units selected for the survey that have all the necessary information are extracted from
the State's micro database at the start of the survey, typically in the last quarter of the calendar
year.

2. The results of the survey are incorporated back into the State's micro database for processing
of first-quarter data the following summer. This information results in MWR breakouts, code
changes, and address enhancement.

1.1.2 Data Transmission via the EQUI

Approximately four months after the end of the reference quarter, States produce their key
QCEW deliverable for BLS -- the EQUI file. This file contains all business establishment
records for the applicable reference quarter plus update transactions for prior quarters. EQUI
records include the following information:

e Ul Account Number

Reporting Unit Number

Employer Identification Number (EIN)

Trade Name

Legal Name

Reporting Unit Description

Addresses (up to three)

Telephone Number, Fax Number and Email Address

Monthly Employment

Quarterly Wages

Classification Codes - Industry, County/Township, and Ownership
Geocoding Information

State Analyst Comments

Predecessor/Successor Information

Numerous other data elements that serve a variety of program purposes.

States submit their EQUI file to BLS-Washington. Several transmittal methods are possible
depending on the standardized State system being used and the size of the file. (See Section
12.3.) Most commonly, for States not at the service center, the size of most EQUI files requires
use of a cartridge or tape shipped via an overnight service. The States complete and submit
transmittal forms (preferably via email) that give notice of the data submittal and include certain
pieces of information necessary to facilitate Division of Business Establishment Systems
(DBES) processing. As the EQUI data of the States are received, DBES aggregates the data and
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provides it to Bureau of Economic Analysis (BEA) for their data uses. Each State’s EQUI file is
processed through the BLS-Washington edit system, which produces a set of reports. Some are
error reports requiring further review, and some are reports counting, tabulating, and listing the
data in various ways for production review and quality control purposes.

Shortly before the due dates for producing the EQUI file deliverable for BLS-Washington, the
State begins to report status for the quarter. Status reporting is an ongoing process (typically
with a report due every two weeks or so) and is performed according to a schedule announced by
Office of Field Operations (OFQ). The status report includes such information as the prognosis
for meeting the deliverable due date, the clean-up status for the prior quarter(s), and any changes
in the State’s processing environment. The States report the requested information to their
regional offices. The regional offices respond by compiling and submitting the information
requested of their States to OFO. OFO receives the reports from the regional offices and issues a
consolidated status report for all States.

Reviewing the Edit Outputs

The Division of Administrative Statistics and Labor Turnover (DASLT), DBES, and the regional
offices all play roles in reviewing the BLS edit outputs and identifying potential problems in the
data, but it is the States that perform data clean up in response to the BLS edits. States address
the most critical errors first and use the guidance and/or priorities provided by the regional
offices. States further research the data, make necessary corrections to the micro level records,
and provide standard comment codes to explain unusual data.

Submitting EQUI Update Transactions

States submit update transactions in response to the BLS edits and the need to include any new
or corrected data to the initial file. States must submit these update transactions within a time
frame that allows the regional offices to give “clean” certification to the initial file 30 days after
the file has been received by BLS-Washington. States make the corrections in their State
database and then run steps that automatically create matching update transactions for the BLS-
Washington database. As with the full EQUI file, several transmittal methods are possible for
the EQUI update transactions file depending on the size of the file. (See Section 12.3.)

DBES processes the EQUI updates of the States. Another set of reports is produced reflecting
the updated data. As earlier in the cycle, DASLT, DBES, and the regional offices all play roles
in reviewing the BLS edit outputs and identifying any remaining problems in the data. Once the
regional office is satisfied with the data, they provide notice to BLS-Washington that the State’s
data are considered “clean.” This is, in actuality, an interim designation that must be
reconfirmed in the future quarters since update transactions often occur concurrently with the
data submittals for future quarters.
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1.2 Purpose and Uses of the Data

The QCEW data are collected for statistical purposes and are used widely within the Bureau of
Labor Statistics, other government agencies, academic and research circles, and the public at
large.

The Longitudinal Database

One of the chief vehicles for using QCEW data is the Longitudinal Database. The quarterly
micro data are input into the LDB, which is the Bureau's central business establishment database.
Numerous Bureau surveys draw their sampling frames from the LDB. A critical part of this role
is the ability to link establishment records from quarter to quarter. While most establishments
maintain the same identifying information over time, establishments that are sold from one
owner to another typically experience a change to their primary identifier; such establishments
can appear to be a business death and birth rather than being continuous over time. LDB
processing is intended to link continuous establishments over time, regardless of any transfer of
ownership. Once the data are linked, the Division of Business Establishment Systems (DBES)
makes the updated business establishment list available for sampling by other Bureau programs.
Surveys that draw their sampling frames from the LDB include the Producer Price Index (PPI),
Occupational Employment Statistics (OES), Current Employment Statistics (CES), Occupational
Safety and Health (OSH), National Compensation Survey (NCS), and Job Opening and National
Labor Turnover Survey (JOLTS).

In addition to its role as the Bureau’s business establishment sampling database, the LDB is of
great interest to labor market researchers. Longitudinally linked data can produce accurate and
extensive statistics on business births and deaths for job creation and job destruction analysis. A
set of standard tables and statistical output is produced each quarter to show these changes within
the economy as a whole.

Broad Statistical Use

The QCEW data have broad significance in evaluating labor trends and major industry
developments and are used in time series analyses, industry comparisons, and special studies
such as analyses of wages by size of establishment. For example, the QCEW program outputs
are instrumental in determining Federal allocations of program grants to State and local
governments. Furthermore, these outputs serve as the basic source of benchmark information for
employment by industry and employment by size of establishment in the Current Employment
Statistics (CES) program, the Occupational Employment Statistics (OES) program, and the
Occupational Safety and Health (OSH) Statistics program. The Bureau of Economic Analysis
(BEA) of the Department of Commerce uses QCEW wage data as a base for estimating a large
part of the wage and salary component of personal income accounts. The Social Security
Administration and State governments also use QCEW data in updating economic assumptions
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and forecasting trends in their taxable wage base. Business and public and private research
organizations find the QCEW program one of the best sources available of detailed employment
and wage statistics.

The QCEW program produces data necessary to both the Employment and Training
Administration (ETA) and the various State Workforce Agencies in administering the
employment security program. The data accurately reflect the extent of coverage of the State
unemployment laws and are used to measure:

e Ul revenues

e National, State, and local area employment

e Total and taxable wage trends

In addition to its usefulness as a measuring device, the information is used in the following ways:
e Actuarial studies

Determining experience ratings

Determining maximum benefit levels

Determining areas needing Federal assistance

Determining the solvency of unemployment insurance funds

For specific examples of who uses the QCEW data and for what purpose, refer to the following
table.

Data Users Data Uses

Bureau of Economic Analysis Personal Income
(National Income and Product Accounts)
County Personal and Per Capita Income

Bureau of the Census Industry Coding
Possible Future Sampling
Employment and Training Administration Actuarial and Trust Fund Analysis

Insured Unemployment Rate
Extended Benefit Trigger

BLS Directly Collected Surveys Producer Price Index Sampling
NCS Sampling
Occupational Safety and Health Statistics Sampling and Benchmarking
Program
Office of Employment and Unemployment CES Benchmarking and Estimation Research
Statistics (OEUS) Programs Local Area Unemployment Statistics (LAUS)
Program's Small Area Employment
Estimates

OES Sampling and Benchmarking
JOLTS Sampling and Benchmarking

QCEW Program Office (DASLT) Publication and Press Releases
Birth/Death and Gross Flow Studies
Other Longitudinal Analysis
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Data Users Data Uses

SWA Research Units (Non-OEUS Programs) | Wage Survey Sampling
Birth/Death Studies

SWA Employment Security Units Job Service Sampling for Audits

SWA Ul Unit Computation of General Ul Tax Rates

Setting Ul Tax Rates for New Employers by
Industry

Determination of Maximum Weekly Benefit
Amounts

Other State Government Revenue Department Budget Modeling

Regulatory Use (e.g., Survey Employers by
industry)

Measuring Demand for Transportation

Local Economic Planners Forecasting_] Demand for Schools, Roads, etc.

Private Sector Planning Economic Forecasting by Banks
Utilities Measuring Demand by Industry
Insurance Companies Setting Rates by

Industry
Private Consultants Econometric Modeling and Forecasting
Academics Assorted Research
Media Articles and Publications
General Public Miscellaneous

Publication of Data

Data from the QCEW program are regularly used to publish reports and issue press releases,
such as the following examples:

1. Employment and Wages Annual Averages: This annual bulletin is a comprehensive book of
QCEW macro data published 10 to 12 months after the close of the fourth quarter in the
reference year.

2. Wages and Employment: This quarterly news release provides data on establishments, total
wages, average weekly wages, and average monthly employment at the national level for the
North American Industry Classification System (NAICS) supersector through 3-digit level of
detail.

3. Public Release Files: This macro data is available to the public on the web at LABSTAT, the
Bureau's public-access site. These data are essentially the full set of data from which the news
releases are extracted. As such, the public release files are typically available shortly after the
corresponding annual or quarterly press releases. The annual data includes establishments,
employment, total wages, average pay, and average weekly wage. The quarterly data includes
establishments, total wages, average weekly wage, and average monthly employment. Data are




QCEW Operating Manual
July 2003 Overview of the QCEW Program Page 1-10

available at the county, metropolitan area, State, and national levels at full NAICS industry
detail.

4. Other Releases: In addition, BLS releases data on a quarterly basis through MLR articles and
other means. The cooperating SWAs also issue quarterly and/or annual reports of QCEW data.
States are required to publish QCEW data under the Labor Market Information (LMI)
cooperative agreement. These reports are issued in various formats.

BEA uses QCEW data to publish the Quarterly Employment and Wages quarterly. ETA uses
QCEW data to publish the Employment, Wages, Taxable Wages and Contributions Quarterly
and the Final Annual Average of Contributions as a Percentage of Taxable and Total Wages
(annual).

Notes:

To maintain the confidentiality of respondents, BLS withholds publication of Ul-covered
employment and wage data that does not meet BLS disclosure criteria. (Note that Federal data
are not confidential.)

Since macro totals are hierarchically structured, totals for an entire State are the sum of each

county within the State. Likewise, totals at the national level are a sum of the State totals. If
lower-level totals are suppressed for confidentiality purposes, the upper-level totals are only

released if they do not reveal the suppressed data.
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1.3 History of the QCEW Program

Beginnings

The QCEW program began as a result of the Social Security Act of 1935, which among other
things, authorized collection of information to determine if State unemployment compensation
programs were in compliance with the act. Unemployment insurance was instituted to provide
temporary financial assistance to unemployed persons.

From the inception of the national Ul system in 1938, when the Federal Unemployment Tax Act
(FUTA) became effective, until 1972, collection of the data, publication, and technical expertise
were the responsibilities of the U.S. Department of Labor's Manpower Administration or its
predecessor agencies. In 1972, technical responsibility was transferred to BLS.

Deliverables

In 1980, the QCEW program deliverables consisted of a macro-level report with data classified
by 4-digit Standard Industrial Classification (SIC) code by ownership at the Statewide level.
This report, due the last day of the fifth month following the end of each quarter, was transmitted
to BLS on tape. Within BLS, these macro-level data were subjected to basic edits designed to
detect invalid data and list records that failed limited month-to-month employment and/or
average wage tests. No interquarter edit was performed to check changes in employment and/or
wage levels between quarters even though such changes account for most of the questionable
records. Interquarter changes often reflect changes in employer reporting from the previous to
the current quarter, for example, not submitting a quarterly contribution report or statistical
supplement, or installing a new payroll system. The States received the edit output from BLS
and were required to complete their review and provide corrections within a 60-day clean-up
period with regional office assistance.

States also independently provided the Bureau of Economic Analysis (BEA) with a tape of
county-level QCEW data by 2-digit industry code 30 days after the ES-202 Report due date.
BEA used this data for their Personal Income and Gross National Product estimates. (BEA now
emphasizes Gross Domestic Product rather than Gross National Product.) BEA staff manually
reviewed the data and contacted the States directly with their questions for specific records.
BEA then provided BLS with a copy of these edited county-level employment and wage data to
satisfy various metropolitan area and county data requests and to develop a Wage Index for ETA.
This index was used to determine the maximum wages that an enrollee in the Comprehensive
Employment and Training Act (CETA) Public Service Employment (PSE) program could be
paid. BLS, using ETA working funds, compensated BEA for an accelerated review of these
county-level data so that the needs of ETA could be met.
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An Annual Refiling Survey (ARS), used to verify or update employer industry, area, and
ownership codes, was already part of the QCEW program at that time. Most States, however,
were not meeting the program goal of conducting the survey for 1/3 of the employer universe
each year, nor were many States following the cyclical ARS schedule recommended in the
QCEW Operating Manual. At the conclusion of the ARS each year, States were required to
submit a Code Change Supplement (CCS). The CCS report at that time was only a summary
listing of all the industry and ownership changes that would be effective with the next first-
quarter ES-202 Report. This listing was produced at only the statewide level and was due on
July 31 of each year. It consisted of two sections. The first was a "To-From™ arrangement that
displayed:

1. All of the movement into a 4-digit industry in SIC order
2. The corresponding 4-digit industry code that was the source of the movement and
3. The December employment being transferred.

The second section showed the "From-To" relationship. Determining the net movement within a
particular 4-digit industry code required manual computations, and sub-State analysis was
impossible.

Also in 1980, States provided a tape to BLS containing the names and addresses of employers
that were covered by Unemployment Insurance (Ul). This was essentially identification
information for the micro records whose employment and wages formed the basis of the States’
macro data. This Name and Address tape, submitted once a year, was used to update the BLS
sampling frame for many of its various establishment surveys. The tape contained data for the
first quarter of each year and was due on October 1. All editing review and correction of the
micro-level Name and Address file were conducted by Office of Survey Design staff in
Washington. States received little or no substantive feedback on the quality of these micro data.

Initiative and Improvement

In 1981, to increase both the geographic and industrial level of detail available, BLS proposed
that all States submit one macro-level tape each quarter providing 4-digit SIC detail by county, in
lieu of separate tapes showing different levels of detail to BLS (Statewide 4-digit industry code)
and BEA (county 2-digit SIC). BLS proposed copying this tape upon receipt and providing it to
BEA. This was phased in over a three-year period, with the last States converting with the
submittal of data for the fourth quarter of 1983.

In 1982, BLS began producing and providing multi-quarter listings to assist regional office staff
and States in their review of these employment and wage data. This was the first formal review
of employment and wage changes between quarters. The listing presented Statewide data by 4-
digit SIC and ownership for six quarters. It was developed as an interim measure until an
interquarter edit could be designed and implemented.
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In 1983, an interquarter edit was implemented to further assist States and BLS staff in identifying
questionable data, but only at the Statewide level. This was another interim measure until a full-
scale county-level macro edit could be tested, documented, and installed.

During this same period, the funds that ETA had been providing to BLS were reduced as the
CETA PSE program was phased out. This reduction of the BEA role in the county-level edit and
review process created a void which BLS would fill about a year later.

In 1983, the Office of Employment and Unemployment Statistics assumed program office
responsibility for the BLS Universe Maintenance System (UMS) from the Office of Survey
Design. The UMS was the computer system housing the sampling frame used to conduct most
directly collected BLS establishment surveys. As noted earlier, the States had received no
feedback on the quality or content of the micro-level Ul Name and Address files that were the
input to the UMS.

One of the changes that initiated a transition from a macro to a micro emphasis was the redesign
of the CCS Report. To meet many different program needs, the summary listing was replaced
with a tape that contained all noneconomic code changes at the micro level. Since the new data
were submitted at the micro level (including State-specific Ul number) and included all
identifying code information along with December employment, summaries of net employment
changes could be produced at the 4-, 3-, 2-, and 1-digit industry code level of detail for the
Nation, State, or metropolitan areas. The Current Employment Statistics (CES) program was
able to use the tape to produce summaries of change for each of their basic estimating cells.
They could also use these micro-level records to update the industry, county, and ownership
codes of their sample members.

The QCEW program used the CCS micro data to verify changes in codes and also to link records
placed on the UMS database. At that time, the record key consisted of a combination of the Ul
account number and the industry, county, and ownership codes. Previously, a change in industry
code, for example, created a discontinuity on the UMS by terminating the record with the old
code and replacing it with a record with the new code. The micro-based CCS permitted linkage
of these records as they were loaded to the UMS, thereby preventing the creation of false births
and deaths that would otherwise have resulted from the code changes.

In 1984, BLS introduced the county-level macro edit. This edit provided BLS with the
flexibility to adjust the edit tolerances each quarter, if desired. The edit was also exported to the
States to provide their staff with the opportunity to review these macro data prior to submittal
and update appropriate records or provide comments to BLS to explain unusual data.

Until 1986, management of the QCEW program was the joint responsibility of ETA and BLS.
Before 1984, the ETA provided States with operating funds from the Ul Trust Fund and had
overall financial management responsibilities, whereas BLS had only technical responsibility.
During 1984 and 1985, funding responsibility was shared. Beginning in 1986, BLS assumed full
responsibility for both the funding and technical aspects of the program.
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In 1986, BLS modified an existing State system to create the SIC Refiling Control System
(SRCS) software package for States to manage ARS activities. By 1988, all but five States had
installed the SRCS, which proved to be an effective tool for managing the survey activities
related to the 1987 SIC Revision. One output of this software package was the ARS Control
File, which included updated code information from each employer that was sent an ARS
questionnaire. The control file included information on the following:

1. Whether the employer responded to the ARS

2. Whether the employer indicated that the industry description on the ARS questionnaire
accurately described the industrial activity

3. Updates to SIC, county and or ownership codes, plus auxiliary code, if applicable; and

4. Date the industry code was verified or corrected.

After the 1987 SIC Revision, the control file tape became a new deliverable and was used to
supplement the BLS Universe Database (UDB), which replaced the UMS in 1989.

Universe Database (UDB)

In 1987, BLS launched a multi-year project to improve the quality of the data on the UMS and to
redesign the database on which these data were stored. States were funded to implement these
new requirements over a two-to-three year period. New data elements were added to the Name
and Address file, and the frequency of the file was increased from an annual submittal (for first
quarter) to a quarterly submittal, beginning in 1989.

BLS also developed the ability to store various types of addresses on the new database.
Emphasis was placed on obtaining physical location addresses of establishments. A Reporting
Unit Number was also added to each record to uniquely identify it and distinguish between
establishments reported under the same Ul account number in the same county and industry.

Also in 1987, on the recommendation of the Economic Policy Council (EPC), OMB requested
that BLS submit a proposal to become the central agency for the collection of nonagricultural
business identification information. The main purpose of the EPC recommendation was to
increase both the quality and comparability of national economic statistics by establishing a
single, high-quality source of business data that would be available to selected Federal statistical
agencies.

To meet this challenge, BLS recognized that the business identification information currently
available on employers engaged in multiple operations within a State would have to be
improved. The Business Establishment List (BEL) Improvement project was initiated to obtain
this multi-establishment employer information on a quarterly basis.
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BEL Improvement Project

Under the BEL Improvement Project, collection of employment and wage data for multi-
establishment employers was changed from a reporting unit (county/industry total) basis to an
individual worksite (establishment) basis. As part of this change, the size criterion used to define
multi-establishment employers was lowered to include smaller employers. As a result, the
number of establishments and the number of multi-establishment employers increased. The
State statistical supplement forms that were previously used to collect multi-establishment
employer data were replaced by a standardized form for use in all States.

This project was initiated in late 1988 using the ARS questionnaire. The survey obtained
worksite identification information for existing multi-establishment employers and identified
multi-establishment employers previously coded as single-unit employers. To capture physical
location address information for single unit employers collected from the ARS questionnaire, the
SRCS was modified in mid 1988, and the new version was exported to the States.

A new standardized statistical supplement, the Multiple Worksite Report (MWR), received OMB
clearance and was mandated for State use beginning with the first quarter of 1991. (While State
use was mandatory, the actual reporting on the form by an employer was voluntary in most
States and mandatory in others.) The MWR was intended to collect employment and wage
information quarterly from multi-establishment employers.

In 1988, as part of the 1987 SIC revision, the 60-day macro data clean-up period was reduced to
30 days to meet the tight timeframe resulting from dual submittal of QCEW program
deliverables under the two classification systems. This reduction in the time frame also
accomplished another objective: to ensure that States had clean micro data available to submit on
the Name and Address files. Prior to this change in timing, the Name and Address file had been
due 30 days after the due date for the first quarter macro report. But because the States
previously had 60 days to clean-up the macro report, the Name and Address file could have been
created from micro data that were not clean. The reduction from 60 to 30 days was a logical
step, and assumed that States would make all necessary micro-level changes to their QCEW
working files prior to creating the Ul Name Address file.

Electronic Data Interchange Center (EDIC)

In February of 1995, the Electronic Data Interchange (EDI) Center opened in Chicago, Illinois.
The EDI Center provides companies and installations who have multiple worksites in more than
one State with the means to submit their MWR and RFEW data to a central location rather than
separately to each State, and to submit data electronically rather than on paper. The EDI Center
processes the data submitted and forwards these edited data to the States for inclusion in the
States' micro databases and submitted EQUI files.
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ES-202 Improvement Project

The Bureau continued with more improvements to the QCEW program and the BEL with the
implementation of the ES-202 Improvement Project ("Mic/Mac") in reference year 1997. One of
these improvements included replacing the three separate and somewhat redundant deliverables
with one deliverable -- the Enhanced Quarterly Unemployment Insurance (EQUI) file. The
EQUI incorporated many new data elements, including information from the ARS. A macro file
would be generated in BLS-Washington from the micro data it contained.

Another major accomplishment of the Mic/Mac project was to convert all States to standardized
QCEW processing systems, a key to implementing timely updates to State systems at relatively
low costs. These processing systems, developed and maintained by Utah and Maine, ensure that
the changes States make to their micro database files are automatically reflected on the EQUI
file. Also entailed in the Mic/Mac project were many changes to core processing in the States
and BLS, including revamped editing routines to ensure consistent edits between BLS and the
States. These systems were also designed to accommodate the conversion to the North America
Industrial Classification System (NAICS).

Service Center

September of 1997 saw the establishment of a service center to generate and process data for the
States that use EXPO-202, the largest standardized QCEW State processing system. Not all
EXPO-202 States use this facility; however, States that do so no longer need to install updates to
the system locally or generate EQUII files locally for shipment to BLS. Both of these functions
are accomplished directly at the service center.

Longitudinal Database (LDB)

Implementation of the ES-202 Improvement Project in reference year 1997 necessitated
improvements in the UDB to accommodate the new EQUII file received from the States. To this
end, the Longitudinal Database (LDB) was created. When it went online in April of 1999, the
LDB became the Bureau's official sampling frame and replaced the UDB. Initially, the LDB
only contained data from reference year and quarter 1997/1 through 1998/1. Eventually,
however, all data from reference year and quarter 1990/1 forward were made available. The
LDB had many improvements over the UDB, including new and revised data elements, the
incorporation of NAICS codes, an improved record linkage system, and the ability to conduct
longitudinal (across time) analysis of the data.

North American Industry Classification System (NAICS)
Beginning in FY 1998, the Bureau implemented the North American Industry Classification

System (NAICS). NAICS was developed in cooperation with our partners in the North
American Free Trade Agreement (NAFTA) and provides a consistent framework for the
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collection, analysis, and dissemination of industrial statistics. Under NAICS, U.S., Canadian,
and Mexican statistical agencies will use the same detailed definitions to collect, summarize, and
publish statistics about their respective domestic economies.

NAICS can be contrasted with the older Standard Industrial Classification (SIC) system that it
replaced. NAICS represents a change in the conceptual framework of establishment
classification. Unlike the SIC system, which classified establishments by the product they
produced or the service they rendered, NAICS classifies establishments on a production-oriented
or supply-based conceptual framework. This conceptual framework groups establishments into
industries according to similarities in the processes used to produce goods or services. This
supply-based conceptual framework allows establishments to be categorized on both inputs and
outputs, rather than on outputs alone. It also allows the integration of every part of the production
process into the measurement of productivity and the classification of industry.

NAICS is a new classification system for our modern economy and reflects the emergence of
many new industries. New sectors have been added, such as the Information sector (which
includes new industries such as “Internet Publishing and Broadcasting™), and the
Accommodation and Food Services sector (which combined the accommodation and restaurant
industries).

The change in industrial classification systems from SIC to NAICS had a profound impact on the
data collected within the QCEW program. It meant recoding all eight million records in the
Bureau's business establishment list. Fortunately, approximately 45 percent of the detailed

SIC industries matched directly into NAICS industries and could be automatically recoded. The
remaining 55 percent transferred into multiple NAICS industries and had to be recoded via the
Annual Refiling Survey. Unfortunately, the recoding to NAICS for industries without a direct
counterpart meant a break in the time series, and broad sectors of the economy lost some of their
historical comparability. Nevertheless, this drawback of any change in industry classification
system was outweighed by the many benefits of NAICS, such as the production-side framework
on which it is based and the increased amount of industry detail. There are approximately 1,200
NAICS industries compared to the 1,004 SIC industries, increasing industrial detail by about 20
percent. The end result is data that are more useful to the wide variety of users the QCEW
program serves.

Under NAICS, new and emerging industries (e.g., high-technology industries and services) are
rapidly incorporated with planned five-year revision cycles. The first five-year revision replaced
the 1997 NAICS codes with 2002 NAICS codes (The 2002 NAICS revision was necessary
because the United States, Canada, and Mexico did not reach agreement on the detailed
structures for the construction and wholesale trade sectors in time for the original NAICS
publication in 1997). Beginning with 2001/1 data, all QCEW records had a 2002 NAICS code.

The second five-year revision replaced the 2002 NAICS codes with 2007 NAICS codes. The
2007 NAICS revision was much smaller in scope and only involved approximately 90,000
establishments covering two million employees. Of these, approximately 66,000 establishments
were in "split” industries in which an existing NAICS 2002 code split into more than one NAICS
2007 code. The remaining affected industries were "direct" conversions in which a NAICS 2002
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code converted directly to one NAICS 2007 code. Beginning with 2007/1 data, all QCEW
records have a 2007 NAICS code.

Geocoding and Information Expansion Initiatives

In FY 2003, the Bureau took steps to increase the amount of information contained on the BLS-
Washington and State micro databases. In response to user demand, BLS began to geocode the
entire business register. Geocoding is the process of adding geographic information to a file or
database so that its objects can be precisely located and displayed on a map. The file must
contain data that are geographic in nature (such as State, county, zip code, and street address)
that can then be assigned x and y coordinates on a map. The QCEW micro data file contains a
rich set of geographic information that can be geocoded, allowing States and the BLS to produce
and publish sub-county employment and wage data.

In addition to geocoding information, the EQUI file was expanded with many other data
elements that were contained on the State micro databases but were not being submitted on the
EQUI file. The file expansion was an increase in information that could be used to improve the
quality and usefulness of QCEW program data.

Because of the scope of the Social Security legislation and the Ul system, the QCEW program
has comprehensive data on almost every business establishment in the United States. The joint
effort between cooperating States and BLS ensures that the data are collected, edited, processed
and released in a manner that is timely and guarantees quality. Over the course of its history, the
QCEW program has evolved from producing a quarterly report of employment and wage data at
the State level to serving as one of the cornerstones of modern labor market information for the
nation.
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1.4 Responsibilities of the Participants

The QCEW Program is a Federal/State cooperative program or "Fed/State program.” Fed/State
programs are those programs in which State agencies work in cooperation with the BLS to
collect data and publish information derived from those data. A common set of micro data is
used for State and then national purposes. These programs are funded through annual
Cooperative Agreements between the States and BLS.

From collection to publication, the accuracy and timeliness of QCEW data relies upon the
participation of the following organizations:

State Workforce Agencies (SWAs): These State agencies are responsible for collecting the
data, editing it to ensure that the quality is acceptable, and publishing analyses of the data. Both
the Ul tax unit and the State QCEW unit are administered by the State Workforce Agencies, but
they are separate entities and have different responsibilities. The Ul tax unit is primarily
concerned with administering the State's unemployment insurance system. The QCEW unit is
primarily concerned with collecting employment and wage data to be used for statistical
purposes. State agencies collect QCEW data on the quarterly Ul Contribution Report or MWR
as a byproduct of the administration of the Ul program.

Division of Administrative Statistics and Labor Turnover (DASLT): This office is part of
the Bureau’s Office of Employment and Unemployment Statistics. Also known as the Program
Office, DASLT oversees the funding and operations of the QCEW Program and directs the
course of program advances and methodology. Within DASLT, various branches have
responsibility for different components of the QCEW program.

Current Data Analysis (CDA): This branch reviews employment and wage totals each quarter
in support of QCEW publication activities.

Data Collection Branch (DCB): This branch conducts a Code Change Supplement (CCS)
review as part of first and second quarter BLS processing and oversees all coding and data
collection activities.

Longitudinal Database Group: This group conducts a quarterly micro-level review using LDB
files (which are based on the EQUI) and oversees all LDB-related activities.

Division of Business Establishments Systems (DBES): This office is part of the Bureau's
Office of Technology and Survey Processing. Also known as the Project Office, DBES is
responsible for receiving data from the SWAs, processing it through BLS-Washington's
information technology systems, and producing various data-release files and tabulations. DBES
maintains the Longitudinal Database, develops and maintains BLS-Washington's information
technology systems, and maintains the QCEW Operating Manual.

Statistical Methods Staff (SMS): This office is part of the Bureau's Office of Employment and
Unemployment Statistics. SMS is responsible for ensuring the statistical integrity of Fed/State
programs. SMD consists primarily of statisticians who monitor and improve upon the statistical
methodologies.
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Office of Field Operations (OFO): OFO operates on two levels: at BLS-Washington and
through six regional offices.

BLS-Washington: In BLS-Washington, the Division of Cooperative Survey Programs (DCSP)
provides coordination between the regional offices and the program office, ensuring that the
SWAs are provided with the funding, equipment, and information necessary for operations.
Regional Offices (ROs): OFO stations personnel in the Fed/State branch of each regional office
to ensure that the SWASs receive the resources necessary to fulfill their obligations under the
cooperative agreement. The regional offices are the States’ points of contact to BLS, acting not
only as liaison between the States and BLS-Washington, but also providing training and
procedural, technical, and operational support.

Utah and Maine's State System Developers: These States offices develop and maintain the
standardized State processing systems as described in Section 1.6.

Electronic Data Interchange Center (EDIC): This center in Chicago collects employment and
wage data centrally from multi-State companies, large payroll providers, and installations in
order to reduce reporter burden. This central processing saves the States time and money by
sparing them the effort and expense of mailing out MWR and RFEW forms, collecting the data,
and then entering the data from the forms into an electronic format. Once EDIC completes the
processing of a company's/installation’s quarterly data, it distributes the data electronically to the
States. The EDIC coordinates with DASLT to target large employers and large payroll
providers, which are used by some employers to maintain payroll records. DASLT also works
with these large payroll providers to produce the MWR data.
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1.5 Overview of Quarterly and Annual Processing

Quarterly and annual processing consists primarily of collecting and updating data, placing data
on a database, and distributing data. The data must be collected in an accurate and timely
manner. The database must be maintained and updated so that the data are usable and
retrievable. Once collected and stored, the data must be made available to the users in such a
way that confidentiality is preserved and the integrity of the data is not compromised.

The remainder of Section 1.5 consists of detailed diagrams showing the processing flow of the
QCEW Program. Exhibit 1A shows a diagram of the main processing flow for the whole
program. (The numbered paragraphs that follow explain the numbered activities on the
diagram.) Sections 1.5.2 through 1.5.6 provide similar detailed diagrams and explanations for
major activities that feed into or from the main processing flow.

1.5.1 Main Processing Flow

The QCEW is a large, complex program with many outside participants that contribute to the
data flow. To minimize complexity and provide a solid understanding of the basic data flow, the
flowcharts given below only portray the process for a single quarter. Please be reminded that
States update/process more than one quarter at a time. The main processing flow is given first
with peripheral processes provided afterwards. Peripheral processes occur at activity 5, activity
36, and activity 56 of the main processing flow. Activity 5 receives data from five peripheral
processes:

1. Annual Refiling Survey (peripheral process A, described in Section 1.5.2)

2. Centrally Collected MWR and Federal Data from EDIC (peripheral process B, described in
Section 1.5.3)

3. MWR Data Collected in State (peripheral process C, described in Section 1.5.4)

4. RFEWSs and Federal Data Collected in State (peripheral process D, described in Section
1.5.5)

5. MWR/RFEW Data Collected via MWRweb (peripheral process E, described in Section
1.5.6)

Activity 36 passes data from the main processing flow to the peripheral process Longitudinal
Database (peripheral process F, described in Section 1.5.7). Potential New MWR Reporters,
peripheral process G, shown in activity 56 are not discussed in detail. A detailed explanation of
each activity in the main processing flow is provided in the text immediately following the
flowcharts in Exhibit LA Main Processing Flow.
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EXHIBIT 1A Main Processing Flow
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EXHIBIT 1A (continued) Main Processing Flow
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12
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Aggregate micro data
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and micro edits

July 2003 Overview of the QCEW Program
EXHIBIT 1A (continued) Main Processing Flow
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EXHIBIT 1A (continued) Main Processing Flow
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EXHIBIT 1A (continued) Main Processing Flow
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EXHIBIT 1A (continued) Main Processing Flow
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EXHIBIT 1A (continued) Main Processing Flow

41 DASLT
Analyze data
42 DBES

Produce publication tables

43 DASLT

Prepare publication and
charts

44 DASLT

Deliver publication and
press releases for printing

451 OPUB and GPO

Print publication
(OPUB and GPO)

47 DBES

Generate data for press
releases

48 DASLT

Analyze data

49 DASLT

Prepare and issue press
release

50 OPUB

Disseminate press releases

46

DASLT

Receive and disseminate

publication




QCEW Operating Manual
June 2007 Overview of the QCEW Program Page 1-30

1. Receive and process QCRs and Initial Status Forms

The QCEW program is a census of all employers subject to State unemployment insurance (Ul)
laws, supplemented with additional data collected for statistical purposes only. Most of the
QCEW data are collected as a by-product of the States’ administration of the Ul unemployment
insurance taxes. Employers file Quarterly Contributions Reports (QCRs) with their State Ul tax
department, which is separate from the LMI unit that provides data to BLS under guidelines set
in the Cooperative Agreement. (Both departments are part of the larger State Workforce
Agency). The QCRs provide monthly employment, quarterly wages, and Ul tax information.
New employers file Initial Status Forms with the State Ul tax unit to initially register their
business. These initial forms provide basic business identification and classification information
to establish a Ul account. Ul tax administration, the QCRs, and the Initial Status Forms are all
under the oversight of the Employment and Training Administration (ETA). The QCRs and the
Initial Status Forms are State-specific; neither are standardized across States. Ul tax units
generally handle follow-up with employers for delinquent and missing data for these two forms.

2. Prepare and issue State computer system upgrades

Two Standard State processing systems are available to the States (SWAs) for conducting the
QCEW program. One is the EXPO-202 system maintained by the State staff in Utah; the other is
the WIN-202 system maintained by the State staff in Maine. Upgrades to the systems are
released regularly and non-scheduled fixes are issued as needed. The upgrades incorporate
initiatives and enhancements requested by BLS plus improvements suggested by State users.

The EXPO-202 system is a mainframe system. It is available for access centrally in a service
center environment (presently at SunGard) and as a distributed product for installation locally in
the States. The WIN-202 system is a client/server system that is installed and operated locally in
client States.

3. Install computer system upgrades

States install or implement the system upgrades after receipt but no later than the time allotted by
the Cooperative Agreement. EXPO-202 States that are operating at the service center are
automatically upgraded. The State developers from Utah and Maine often assist in the
installations.

4. Extract quarterly data from Ul tax files

A quarter’s processing begins with the first extract of data from the Ul tax files. Because the Ul
tax files are State-specific, the States” QCEW programs that pull data from these files must also
be State-specific.

5. Place data into State QCEW micro database

The extracted Ul tax data are placed in the State’s QCEW micro database. Other sources of

QCEW data are collected by the QCEW program itself. These data include:

(@) Annual Refiling Survey (ARS) data,

(b) Multiple Worksite Report (MWR) and Federal (RFEW) data collected centrally from multi-
State reporters by the EDI Center,

(c) MWR data collected directly by the State,

(d) Federal (RFEW) data collected by the State, and

(e) MWR/RFEW data collected via MWRweb.



QCEW Operating Manual
July 2003 Overview of the QCEW Program Page 1-31

6. Implement industry, geographic, and other miscellaneous changes from the ARS (first
guarter only)

The ARS is the largest business establishment survey conducted under the auspices of BLS.
Each year, approximately one-third of all business establishments nationwide (approximately
two million establishments per year) are surveyed to verify their industry and geographic
classifications and to update physical location and mailing addresses. Changes in classification
codes resulting from this survey are implemented in QCEW records effective with first quarter
data.

7. Perform micro edits for current and prior reference quarters

States have several options for editing the quarterly data within their standardized system. The
options include:

(@) running micro edits prior to running a fully integrated micro/macro edit,

(b) starting with a full integrated micro/macro edit, or

(c) a combination of approaches tied to the timing of the multiple Ul tax extracts.

This flow describes the first option. In the micro edits, the data are edited by establishment. An
establishment record is checked for valid values. This verification includes checks for the
reasonableness of the data (both within the quarter and across quarters).

8. Clean and explain data

The State reviews edit failures and warning flags. The data must be corrected or explained as
needed. Standard comment codes are used to explain unusual data. Narrative comments can
also be entered into the system.

9. Extract quarterly data from Ul tax files for second time
States extract data from the Ul tax files for a second time in the quarterly processing cycle to
pick up newly reported and posted data.

10. Impute for missing data

Some employers’ data will be missing, mostly delinquent Ul tax filers. Prior to summarizing
and reviewing data at a macro cell level, States must impute for the missing micro (establishment
level) data.

11. Edit, clean, and explain new and imputed data

As earlier, the State reviews any edit failures and warning flags. The data must be corrected or
explained as needed. Standard comment codes are used to explain unusual data. Narrative
comments can also be entered into the system.

12. Aggregate micro data
The micro data are summarized by macro cell (county, ownership, industry combination) prior to
running an integrated micro/macro edit.

13. Perform integrated macro and micro edits
The data at a macro cell are checked for reasonableness — for example, the cell level data are
checked for large fluctuations in employment or wages between quarters. The integrated edit
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displays both the summary data for the cell as well as the micro level records that likely caused
the macro level edit flag.

14. Clean and explain data

The State reviews its edit results. The data must be corrected or explained as needed. Standard
comment codes are used to explain unusual data. All corrections are made to micro level records
with macro level data being re-aggregated as needed from the micro data.

15. Report status information (ongoing)

Shortly before the due date for producing the quarterly file deliverable for BLS, the State
formally begins reporting status for the quarter. The status reporting is an ongoing process,
typically with a report due every two weeks or so on a schedule announced by OFO. The status
report includes such information as the prognosis for meeting the deliverable due date, clean-up
status for the prior quarter(s), and any changes in the State’s processing environment. The States
report the requested information to their regional offices. The regional offices compile and
submit to BLS-Washington the information for their States.

16. Compile and disseminate status information (ongoing)
The Office of Field Operations (OFQO) in BLS-Washington receives the reports from the regional
offices and issues a consolidated status report for all States.

17. Provide macro summary data to regional offices
The State generates a file of macro data and sends it to the regional office.

18. Review macro data

The regional office enters the macro summary data into a spreadsheet to compare the State
QCEW employment data against State CES data and to compare current year QCEW trends
against prior year QCEW patterns in both employment and wages. The State and regional office
also perform these two steps (generating macro summary data and using it for comparison)
before generating the EQUI update file described in activity 28.

19. Produce full EQUI data deliverable for BLS

Approximately four months after the end of the reference quarter, States produce their key
QCEW deliverable for BLS: the Enhanced Quarterly Unemployment Insurance (EQUI) file.
This file contains all micro data records for the applicable reference quarter plus update
transactions for prior quarters.

20. Submit EQUI data deliverable and transmittal form

States submit their EQUI file to DBES. Several transmittal methods are possible depending on
the size of the file. For EXPO-202 States operating at the service center, DBES simply accesses
the applicable files at the service center. For other States, the size of most EQUI files requires
use of a cartridge shipped via an overnight service. All States complete and submit a transmittal
form (preferably electronically via e-mail) that gives notice of the data submittal and includes
certain pieces of information necessary to facilitate DBES processing.
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21. Generate macro level estimates for missing or unusable State files
If States have not submitted the EQUI file by the deadline date, BLS-Washington (DBES)
generates macro level estimates.

22. Process States’ data through BLS EQUI edit system

Each State’s EQUI file is processed through the BLS-Washington edit system. A set of reports
is produced. Some are error reports requiring further review; some are reports that count,
tabulate, and list the data in various ways for informational purposes.

23. Produce flow-basis deliverables for BEA and CES
DBES provides data files and reports to BEA and CES as the States’ EQUI data are received.

24. Provide data to DASLT as received

As the States’ EQUI data are received, DBES also generates macro level aggregations and
provides the macro level files to DASLT for their data uses. DBES loads micro and macro data
to the ES-202 Database (EDB), a client-server system on the BLS LAN, for use by the analyst
staff in BLS-Washington and the regional offices.

25. Review edit outputs
DASLT, DBES, and the regional offices all play roles in reviewing the BLS edit outputs and
identifying potential problems in the data.

26. Assess data for production of quarterly deliverables
Prior to producing these data, an assessment must be made of which States’ data are usable and
which States’ data are unusable or delinquent.

27. Coordinate with States to clean and explain data further as needed
The regional offices coordinate with their States to perform data clean up in response to the BLS
edits. The most critical errors are addressed first.

28. Clean and explain data in response to BLS edits and questions

In response to the BLS edits and any guidance or priorities given by the regional offices, States
research the data further. The data must be corrected or explained as needed. Standard comment
codes are used to explain unusual data. All corrections are made to micro level records.

29. Generate and submit EQUI update transactions and transmittal forms

One month after the due date for the initial file for the reference quarter, update transactions are
due in DBES from the States in response to the BLS edits and any other new or corrected data.
States make the corrections in their State database and then run steps that automatically create
matching update transactions for the BLS database. As with the full EQUI file, several
transmittal methods (depending on the size of the file) are possible for the EQUI update
transactions file.

30. Process States’ EQUI update transactions
DBES processes the EQUI updates of the States. Another set of reports is produced reflecting
the updated data.
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31. Produce second flow-basis data deliverables for BEA and CES
Using the updated data on usable State EQUI files (and any necessary estimates for State files
that are still unusable or missing), DBES provides data files and reports to BEA and CES.

32. Review edit/correction outputs

Similar to earlier in the cycle, DASLT, DBES, and the regional offices all play roles in
reviewing the BLS-Washington edit outputs and identifying any remaining problems in the data.
Minor problems may be held for submission with the next quarter's EQUI deliverable or
submitted as an additional update file. Regional offices and BLS-Washington consult to
determine the best course of action.

33. Certify data as clean

Once the regional office is satisfied with the data, they provide notice to BLS-Washington that
the State’s data are considered “clean.” This is, in actuality, an interim designation that must be
reconfirmed in the future quarters since update transactions often occur concurrently with the
data submittals for future quarters.

34. Produce BEA/ETA/LAUS quarterly deliverables

After the EQUI clean-up due date for each quarter, one additional BEA deliverable and the
ETA/LAUS deliverables are generated and validated by DBES staff. They are produced both in
print and file versions that are due to BEA, ETA, and LAUS by the 5" of the month following
the EQUI clean-up deadline for that quarter.

35. Produce State publications
States publish QCEW data in various formats and on various schedules.

36. Pass micro data to LDB
The business establishment micro data that are summarized to produce the macro-level QCEW
data are the same source of data for the Bureau’s LDB.

37. Extract files for publication, press releases, and data releases
BLS regularly produces publications, press releases, and data releases. Data are pulled at the end
of the quarterly processing for quarterly releases.

38. Produce CCS data deliverables for users (1st quarter data only)

Code Change Supplement (CCS) data are implemented in first quarter. These data show the
changes in classification codes (industry, county/township, and ownership) that are discovered
through the ARS and held for first quarter. DBES produces tabs and files showing units and
employment that have shifted from one cell to another. The primary external users are CES and
BEA. DASLT uses CCS data and tables during annual publication review.

39. Perform nondisclosure screening

Nondisclosure screening is performed for publication, press releases, and other uses.
Nondisclosure screening is run so that individual company data are not revealed or discernible in
published data.
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40. Validate files for publication, press releases, and data releases
DBES and DASLT review summary counts of units, employment, and wages to verify that the
files being used for releases are complete and current.

41. Analyze data

DASLT analyzes the data for publication, as well as preliminary tables DBES produces for
review. Necessary manual changes are submitted to DBES for incorporation into the final
products.

42. Produce publication tables

Publication tables, press release tables, and non-disclosure datasets are produced. DBES makes
changes in content or format that have been specified by DASLT and runs the programs that
produce the publication tables.

43. Prepare publication text and charts
DASLT prepares the narrative and graphs to accompany the tables in the publication as well as
in the press releases.

44. Deliver publication and press releases for printing

DASLT delivers the publication and press releases to the BLS-Washington Office of Publication
(OPUB). OPUB may require changes to the publication products, forcing some repetition of
earlier steps.

45. Print publication (OPUB and GPO)
The printing of the publication is arranged by OPUB and is completed by GPO or its
subcontractors.

46. Receive and disseminate publication
DASLT disseminates the publication.

47. Generate data for press releases
DBES runs programs to produce data for the press releases. The source data are the quarterly
data.

48. Analyze data
DASLT analyzes the data and writes a description of it for the press releases.

49. Prepare and issue press releases
DASLT prepares the press releases and they are issued through OPUB.

50. Disseminate press releases
OPUB disseminates the press releases.
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1.5.2 Annual Refiling Survey (ARS)

The ARS, illustrated in Exhibit 1B, feeds into the main processing flow at activity 5 (shown on
Exhibit 1A). The ARS is the annual component of the quarterly QCEW program. A detail
description of each numbered activity in this process is provided in the text immediately
following the flowchart.
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EXHIBIT 1B Annual Refiling Survey (ARS)
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51. Prepare ARS forms and provide to States (when needed)

DBES produces the ARS data collection forms for the States. These are Xerox LPS-based form
template files for loading and printing on Xerox programmable/LPS-capable laser printers, both
for States using their in-house Xerox printers and those EXPO-202 States using the SunGard
Service Center facilities.

52. Select units to be included in the ARS

Using criteria established by DASLT with the most recent quarterly data available, the States use
their standard State system to select the units to be included in the yearly ARS. In anormal
ARS, approximately one-third of a State’s business establishment records are selected for the
survey so that all existing units are surveyed over a three-year period. The EIN is the primary
data element used to select units. By using the EIN to determine sample selection, this
approximates a random sample and avoids duplication from year to year.

53. Print ARS forms and conduct first mailout

Once the ARS units are selected, the States print their forms with the establishment-specific
information on them and do their first mailout. BLS recommends that States begin the ARS in
the fall each year (October-November).

54. Receive, review, and enter ARS data

As completed ARS forms are received from the employers, they must be reviewed and coded as
needed. Any changes in classification codes or addresses are entered. This process will continue
for several months until the close-out, generally around July of each year or until the response
rate identified in the Cooperative Agreement is achieved. Some ARS data are collected by
touch-tone response system (TRS) in lieu of submitting forms.

55. Generate and submit SMR reports (monthly)

States submit Survey Management Reports monthly to show their progress on the ARS. These
reports include mailout dates and quantities, counts of units by the various response codes, and
response rates.

56. Identify and solicit potential new MWR reporters

The ARS serves as the primary means for States to identify new or additional
multi-establishment employers presently reporting in a consolidated manner. Such employers
are generally solicited to begin reporting employment and wage data by establishment level via
the quarterly MWR.

57. Conduct follow-up mailings and contacts as needed
States do second and third mailings to nonrespondents.

58. Receive SMR reports and monitor States’ progress
DASLT works with the regional offices to monitor the States’ progress in the ARS.
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59. Close-out ARS

ARS data collection, review, entry, and clean-up is generally finished in June or July. The
classification code changes that are identified through the ARS must be introduced in the State’s
database in time for producing first quarter data, which is due in BLS in August.

1.5.3 Centrally Collected MWR and Federal Data from EDIC

Central collection at the EDI Center, illustrated in Exhibit 1C, feeds into the main processing
flow at activity 5 (shown on Exhibit 1A). A detailed explanation of each numbered activity in
this process is provided in the text immediately following the flowchart.
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EXHIBIT 1C Centrally Collected MWR and Federal Data from EDIC
(feeds into main processing flow)
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60. Solicit reporting of MWR/RFEW data centrally via EDI (new EDI reporters)
The EDI Center coordinates with DASLT in targeting and prioritizing multi-State employers and
installations to report their employment and wage data centrally. This type of one-point
electronic reporting would be in lieu of the companies submitting paper Multiple Worksite
Reports and the Report of Federal Employment and Wages each quarter to all of the States in
which it has locations. Most EDI data are submitted in a standard ASCII format that was
developed in coordination with the CES program. The EDIC handles central reporting for both
the QCEW and CES programs and solicits potential new central reporters for both programs.
DASLT also works with the following groups to encourage them to provide the means to
produce the MWR/RFEW data:

1. Service bureaus and large payroll providers, who are hired by many employers to

maintain payroll records,
2. Payroll software developers, who sell payroll software to employers, and
3. Federal agencies.

61. Evaluate test submittals of MWR/RFEW EDI data

Employers must develop or modify software to produce their MWR EDI data in the prescribed
standard format. This is the up-front work that companies must undertake to allow for more
efficient, lower-cost reporting over the long-term. (An alternative for employers is to use
commercial payroll software that includes the ability to produce the MWR file.) Once a new
EDI reporter completes its programming work, the EDIC evaluates test submittals from the
company.

62. Set up new MWR/RFEW reporters for production reporting

When the EDIC is satisfied with the test submittals from a company, the employer is set up in
the EDIC processing system. The employer is scheduled to begin quarterly production reporting
of MWR data.

63. Receive, review, edit, and process quarterly MWR/RFEW EDI data (new and existing
reporters)

Much of the EDIC’s work involves the quarterly receipt and processing of the MWR and Federal
data from employers. The EDIC uses a DBES-developed and maintained system to process the
data. The EDIC follows up with the employers on any questions pertaining to their centrally-
submitted MWR data.

64. Distribute centrally collected MWR/RFEW EDI data to States

Once processing for a company’s quarterly data is finished, the EDIC distributes the data
electronically to the States. The States must merge these data with the data collected directly by
the States.
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1.5.4 MWR Data Collected in State

MWR data collection, illustrated in Exhibit 1D, feeds into the main processing flow at activity 5
(shown on Exhibit 1A). A detailed explanation of each numbered activity in this process is
provided in the text immediately following the flowchart.



July 2003

Overview of the QCEW Program

QCEW Operating Manual

Page 1-43

EXHIBIT 1D MWR Data Collected in State
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65. Prepare MWR forms and provide to States (when needed)

DBES produces the MWR data collection forms for the States. These are Xerox LPS-based form
template files for loading and printing on Xerox programmable/LPS-capable laser printers, both
for States using their in-house Xerox printers and those EXPO-202 States using the SunGard
Service Center facilities.

66. Add and delete in-State MWR reporters as needed

New MWR reporters periodically need to be set-up in the State processing system; some MWR
reporters occasionally need to be re-consolidated and discontinued as MWR reporters. Most of
these reporting configuration changes are timed to occur with first quarter data.

67. Print quarterly MWR forms and conduct first mailout
The States print their MWR forms with the establishment-specific information on them and do
their first mailout.

68. Receive, review, and enter MWR data
As the State receives MWR data from the employers, these data are reviewed and entered into
the State processing system.

69. Conduct follow-up mailings and contacts as needed
States do mail and telephone follow-up as needed for nonrespondents.

1.5.5 RFEWs and Federal Data Collected in State

State collection of Federal data, illustrated in Exhibit 1E, feeds into the main processing flow at
activity 5 (shown on Exhibit 1A). A detailed explanation of each numbered activity in this
process is provided in the text immediately following the flowchart.
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70. Prepare RFEW forms and provide to States (when needed)

DBES produces the RFEW data collection forms for the States. These are Xerox LPS-based
form template files for loading and printing on Xerox programmable/LPS-capable laser printers,
both for States using their in-house Xerox printers and those EXPO-202 States using the
SunGard Service Center facilities.

71. Add and delete Federal reporters if needed

On an infrequent basis, changes in the reporting for Federal agencies need to be set up in the
State processing system. For example, when the EDIC begins to collect data for an agency
centrally, the States should discontinue their own data collection with that agency.

72. Print quarterly RFEW forms and conduct first mailout

The States print their RFEW forms with the establishment-specific information on them and do
their first mailout. Many Federal agencies provide their data on files or formatted computer
listings instead of the actual RFEW form.

73. Receive, review, and enter Federal (RFEW) data
As the State receives the Federal (RFEW) data from the agencies, these data are reviewed and
entered into the State processing system.

74. Conduct follow-up mailings and contacts as needed
States follow-up as needed for nonrespondents. Nonresponse or other problems with Federal
data are channeled to DASLT for resolution.

1.5.6 MWR/RFEW Data Collected via MWRweb

MWRweb collection of quarterly MWR/RFEW data, illustrated in Exhibit 1F, feeds into the
main processing flow at activity 5 (shown on Exhibit 1A). A detailed explanation of each
numbered activity in this process is provided in the text immediately following the flowchart.
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75. Determine which firms to solicit for MWRweb reporting
BLS-Washington staff use the following criteria to identify firms for potential MWRweb
reporting:

1) Employer is not an EDI reporter, and

2) Employer has been a good MWR/RFEW reporter for the past two quarters, and

3) The maximum number of worksites is 33, unless the employer is willing to report
regardless of the number of worksites.

76. Send Solicitation Request Files to States

Once potential firms are identified, BLS-Washington sends a Solicitation Request file to each
State to trigger the solicitation process in the State systems. At the same time, BLS-Washington
also sends each State a listing that shows all of the Ul accounts that will be solicited in the State
for the upcoming quarter. This takes place approximately three weeks before the beginning of
the quarterly collection period.

77. Load the Solicitation Request File

States load the Solicitation Request File to their processing system, which causes the MWR or
RFEW form to print with a temporary IDCF account and password for the firm's use on
MWRweb. With the form, the States also include a brightly-colored flyer inviting the firm to
participate in web reporting and a brochure explaining how to access the IDCF.

78. Produce the Historical Data File for MWRweb production use

States produce a State Historical Data file, which must be returned to BLS-Washington no later
than by the established due dates. These data are preloaded to the MWRweb site so that an
employer sees previously-reported totals on the web to assist with entering data for the correct
website.

79. Load the State Historical Data Files
BLS-Washington staff load the State Historical data files for MWRweb production use.

80. Provide quarterly MWR/RFEW data via MWRweb (new/existing MWRweb firms)
New MWRweb firms use their temporary IDCF account and password (from the printed
MWR/RFEW paper form) to enable them to login to the Internet Data Collection Facility (IDCF)
and MWRweb. Existing firms are reminded via email and use their existing IDCF account and
password. The firms then provide their quarterly MWR/RFEW data via the MWRweb system.

81. Send Confirmed Register Files to States

BLS-Washington sends files on a flow basis (several times per quarter) that identify firms that
have been solicited, registered to participate in MWRweb, and completed entering data for their
Ul account. The receipt of this file stops the follow-up printing and mailing of paper forms.

82. Make Collected Data Files available to States
A State's Collected Data file contains their quarterly MWR/RFEW data that has been provided
through the MWRweb. These files are made available by BLS-Washington to States on a
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weekly flow basis during the quarterly collection cycle. States are able to access the file via the
Employment and Unemployment Statistics (EUS) Web, as well as through the SunGard Service
Center.

83. Load the Collected Data Files
State QCEW staff use their State processing system to load the Collected Data File from
MWRweb directly to their QCEW micro database files.

1.5.7 Longitudinal Database

The Longitudinal Database, illustrated in Exhibit 1G, emerges from the main processing flow at
activity 36 (shown on Exhibit 1A). A detailed explanation of each numbered activity in this
process is provided in the text immediately following the flowchart.
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84. Receive quarterly micro data after QCEW clean-up

The business establishment micro data that are summarized to produce the macro-level QCEW
data are the same source of data for the Bureau’s LDB. The micro data are passed to the LDB
once the quarterly clean-up process is completed. The data also includes updates to prior
quarters.

85. Move/reformat data to LDB
DBES reformats the micro data for input into the LDB system.

86. Link and load records

DBES performs the record linkage and loads the data to the database. The LDB record linkage is
fundamental to the tabulations produced by the LDB system. The primary objective of the
record linkage process is to identify one-to-one record matches between quarters and within
quarters, even when there has been a break in quarterly reporting or a change in business
ownership. The longitudinal data are built upon the continuity that the linkages provide. When
establishments are identified as the same (linked), the record retains the same LDB number
across quarters, regardless of whether there have been changes in other identifying information.
Continuous records are identified as follows:

1. They have the same Ul Account Number and Reporting Unit Number (RUN) from quarter to
quarter,

2. They have different UI/RUNSs but are identified by the State as the same unit through the use
of predecessor and successor UI/RUNSs (e.g., a change in the ownership of the business), or

3. They have different UI/RUNs and have no continuity identified by the State through use of
predecessor/successor fields, but are identified as continuous by DBES in a weighted match
process. This process looks for common data elements such as name, address, telephone
number, industry and geographic codes, etc.

87. Analyze record linkage results
DASLT reviews the record linkage results to verify that the links seem appropriate.

88. Provide sampling frame data to BLS users (via LDB)

Once the data are linked, DBES makes the updated business establishment list available for
sampling by other Bureau programs. Some programs access and fetch the data themselves; some
programs are supplied the data by DBES by request.

89. Perform LDB nondisclosure screening
Nondisclosure screening is run so that individual company data are not revealed or discernible in
the published LDB data.

90. Produce LDB tabulations
DBES produces various LDB tabulations. These include data on expanding and contracting
establishments, job creation and job destruction, magnitude of expansion or contraction, etc.
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91. Analyze and publish LDB data
DASLT analyzes and publishes the LDB data.
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1.6 Using Standardized Processing Systems

It is imperative that States process all of their data through a standardized system. Standardized
systems allow for centralized system development and issuance of system upgrades, fixes, and
changes. States only need to install the new version and do not need to program the changes
themselves. Within the service-center environment, States always have the most current version
and do not need to install the upgrades themselves. Processing all data through standard systems
ensures uniform and consistent processing across States and efficient application of system
upgrades and changes. Collectively, this results in increased reliability and accuracy of the data.

Two standard systems are available to the States for processing data in the QCEW program.

1) EXPO-202: A mainframe system maintained by State staff in Utah. EXPO-202 is available
for access centrally in a service center environment (presently at SunGard) or as a distributed
product for installation locally in the States.

2) WIN-202: A client/server system that is installed and operated locally in client States but
maintained by State staff in Maine.

There are regular releases of upgrades to these computer systems. Non-scheduled fixes are also
issued as needed. The upgrades incorporate initiatives and enhancements requested by BLS plus
improvements suggested by State users. States should install or implement the system upgrades
once received and complete their installation within the timelines stipulated by the annual
cooperative agreement. The State developers from Utah and Maine often assist in the
installations. Installation is done automatically for service center States.

States have several options for editing the quarterly data within their standardized system as
described in Section 12.1.
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1.7 Definitions - Basic Terms

The following terms are key concepts for the collection and use of data on State QCEW micro
file databases and on the EQUI. These definitions also relate to the Code Change Supplement
(generated from State and BLS micro files as described in Chapter 11).

Auxiliary Units - Under NAICS, auxiliary establishments are classified with a NAICS code
according to the activity of the auxiliary establishment itself. This is in keeping with the
conceptual framework upon which NAICS is based; namely, that establishments should be
grouped together based on their production processes. As an example, a warehouse that serves a
primary unit within the same enterprise will be assigned the NAICS code for warehouse. Thus,
the industry classification of the primary unit (car assembly plant, telephone communications,
etc.) can not be discerned from the NAICS code assigned the auxiliary unit. (See Chapter 2 for
more information regarding industry coding.)

Contributions - All States finance unemployment benefits through self-insurance or from
unemployment insurance taxes, or contributions. Contributions come from two sources: 1) from
subject employers based on the wages of their covered workers, and 2) in some States, from the
employees themselves.

Total contributions, therefore, are a composite of the employer's contributions and, where
applicable, the employee's contributions.

Employee Contributions - Employee contributions are the unemployment insurance taxes
required by some State unemployment compensation laws to be deducted from an employee's
pay by the employer and paid with the employer's contribution to the State agency.

Employer - The employer is the legal entity that either 1) pays the unemployment insurance tax,
or 2) elects or is required to reimburse the State unemployment fund for unemployment
insurance benefits costs in lieu of paying the Ul tax. In some cases, the employer is equivalent to
the establishment or the reporting unit, while in others the employer will include several
establishments or reporting units.

For the purpose of the QCEW program, the government employer is the organizational unit, such
as the department, agency, or instrumentality, responsible for a function of government.

Employer Contributions - FUTA defines employer contributions as "payments required by a
State law to be made into an unemployment fund by any person on account of having individuals
in his (or her) employ.” In general, employer contributions include any monies collected by tax,
surcharge, etc. that are deposited into the State's trust fund and may be used to calculate tax
rating.
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Unemployment insurance taxes are levied or assessed on taxable-subject employers at either a
standard rate or some other rate determined under the tax rating provisions (see definition of Tax
Rating) of the individual State's laws. The rate is usually defined as a certain percentage of the
taxable wages paid by the employers during the rate year for services performed in covered
employment. Taxes that are paid by employers at a flat rate with no regard to either experience
rating or benefit reimbursement are also considered employer contributions.

Included in this definition are unemployment insurance taxes that may be assessed on employers
under special provisions of State laws that become effective because of emergency conditions or
because of a low balance in the State trust fund accounts that are used to finance benefit costs.

Not included in this definition of employer contributions are:

1. Any tax, surcharge, etc. that is used to pay off the interest on a loan from the Federal
government to the State trust fund and is required by Federal law to be deposited outside
the unemployment trust fund.

2. Any temporary excise tax or permanent surcharge tax.

3. The 0.8 percent (administrative financing) excise tax paid to the Federal government since
January 1, 1983, by all employers of one or more workers in 20 weeks time during a
calendar year in covered industries. (This tax will revert to 0.6 percent when the
outstanding indebtedness of the Extended Unemployment Compensation account to
general revenue is repaid or removed.)

4. Payments instead of contributions by certain nonprofit organizations, State, and local
government instrumentalities that finance benefit costs on a reimbursing basis.

5. Voluntary contributions (paid by employers in some States to be credited to their
experience-rating accounts to obtain rates that are more favorable for future periods).

Employment - Employment for a given month is the number of covered workers who earned
wages during the pay period that includes the 12th of the month. A reporting unit should report
as employment the number of covered workers who worked during or received pay for any part
of the payroll period covering the workweek that includes the 12th of the month, the first of the
two semimonthly payrolls, the monthly payroll, or the payroll of any other type that includes the
I2th of the month. Where more than one type of payroll is in use, the reporting unit should report
the total number of employees on all types of payrolls that include the 12th of the month.

The employment count should include all corporation officials, executives, other supervisory
personnel, clerical workers, wage earners, persons on paid vacations or paid sick leave,
pieceworkers, part-time workers, and workers earning wages that are nontaxable because the
taxable wage limit has been exceeded.

The employment count should exclude workers who were on leave without pay or who earned
no wages during the applicable pay periods because of strikes, work stoppages, or temporary
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layoffs. Workers who earned wages during the month without earning any during the applicable
pay periods should not be counted in the employment figures, although the wages are reported.

Note: Reporting units sometimes list erroneously as employment the total number of persons
who have earned wages at some time during the quarter, while others fail to report, in the
last quarters of the year, workers whose wages have gone above the taxable wage limit.
Efforts should be made to eliminate these and other errors in the reporting of
employment, possibly by means of a once-a-year notice mailed with the blank
contribution report. This notice should call attention to the kind of data to be reported as
employment, and should be in more specific form than the instructions appearing on the
contribution report.

Enterprise - An enterprise consists of all establishments having more than 50 percent common
direct or indirect ownership. In a situation where Company A owns more than 50 percent of
Company B, and Company B owns more that 50 percent of Company C; Company A would
directly own Company B — and indirectly own Company C through Company B's direct
ownership of Company C. The BLS does not gather employment or wage data for enterprises.

Establishment - An establishment is an economic unit, such as a farm, mine, factory, or store
that produces goods or provides services. It is usually at a single physical location and engaged
in one or predominantly one type of economic activity for which a single industry code is
applicable.

Where a single physical location encompasses two or more distinct and separate economic
activities for which different industry codes seem applicable, such activities should be treated as
separate establishments and classified in separate industries, provided it is determined that:

1. No one industry description in the NAICS system includes such combined activities;
2. The employment in each such economic activity is significant;

3. Such activities are not ordinarily associated with one another at common physical
locations; and

4. Separate reports can be prepared on the number of employees, their wages and salaries,
and other establishment-type data for each of the activities.

In the government sector, the term "installation™ generally is used instead of establishment.

Inactive Employer - A unit, not currently reporting employment or paying wages subject to the
State's unemployment compensation law, that has been terminated, administratively inactivated,
or granted permission to suspend filing contribution reports or payment in lieu of contribution
reports (seasonal employers excluded); or who paid no wages during the eight (8) calendar
quarters immediately preceding the due date of the ETA 581, the Contribution Operations
Report. The quarter being reported or validated is included in this time span of eight (8)
quarters.

States should be careful not to inactivate a unit for a reference year/quarter in which they were
active. For example, if a unit was active in the first quarter but went out of business during
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April, the unit should be reported on the first quarter EQUI file. Furthermore, if the account
went out-of-business or was terminated on April 6 and did not have employment during the pay
period including the 12th of the month, but paid wages during the period of April 1-6, the unit
should also be reported in the second quarter. This is an example of a unit that should be
included on the EQUI file because it paid wages in the quarter after it went out-of-business.
Similarly, if back wages are paid after an account is terminated, it should be reactivated or set up
as a new account and the wages reported during the quarter that they were paid.

These definitions in no way preclude immediate inactivation of an account when either the
employer notifies the agency or a determination is made that the employer has ceased paying
wages. In the absence of the administrative inactivation of the "no wages paid" employer, a limit
is imposed on the length of time that such an employer can be included in the SWAs "active
employers™ workload count and in the EQUI file.

Industry Code - Each establishment is assigned a NAICS industry code based on the processes
it uses to produce goods or services. The NAICS system represents a change in the conceptual
framework of establishment classification. Unlike the older Standard Industrial Classification
(SIC) system, which classified establishments by the product produced or service rendered,
NAICS is based on a production-oriented or supply-based conceptual framework. This
conceptual framework groups establishments into industries according to similarity in the
processes used to produce the goods or services. The NAICS system completely replaced the
older SIC system.

NAICS covers the entire field of economic activity of today's modern economy. Establishments
are classified into one of the following 20 sectors:

Agriculture, Forestry, Fishing, and Hunting
Mining

Utilities

Construction

Manufacturing

Wholesale Trade

Retail Trade

Transportation and Warehousing

Information

Finance and Insurance

Real Estate and Rental and Leasing
Professional, Scientific, and Technical Services
Management of Companies and Enterprises
Administrative and Support and Waste Management and Remediation Services
Educational Services

Health Care and Social Assistance

Arts, Entertainment, and Recreation
Accommodation and Food Services

Other Services (except Public Administration)



QCEW Operating Manual
June 2007 Overview of the QCEW Program Page 1-59

e Public Administration

Descriptions of the detailed industry codes for which data are submitted on the EQUI file can be
found in the NAICS manual.

Please note that this method of classification is not dependent upon the type of ownership. With
NAICS, as with the SIC system, owners may include such diverse legal organizations as
corporations, partnerships, individual proprietors, government agencies, joint ventures, etc.
Government establishments, therefore, are classified by their primary economic activity, rather
than by type of ownership. (See Section 2.1.5.)

QCEW data for the period from 1975 through 1987 were coded according to the 1972 Standard
Industrial Classification (SIC) Manual (including the 1977 amendments). QCEW data for the
period from 1988 through 2000 were coded according to the 1987 SIC Manual. Beginning with
data for first quarter 2001, QCEW data were collected and made available under the 1997 North
American Industry Classification System (NAICS). From the first quarter 2002, SIC codes were
no longer actively coded on the State micro database files and the NAICS codes were updated to
reflect the 2002 NAICS revision. Beginning with first quarter 2007, NAICS codes were updated
to reflect the 2007 NAICS revision.

Nontaxable Wages - Nontaxable wages (sometimes called excess wages) are that part of an
employee's total wages that is in excess of wages that are taxable under the State unemployment
insurance law.

Number of Wage Records - The number of wage records or the wage record count for an
employer is the number of names (records) appearing on his/her wage report for the quarter.
Such a report (see Exhibit 3B) accompanies the contribution report in all States (except New
York). This information is required for the computation of unemployment insurance benefits.
Because of employee turnover, the number of wage records (or wage record count) for a quarter
may exceed substantially the employment figures for any month of the quarter.

Organization Type Indicator - The legal form of the organization used for tax purposes by the
establishment. It is valid for the private sector (Ownership code 5) only. This code is used on
Status Determination Forms to solicit information from private sector establishments concerning
their organizational structure.

Ownership - Reporting units are classified by ownership according to legal proprietorship —
Federal, State, or local government, or private industry — rather than by type of economic
activity. (See Section 2.1.4 for the specific ownership codes to be used in State micro files and
the EQUII file.) Regardless of type of industrial activity, each establishment must carry a code
number identifying public or private ownership to distinguish between public and private
activities. These codes are used with the other classification codes to preserve the continuity and
usefulness of historic data. When tabulating QCEW data, the term "Government™ is used to
include all government-owned activities (Federal, State, and local), regardless of industry code,
while the term "Public Administration™ is used only for those legislative, judicial, administrative,
and regulatory activities not having a counterpart in private industry.
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Predecessor - The UI/RUN under which an establishment was previously reported. For
establishments that change from one owner to another, the predecessor record typically has a
different Ul number. For establishments that are reported differently within an existing Ul
account (e.g. breakouts or consolidations), the predecessor record usually has the same Ul
number but a different RUN. The purpose of predecessor (and successor) UI/RUN coding is to
identify establishments as continuous, especially when they change ownership or Ul number.

Primary County - A primary county is defined as the county of largest employment for a multi-
county employer. All other counties with employees of that multi-county employer are
secondary counties. The purpose of finding the primary county is for the purpose of assigning
the county code to multi-establishment employers who refuse to break out or who do not meet
the criteria for a breakout.

Reporting Unit - A reporting unit is the economic unit for which data are submitted on the
employer's contribution report, Multiple Worksite Report, or employment and wages report (for
a government entity or nonprofit organization, since neither may be subject to payment of
quarterly contributions). The reporting unit should be the smallest individual establishment or
installation that is identified by the contribution report or by a Multiple Worksite Report.

Reporting Unit Number — The Reporting Unit Number is a unique identifier assigned to each
reporting unit of an employer that has two or more reporting units. The Reporting Unit Number
should be assigned consistently between the State micro files and the EQUI files submitted to
BLS-Washington. The same identifier should also be assigned to the same reporting unit
consistently across quarters so that the unit can be easily identified across time. The Reporting
Unit Number should never be reused under the same Ul Account Number. A Reporting Unit
Number of "00000" should be assigned to multi-unit master account records and to single unit
records. (Refer to Chapter 3 for more information.)

In certain cases, two or more establishments are combined to make up one reporting unit. This
typically occurs when establishments owned by the same employer are engaged in the same
economic activity in the same county. Whenever possible, individual establishment data should
be collected and reported.

Successor - A unit that is now reported (or that will be reporting) under one Ul Account Number
or Reporting Unit Number, but was previously being reported under a different Ul Account
Number/Reporting Unit Number configuration. The purpose of successor (and predecessor)
UI/RUN coding is to identify establishments as continuous, especially when they change
ownership or Ul number.

Tax Rating - Tax rating is the process of determining the contribution rates of individual
employers on the factors specified in a State's unemployment insurance law. Experience rating
determines contribution rates based on the employer's experience with respect to unemployment.
Conversely, some States allow certain nonprofit or governmental units to pay taxes at a flat rate
with no regard to either their experience rating or to the reimbursement of benefits paid to their
former employees.
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Taxable Wages - Taxable wages (sometimes called net wages) for a quarter are that part of total
wages that is subject to the unemployment insurance tax provision of the State unemployment
insurance law. Taxable wages are reported by employers who are subject to tax rating
provisions, but are not reported by reimbursing subject employers. In some States there are
certain government units or nonprofit organizations that are taxed at a fixed percentage of the
total payroll, with no regard to their experience ratings or to the reimbursement to the Ul fund for
benefits paid to their former employees. For such employers, taxable wages should be identical
to total wages.

Total Wages - Total wages (sometimes called wages or gross wages) for a quarter are the total
amount of wages paid or payable (depending on the wording of the State law) to covered
workers for services performed during the quarter, on all the payrolls of whatever type during the
quarter. Bonuses paid are included in the payroll figures. Also included, when furnished with
the job, is the cash value of such items as meals, lodging, tips and other gratuities, to the extent
that State laws and regulations provide. Total wages include both taxable and nontaxable wages.
Total wages are reported by both taxable and reimbursing subject employers.
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1.8 Coverage of the QCEW Program

Coverage under State Unemployment Insurance Programs

State unemployment insurance programs, the primary source of QCEW covered employment and
wages data, have relatively comprehensive coverage in the United States labor force.
Approximately 96 percent of the wage and salary civilian labor force and 98 percent of
nonagricultural employment are covered by State Ul laws, and so are reflected in QCEW data.

States establish their own unemployment insurance coverage provisions, generally in accordance
with FUTA. The FUTA establishes minimum coverage standards that States must meet to have
an approved Ul program. FUTA provisions determine which employers are subject to Federal
unemployment insurance taxes and designate certain types of services that must be covered
under State Ul laws to meet Federal approval. Specific coverage provisions of State Ul laws
have been influenced by the FUTA through tax incentives. The incentives allow employers who
pay Ul contributions under Federally approved State unemployment insurance law to credit their
State contributions against a specified percentage of the Federal tax.

Coverage exclusions in the FUTA, however, do not preclude a State from covering the excluded
class or category of workers under their own State laws. Many States have chosen to expand
their coverage provisions beyond the FUTA minimum standards in certain areas. A summary of
common coverage exclusions is provided below. Detailed Ul coverage information can be found
in the Comparison of State Unemployment Insurance Laws maintained by the U.S. Department
of Labor's Employment and Training Administration.

Both Federal and State Ul coverage laws are subject to change at any time when existing laws
are amended through the legislative process or reinterpreted through judicial action. If State
QCEW staff has a question about their State’s policy in a particular area, they should contact
their Ul tax unit.

Common Exclusions from Ul Coverage

1. As defined by Federal and State Ul laws, employment is the hiring of workers by others for
wages. Self-employed individuals are therefore excluded from coverage. Incorporated self-
employed persons, however, are covered because corporations are recognized as separate
legal entities from the individual, thereby allowing the individual to be an employee of his/her
own corporation.

2. Some coverage exclusions result from the scope in which an “employer” is defined. The
FUTA defines an employer generally as one who has a quarterly payroll of $1500 in the
calendar or preceding year or who has one worker for 20 weeks. Thirty-three States have
adopted this definition. Ten States have the broadest possible coverage by defining an
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employer as one who has any covered service in their employ. The other States have
requirements of fewer than 20 weeks or payrolls other than $1500 in a calendar quarter.

The definition of employer differs for agriculture, domestic service in households, and nonprofit
organizations, as noted below.

Agriculture — The FUTA designates coverage of agricultural employers having ten or
more workers in twenty weeks, or a payroll of $20,000 or more in any quarter.
California, the District of Columbia, Florida, Minnesota, Puerto Rico, Rhode Island,
Texas, the Virgin Islands, and Washington have more expansive coverage of agricultural
employment. Farm owners/operators are excluded from coverage in all States.

Domestic Service — The FUTA designates coverage of domestic help in private
households, social clubs, and college fraternities and sororities that pay wages of $1000
or more in a quarter. The District of Columbia, New York, and the Virgin Islands have
more expansive coverage of domestics.

Nonprofit Organizations — The FUTA designates coverage of nonprofit organizations
with four or more employees in twenty weeks. Almost half of the States have elected
more expansive coverage, typically covering any organization with even one employee in
twenty weeks. Ministers employed by religious organizations to perform ministerial
duties are excluded from nonprofit coverage in all States.

3. The FUTA and State Ul laws also specify certain categories of employment as not covered.
States can choose to extend coverage to a category that is excluded under the FUTA.
Common exclusions across States are noted below.

Minor children employed by their parents, or parents employed by their children, are
excluded from coverage in all States.

Railroad workers are excluded from coverage in all States. They are covered by a special
Federal unemployment insurance program administered by the Railroad Retirement
Board.

U.S. Armed Forces military personnel are excluded in all States. They are covered under
a separate Federal program, Unemployment Compensation for Ex-Servicemen (known as
the USX program).

State and local government elected officials; members of the judiciary, State national and
air national guardsmen, temporary emergency employees, and policy and advisory
positions are excluded in most States. The District of Columbia and Hawaii, however, do
not exclude any of the above-mentioned groups. Montana excludes only elected officials
and covers the others. Washington excludes all but legislators, members of the judiciary,
and temporary emergency employees. Florida excludes all but State guardsmen; Georgia
excludes all but temporary emergency employees.



QCEW Operating Manual
June 2007 Overview of the QCEW Program Page 1-64

e College and university students employed by the school at which they are enrolled, such
as work-study students, are excluded from coverage in all States. Most States also
exclude student nurses and medical interns employed by hospitals as part of their
professional training program.

¢ Insurance and real estate agents paid only by commission are excluded from coverage in
most States.

Federal Service Covered by Unemployment Compensation for Federal Employees
(UCFE)

The scope of the QCEW program also includes all Federal civilian employees covered by the
UCFE program. Virtually all Federal civilian employees are covered under UCFE with the
exception of some specifically excluded types of Federal service listed in 5 U.S.C. 8501.
Coverage policy and determinations of what constitutes “Federal service” and “Federal wages”
under UCFE are made by the Director of the Unemployment Insurance Service of the
Employment and Training Administration, as delegated by the Secretary of Labor. When the
Unemployment Insurance Service (UIS) issues a coverage ruling, it is published in the Federal
Register and distributed to the SWAs and Federal agencies in official Ul “Program Letters” and
other memoranda. (Ul Program Letters (UIPL) are available on the Internet at the Information
Technology Support Center site sponsored by the Department of Labor.) Additional information
is also available in the ETA Manual, UCFE Instructions for Federal Agencies, last issued in
March 1995.

The following summarizes some previous interpretations issued on covered and noncovered
employment under UCFE.

UCFE-Covered Federal Service

Department of Agriculture

e Agricultural cooperative employees serving under Federal appointments, including those
with the Agriculture Extension Service

e Agricultural Stabilization and Conservation Service (ASC) county and community
committee employees

e Employees (but not members) of Agricultural Boards and Committees

e Soil Conservation Service

Department of Commerce

e Census Bureau enumerators
e Commissioned officers of the Coast and Geodetic Survey
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e Paid executive directors and employees of Regional Fishery Management Councils

Department of Defense

e Armed Forces nonappropriated fund activities employees
e National Guard and Air National Guard civilian employees

Department of Health and Human Services

e Commissioned officers of the Public Health Service

Department of Interior

e Mammal control agents of the Fish and Wildlife Service

Department of Transportation

e Administrative enrollees of the Maritime Administration
e U.S. Merchant Marine Academy
e Employees in Wage Marine positions

Other miscellaneous UCFE-covered employment

e Administrative employees of members of Congress and congressional committees

e Presidential and Schedule C appointees

e National Credit Union Administration (NCUA)

e Employees of partially-owned Federal instrumentalities — including any Federal
intermediate credit banks, banks for cooperatives, or production credit associations in
which the Federal government owns capital stock

Not UCFE-Covered/Not Federal Service

Note that when employment is determined not UCFE-covered/not Federal service, as in the cases
below, States can and may cover these employees under their State Ul law. If State QCEW staff
is unsure whether one of the categories below should be included as Ul-covered, they should
contact their Ul tax unit.

Persons paid from Indian tribal funds of the Department of Interior

Grantees under the Educational Exchange Program of the Department of State
Peace Corps volunteers and trainees

Federal Credit Unions

Federal Intermediate Credit Banks, banks for cooperatives, or production credit
associations in which the Federal government owns no capital stock.

e Federal Home Loan Banks



QCEW Operating Manual
June 2007 Overview of the QCEW Program Page 1-66

e Federal Land Banks

e Federal National Mortgage Association

e Federal Reserve Banks

e Elective officials in the Executive or Legislative branches

e Persons employed on a temporary basis in cases of fire, storm, earthquake, flood, or other
temporary catastrophic emergency

e Enrollees or members of the Youth Conservation Corps

e Participants in the Americorps program administered by the Corporation for National and
Community Service

e Participants in nutritional research studies conducted by the Agricultural Research
Service of the Department of Agriculture
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1.9 Current Employment Statistics and the QCEW Program

CES statistics are calculated from data that are received from the payroll records of a sample of
employers, and are benchmarked each year using data from the QCEW program. The CES
program uses outside sources to benchmark employment for industries that are not subject to Ul
laws. Both programs use the pay period including the 12th of the month as the reference period
for employment. CES data are available for nonagricultural industries in the private sector and
for government.

The Current Employment Statistics (CES) and the QCEW data are both produced by
Federal/State cooperative programs between the Bureau of Labor Statistics and State Workforce
Agencies (SWA). There are several important distinctions between the programs, the most
notable being that the CES data are derived from a survey of nonagricultural establishments,
while the QCEW data are a virtual census of these establishments.

The Current Employment Statistics program is a voluntary survey that collects data on
employment, payroll, and hours from the payroll records of a sample of employers. CES data
are available for nonagricultural industries in the private sector and for government. For the
government sector, CES publishes employment data only; no data on payroll or hours are
collected. The CES program uses the payroll data to calculate a number of statistics for the
nonfarm economy by industry each month. These statistics include total nonfarm employment,
production or nonsupervisory worker employment, women worker employment, average hourly
earnings, average weekly earnings, and average overtime hours (for manufacturing). CES data
are estimated from a sample of establishments, while the QCEW program publishes universe
counts of covered employment and wages. The Longitudinal Database (previously the Universe
Database) is the primary sampling frame for CES.

The hours and earnings statistics compiled by CES are for production or nonsupervisory workers
only. Other minor series published include indexes of aggregate weekly hours, indexes of
aggregate weekly payrolls, average hourly earnings excluding overtime, indexes of employment
diffusion, and real average hourly and average weekly earnings.

In contrast, the QCEW program publishes employment by industry but measures compensation
in the form of wages — a concept distinct from CES earnings measure. QCEW publishes average
establishments, annual average employment, total annual wages, average annual pay, and
average weekly wages. Monthly and quarterly data are available from the QCEW program, but
in a less timely manner than CES. The availability of QCEW data is much broader, however,
with regards to industry and geographic detail. The QCEW program publishes the following
information that is not available from CES: (1) employment by size class, and (2) wages for the
government sector.

CES data exclude members of the armed forces, the self-employed, proprietors, domestic
workers and unpaid family workers. The QCEW program also has the same exclusions; but in
addition, excludes railroad workers covered by the railroad unemployment insurance system,
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student workers, and employees of some small nonprofit organizations. The incorporated self-
employed are covered under the QCEW program, but not in the CES. The QCEW program also
provides partial information on agricultural industries and employees in private households not
available from CES.

Employment - CES employment includes workers who worked during, or received pay, for the
pay period including the 12th of the month. The QCEW employment concept is the same,
except QCEW only collects data on workers covered by Ul and UCFE, while CES data include
adjustments for noncovered workers.

Payroll - Under the CES program, payroll is reported for production or nonsupervisory workers
who receive pay for any part of the pay period that includes the 12" of the month. The payroll is
reported before deductions. It includes pay for holidays, vacation, sick time, and overtime. It
does not include bonuses (unless earned regularly), retroactive pay, tips, or the cash value of
meals, lodging or other payments in kind. In contrast, the QCEW program collects
compensation for all employees in the form of wages. Wages are total compensation paid
during the calendar quarter, regardless of when services are performed. The wages include pay
for holidays, vacation, sick time, and overtime. Wages include the types of compensation that
CES excludes; namely, all bonuses, stock options, tips, and the cash value of meals and lodging.
Wages include contributions to 401(k) plans in some States.

Hours - CES collects the number of hours paid for during the pay period including the 12th of
the month. Included are hours paid for leave time and overtime. QCEW does not collect any
data on hours.

Each year, the CES program adjusts the all-employment estimates to reflect QCEW employment
levels for March. This is known as the benchmark adjustment process. CES national estimates
are adjusted by using a wedging technique to smooth out the differences between new and old
benchmarks. Most States replace their estimates with QCEW levels. CES uses outside sources
to benchmark industries and categories of employment that are not subject to Ul laws.
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Chapter 2 — Assigning and Updating the
Classification Codes

The QCEW program assigns classification codes to provide as much detail and accuracy to
collected data as possible. This involves the use of several coding standards and systems along
multiple phases of the collection process. It is necessary that implementation and compliance of
these coding standards be conducted at the State, regional, and national level. Because QCEW
data are an important source for other statistical programs, there is also a need for continuity of
coding systems between BLS programs. This continuity is especially important for aggregated
data.

The continuity of the codes themselves is maintained across time within the QCEW program.
Changes and updates to codes are taken into account and the data are adjusted in a way that
minimizes the impact of the change on the aggregated data as a whole.

2.1 Coding Standards
2.1.1 State Codes
2.1.2 County Codes
2.1.3 Township Codes
2.1.4 Ownership Codes and Organization Types
2.1.5 Industry Codes
2.1.6 Assigning Industry Codes
2.1.7 AutoNAICS

2.2 Coordination of Coding with Other BLS Programs
2.3 Changes in Industrial, Ownership, and Area Classification Codes

2.3.1 Types of Code Changes
2.3.2 Timing and Reporting of Code Changes
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2.1 Coding Standards

Standards exist for each of the classification codes used in the QCEW program. These standards
are defined by program convention and government legislation. The accurate assignment of
these codes is critical to continuity of the micro data and consistency of the macro data.

2.1.1 State Codes

The identification of the State submitting the Enhanced Quarterly Unemployment Insurance
(EQUII) file is assigned by the standard State processing systems. The Federal Information
Processing Standards (FIPS) series is used to report the State code. FIPS State codes and postal
service State abbreviations are specified in Appendix C.

2.1.2 County Codes

Each reporting unit must be identified by a FIPS county code based upon the unit's location or
place of business. FIPS county codes are used to report data on the EQUI file and the State’s
own micro file. The FIPS county codes are listed in the US Department of Commerce
publication (FIPS PUB 6-4) Counties and Equivalent Entities of the United States, its
Possessions, and Associated Areas, dated August 31, 1990. Updates are made periodically.

The following additional codes should be used to identify the locations of reporting units which
cannot be given valid FIPS county codes:

Code Description

900 Master Record. Assign county code 900 only to a multi-unit master record. This
type of record is the summation of all of its associated reporting units. County code
900 should not be assigned to a single establishment employer (only one establishment
with a given Ul Account Number in the State). Note that use of this code is preferred
but optional; a master record may carry a specific FIPS code (especially if all or most
of its subunits are located in one county) or any of the other county equivalent codes
shown below.

995 Statewide, locations in more than one county, or no primary county. Assign
county code 995 only to reporting establishments that have locations in more than one
county, or for which a primary location has not been determined or cannot be assigned
by the State. A primary county is the county with the largest share of the total
employment of the account. See Primary Counties further below in this subsection.
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County code 995 should not be assigned to a reporting unit based solely on its mailing
address, or based on the corporate headquarters/central office location of the
enterprise.

996 Foreign locations. Assign only to reporting units whose physical location is outside
of the United States, Puerto Rico, and the Virgin Islands, but which report to the State
agency for Ul coverage purposes. County code 996 should not be assigned to a
reporting unit based on its mailing address or based on the corporate
headquarters/central office location of the enterprise.

998 Out-of-State locations. In general, employers must have Ul accounts in all States in
which they have permanent worksites or in which they have ongoing business
operations, such as construction, which lack a fixed worksite. Therefore, employers
will typically be required to establish a Ul account in every State in which they
maintain employment (as defined by State Ul laws) on a regular basis.

Assign county code 998 only to a reporting unit where the worksite is located
outside of the State to which it is reported for Ul purposes, and where this
worksite is not required to report in the State which the worksite is physically
located. For example, an employer is based in State A and reports to State A for Ul
coverage purposes. If this employer has a temporary worksite in State B, and is not
required by State Ul laws to establish a Ul account to report the worksite in State B,
then the reporting unit would be assigned county code 998 in State A.

While most out-of-State worksites will be of a temporary nature, there are a few rare
cases where an employer may maintain a worksite outside the State in which Ul
coverage is based that could be classified with county code 998. For example, an
employer is based in State A and reports to State A for Ul coverage purposes. This
employer maintains a training site in State B where the workers are only temporarily
assigned for training before the employer permanently assigns them to a worksite in
State A.

County code 998 should not be assigned to a reporting unit based solely on its mailing
address or based on the corporate headquarters/central office location of the enterprise.

999 Unknown locations. Assign to a unit with an unknown or undefined location.

Before assigning code 999 to any unit, States should attempt to obtain the county from
the employer. The guidelines in Section 3.3 (Multi-unit Employers) should be
followed for obtaining establishment breakouts from multi-county employers.

Some confusion in assigning county codes may occur with respect to construction companies,
utility companies, trucking companies, statewide salespersons, and other "mobile™ units. Page
22 of the 2002 North American Industry Classification System (NAICS) Manual states:
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Exceptions to the single location exist for physically dispersed operations, such as
construction, transportation, and communication. For these activities the individual sites,
projects, fields, networks, lines, or systems of such dispersed activities are not normally
considered to be establishments. The establishment is represented by those relatively
permanent main or branch offices, terminals, stations, and so forth, that are either (1)
directly responsible for supervising such activities, or (2) the base from which personnel
operate to carry out these activities.

The following rules should be applied in defining the establishment and determining its location:

This type of "mobile™ unit should be assigned a county code that corresponds to the location of
the main or branch office. Although the establishment's territory may be statewide or spread
over several counties, the county code should be consistent with the physical location address of
the establishment. The actual reporting of these individuals can vary. The physical location
address for salespeople and general contractors working out of their homes is not required. If
readily available, use the home address and the county code for the county of residence. If an
employer has sales representatives working out of their homes, then the employer should
summarize these employees into one reporting unit. The county code would be statewide (995)
and the Reporting Unit Description would be "Sales Reps., Statewide".

However, in the case where a construction, logging, drilling, or utility installation expects to be
working at one site for more than one year, that site should be treated as a separate establishment
and identified by its physical location during the course of the project. The county code assigned
to such long-term project should be consistent with the physical location of the project.

In addition, those employer activities in construction that do not meet either the general
definition of an establishment or the 12-month duration criterion may be reported as a county-
level record in the county where the activity occurs. States which have been receiving county-
level data from construction firms should continue to request this level of detail or request
establishment-level detail (as described in Section 3.1), whichever provides the finer level of
detail.

Primary Counties

Some confusion may occur with respect to assigning primary counties in situations where a Ul or
UCFE account has been identified as a multi-establishment employer, but is unable or unwilling
to provide any disaggregated data below a Statewide total, or does not meet the size criteria for
solicitation of disaggregated data.

States should consider “primary county” as the county with the largest share of the employment
in the account, but should only code to primary county when 50% or more of the total
employment is in the primary county. This is in cases where the employer is unable or unwilling
to provide disaggregated data below a Statewide total, or does not meet the size criteria for
solicitation of disaggregated data. See Section 3.5 for examples.
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2.1.3 Township Codes

In addition to the FIPS county codes, New England States and New Jersey must identify
reporting units by township codes on their own micro file and on the EQUI file submitted to
BLS-Washington.

The following township codes, which are equivalent to the county codes, should be used to
identify the locations of reporting units that cannot be given valid township codes:

Code Description

900 Master Record. Assign township code 900 only to a multi-unit master record. This
type of record is the summation of all of its associated reporting units. Township code
900 should not be assigned to a single establishment employer (only one establishment
with a given Ul Account Number in the State).

995 Statewide, locations in more than one township, or no primary township. Assign
township code 995 only to reporting establishments that have locations in more than
one township, or for which a primary location has not been determined or cannot be
assigned by the State. A primary township is the township with 50% or more of the
total employment of the account.

996 Foreign locations. Assign only to reporting units whose physical location is outside
of the United States, Puerto Rico, and the Virgin Islands, but which report to the State
agency for Ul coverage purposes.

998 Out-of-State locations. In general, employers must have Ul accounts in all States in
which they have permanent worksites or in which they have ongoing business
operations, such as construction, which lack a fixed worksite. Therefore, employers
will typically be required to establish a Ul account in every State in which they
maintain employment (as defined by State Ul laws) on a regular basis.

Assign township code 998 only to a reporting unit where the worksite is located
outside of the State to which it is reported for Ul coverage purposes, and where
this worksite is not required to report in the State in which the worksite is
physically located. For example, an employer is based in State A and reports to State
A for Ul coverage purposes. If this employer has a temporary worksite in State B, and
is not required by State Ul laws to establish a Ul account to report the worksite in State
B, then the reporting unit would be assigned township code 998 in State A.

999 Unknown locations, or no primary township. Assign to a unit with an unknown or
undefined location.
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States in New England as well as New Jersey must notify BLS-Washington through their
regional office of any changes to their township code list prior to submitting the affected
deliverable EQUI file.

The township code should be paired with an appropriate county code to eliminate any
inconsistencies on the EQUI file, and the State’s own micro file. The following table presents
acceptable equivalent code combinations in relation to the Multi Establishment Employer
Indicator (MEEI) code of each reporting unit.

MEEI County/Township
1-6 valid county/valid town combination
1-6 998/999
1-6 999/999
1-6 any county code/999
2 900/900
1-6 valid county code/995
1-6 995/995
1-6 995/999
1-6 996/996
1-6 999/and valid township or 995, 996, or 998
1-6 996/999
1-6 998/998
2 any county code including 900, 995, 996, 998; and township 900
or 999

2.1.4 Ownership Codes and Organization Types

Because industry coding may group private sector and government concerns together into sectors
other than public administration, it is necessary to report a separate ownership code in addition to
the industry code. The ownership code permits separate or combined publication and analysis of
private sector and public sector employment and wage data. Ownership breakouts, needed for
benchmarking the Current Employment Statistics (CES) series, are identifiable only by the
ownership code. The valid one-digit codes for ownership are shown below.

Federal government
State government
Local government
Private

G wWN -

Local government includes the governments of counties, townships, parishes, cities, towns,
villages, and municipalities. Local government is a political subdivision of a State which has
general corporate and police powers as well as the power to levy taxes and spend funds. This
ownership can cover a variety of services, including education (including school districts),
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healthcare and social assistance; executive, legislative, and judicial duties; special districts
(water, sewage, and other utility services); and other administrative activities.

In addition, several States use Organizational Type Indicator codes for private ownership
establishments. (Organizational type is optional for BLS-Washington and most States.) This
information is often collected on Status Determination Forms to solicit information from private
establishments concerning organizational structure, and may be extracted for the EQUI. The
code indicates the legal form of organization the establishment used when filing taxes. The
organization options are shown below:

| = Individual

P = Partnership
C = Corporation
O = Other

Indian Tribal Councils

According to Federal law, all Indian Tribal Councils and related establishments should have an
ownership code of 3 (Local Government). The law states, as a clarification to the Federal
Unemployment Tax Act (FUTA), that Federally-recognized Indian Tribes are to be treated
similarly to State and local governments. The QCEW program is consistent with the CES survey
in treating Indian Tribal Councils and all other indian tribal establishments in this way.

The EQUI file and State micro files also include a data element called the Special Indicator
(described in Appendix B — Data Element Definitions). States should assign the value "T"
(Indian Tribal Council) to the Special Indicator field on records that represent Federally-
recognized Indian Tribal Councils or related establishments.

Establishments not owned by Federally-recognized Indian Tribal Councils but operating in areas
under Indian Tribal Council control should have a blank Special Indicator field and must be
assigned an ownership code of 5 (Private).

2.1.5 Industry Codes

To enable data to be classified by industry on the micro file, each operating establishment is
assigned an industry code on the basis of its primary activity, as outlined in the NAICS Manual.
Under NAICS, establishments that have similar production processes are classified in the same
industry. The conceptual basis is that establishments doing similar things in similar ways should
be classified together. This supply-based system allows for the comparison of such things as
productivity and labor costs on the basis of inputs and outputs from the production process,
rather than on the basis of output alone. In the design of NAICS, special attention was given to
new and emerging industries, service
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industries, and industries engaged in the production of advanced technologies. These areas were
lacking in detail under the older Standard Industry Classification (SIC) System.

NAICS divides the economy into 20 sectors (two-digit), four of which are largely goods-
producing and 16 of which are largely service-producing. An additional sector is used within the
QCEW program for unclassifieds. These sectors are broken down further into subsector (three-
digit), industry group (four-digit), and five- and six-digit NAICS codes. All reporting units
should be classified to the six-digit level of detail. There are no exceptions to the six-digit
coding level in NAICS as there were in the SIC coding. The assignment of industry codes is
discussed later in this section.

For the purposes of publication and data dissemination, the QCEW program also defines
industries at levels above the official NAICS structure. This includes the grouping of the 21
sectors (the 20 sectors mentioned in the above paragraph plus the unclassified sector) into 13
supersectors, the grouping of the 13 supersectors into two domains (service-producing and
goods-producing), and the grouping of the two domains into an all-industry total.

An establishment is classified to an industry when its primary activity meets the definition for
that industry. If an establishment performs more than one activity, the industry should be
assigned based on the establishment's principal product or group of products produced or
distributed, or services rendered. Ideally, the principal good or service should be determined by
its relative share of current production costs and capital investment at the establishment. In
practice, however, it might be necessary to use other variables such as revenue, shipments, or
employment as proxies for measuring significance.

There are some NAICS codes which are, by definition, a combination of activities. In these
instances, the NAICS code may not be assigned according to a single primary activity, but
according to the combination of activities performed. See the NAICS manual for more details.

In general, a single establishment at a physical location engaged in activities that fall into more
than one six-digit industry should be assigned only one industry code based on its primary
activity. However, larger employers may report to the Ul unit separately if they maintain
separate payroll and inventory records for these activities. State agencies may treat such special
reporting arrangements as separate establishments for record-keeping purposes and in assigning
industry codes.

Use of NAICS 999999

NAICS 999999 (unclassified) is a valid temporary holding code for active units for which
information to assign a specific industry is insufficient. It should only be used until the employer
can be contacted and the specific NAICS code determined. Since assignment to NAICS 999999
precludes use of the employer's records for industry-specific sampling, such assignment causes
an inherent bias for the many studies that draw samples from the Longitudinal Database. The
need to recode larger units coded in NAICS 999999 to a known valid code is critical, particularly
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since large units are in certainty strata in many samples. Yet it is still better to assign NAICS
999999 and follow up with the employer than to knowingly assign an incorrect NAICS code.

New employers who have not provided sufficient information for the assignment of a six-digit
NAICS should be assigned NAICS 999999. This assignment should trigger the printing and
mailing of a BLS 3023-NCA (All Industry) form (see Appendix P) on a flow basis, preferably as
soon as possible. If the form is returned and contains sufficient information to assign a code, the
NAICS code should be changed at that time. Establishments not providing sufficient
information on the 3023-NCA form or not returning the form should be contacted by phone.

Initial assignment of a correct industry code is critical for several reasons. It ensures that a
significant subgroup of employers (i.e., new units) are classified accurately and that the degree of
discontinuity in employment data caused by code changes is reduced.

Generally, a State's use of NAICS 999999 is considered excessive when it exceeds one half of
one percent of total employment in that State.

Effective with data for reference period 2002, second quarter, States are not required to assign
SIC and NSTA codes to new units. For the industry code, only the NAICS code should be
assigned for the new unit. SIC and NSTA codes are not being used. SIC and NSTA codes
should only be maintained on the State database for quarters prior to this reference period.

For NAICS 2007 revision purposes, States were required to dual-code birth records and newly
identified worksites in "split” NAICS industries. In addition, the NAICSO02 field (formerly the
old NSTA field) will be used to hold the correct/final 2002-based version of the NAICS code.
The 2007-based NAICS code will be in the NAICS field beginning with 2007/1 data.

Identified auxiliary units are assigned a NAICS code based upon their primary activity. The
NSTA code, now discontinued, was defined as the industry code under the SIC-based treatment
of auxiliaries. The NSTA code was assigned according to the primary activity of the industry
served, not the actual activity of the establishment itself. The NAICS code is assigned based
upon the primary activity of the establishment itself using the NAICS-based treatment of
auxiliaries.

Private Households

Private household employers are coded in NAICS 814110. Typically, these establishments are
private households that employ domestic employees. The code assigned depends on the
employer of record. In the case of NAICS 814110, the employer of record is a private household
rather than an operating business. Establishments that provide business services to households
are coded according to primary activities. For instance, businesses providing maid services are
coded in NAICS 561720, Janitorial Services, while a household that reports a domestic maid on
its own account is coded in NAICS 814110. Both types of establishments may provide these
services for households. Coding focuses on the employer of record. Establishments coded in
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NAICS 814110 are excluded from the Annual Refiling Survey although they may be periodically
reviewed by BLS-Washington.

Coding Master Records in a Multi-Unit Account

States should code master (MEEI 2) records of a multi-unit account with the dominant NAICS
code in terms of the employment in the multi as a whole. Exceptions: Code PEO (Professional
Employer Organization) master records in NAICS 561330. If Headquarters is the dominant
industry in terms of employment, code the master records with the NAICS code of the next
dominant industry, not NAICS 551114,

Invalid NAICS Codes

States should not assign the following two codes:

NAICS Code Description
112130 Dual Purpose Cattle Ranching and Farming
541120 Offices of Notaries

Both of these codes are listed in the April 9, 1997 Federal Register as null sets, in other words,
invalid for NAICS United States. Any record assigned these codes will continue to be flagged as
an error in the standard State systems (EXPO-202, WIN-202) and BLS-Washington systems.
Neither code is included in the Annual Refiling Survey (ARS) descriptions and should not be
assigned to any establishment.

Reference Sources

There are a number of tools available for assigning NAICS codes to reporting units. The NAICS
United States Manual is the printed reference tool for NAICS classification. Also, the Division
of Administrative Statistics and Labor Turnover, in cooperation with the State of Ohio, has
provided an expanded version of the manual with additional functions in the AutoNAICS
computer coding tool. This tool contains more activity descriptions (e.g., index items) than the
printed manual, and it provides industry codes for each activity. AutoNAICS is described in
some detail later in this chapter. Finally, updates to the program covering new activities and
coding interpretations will be provided periodically.
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NAICS Coding Interpretations

In any large-scale coding operation, coders will come across some employers that are difficult to
classify. For several years, BLS accepted requests for SIC coding interpretations from the
States. These interpretations established BLS policy regarding ambiguous or emerging industry
coding issues. During the conversion to NAICS, the formal BLS coding interpretation process
was halted, although BLS continued to answer coding inquiries from States and Regional Offices
on an informal basis. Once the conversion to NAICS was complete, BLS reinstated formal
coding interpretation procedures.

The SO-274E form, last used for SIC coding interpretations, has been updated to reflect NAICS
and is available for download and use from the Stateweb at
http://199.221.111.170/program/es202/NAICS/274-EForm.dot. An example of the form is also
included in Exhibit 2A.

Below are guidelines and information related to NAICS coding interpretations.

e Regional Offices should forward completed SO-274E forms to the email group NAICS
Coding Interpretations for action.

e Requests for NAICS coding interpretations must be submitted for specific establishments,
and the U.l. Account Number and Reporting Unit Number must be provided on the SO-274E
form. Hypothetical questions or general inquiries will be answered by BLS-Washington
informally.

e Coding interpretations will be issued by BLS-Washington in two formats. The State that
originated the request will receive a coding interpretation addressing the specific
establishment in question, and this interpretation will contain confidential information. A
second format, in which all confidential information is expunged, will be transmitted to all
States and Regions and will be posted on Stateweb. BLS-Washington coding
interpretations represent BLS policy and must be observed by all States.

e Inachange from previous procedures, BLS-Washington will circulate the coding issues
raised in the interpretations to members of the Economic Classification Policy Committee
(ECPC) for their opinion. This is designed to promote coding consistency among federal
statistical agencies and to make the ECPC aware of emerging issues related to coding. No
State confidential information will be shared with the ECPC. BLS-Washington will
make the final decision on all coding interpretations and will not delay the issuing of an
interpretation.

e Regional Offices are expected to offer an opinion on the coding interpretations and provide
background to BLS-Washington if more information is needed on the establishment in
question.
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e BLS-Washington reserves the right to not issue a coding interpretation for every request. In
these instances, BLS-Washington will respond to the request informally to the Regional
Office and State.
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U.S. Bureau of Labor Statistics

SO-274E Form

INAICS Coding Interpretation Number:

Regional Office submitting request:
Requesting State Agency:
U.l. Account/RUN:

Date:

1.
Will a separate attachment be sent? [JYes [INo
Method of transmission [(IMail []Fax ] E-mail

2 Please describe coding issue in detail:
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3. BLS Regional Office Review

NAICS

OWN

AUX

[ ] R.O. recommended code referred to BLS-Washington

[] Code assigned by the R.0. and returned to the requesting agency
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Exhibit 2A° NAICS Coding Interpretations Form (Form SO-274E) continued

4. BLS National Office Review NAICS OWN AUX
Date:
The information collected on this form by the BLS and the State ag i inits isti progi will ba held in confidence and will be
used only for and L Insurance prog purp
SO-274E (2/04)
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Training

BLS-Washington periodically provides introductory and advanced NAICS training, and a
computer-based NAICS training course is available for new coders.

2.1.6 Assigning Industry Codes

The assignment of industry codes is the process of identifying the establishment unit's primary
activity. Some of the confusion in the industry coding is caused by the technical nature of the
industries and the descriptive language associated with these industries. The coding process is
further complicated by the industrial and technological change that occurs between revisions of
the industry coding manuals. Using the following steps will reduce some of the difficulties
associated with assigning the proper industry code.

Step 1: Research the Case

The coder should develop a basic understanding of the primary activity or service involved to
ensure accurate coding. The terminology used by the employer can sometimes be confusing or
misleading. It is up to the coder to determine whether the terms used by the employer are
comparable to the industry coding manual terminologies; thus, personal knowledge and coding
experience are valuable. Basic reference materials, such as a good technical dictionary or desk
encyclopedia, should be used in determining comparability with industry coding manual
terminologies. Other more detailed reference materials should be used when required.

Step 2: Identify Possible NAICS Codes

The coder should review all industry coding reference sources (e.g., NAICS Manual, and BLS-
Washington provided reference materials) to determine possible NAICS codes. At this point the
coder must determine whether or not the employer-supplied information is sufficient to assign a
code. If not, the employer should be contacted.

Step 3: Select an Appropriate NAICS Code

The coder should examine all related industry descriptions to determine the most appropriate
one. Note that NAICS classifies establishments based on their primary activity rather than just
on the products produced. The conceptual basis of NAICS is that establishments doing similar
things in similar ways are included in the same industry.

Step 4: Top-Down Approach for Difficult Cases
Sometimes, when the coding decision is not clear cut, you can narrow your choices by first

determining an appropriate NAICS sector, subsector, industry group, and eliminating
unacceptable 6-digit NAICS codes until you find a code that appears correct.
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If the industry information is inadequate or insufficient at any time during the coding process, the
State should contact the employer. Large units, in particular, should be called to clarify
information. If the information is complete but it is still difficult to determine the correct
NAICS, the State should request coding assistance through the regional office.

To eliminate the effect of seasonal or other short-term fluctuations, a 12-month period should be
used as the basis for determining the principal activity when assigning industry codes.

An establishment entering business for the first time should be classified according to the
anticipated primary activity indicated by the employer on the initial classification form.

2.1.7 AutoNAICS

What is AutoNAICS?

AutoNAICS is an electronic version of the NAICS manual. Also included is an on-line version
of the 1987 SIC manual. AutoNAICS was developed by the Ohio LMI Division to assist States
with the conversion of SIC to NAICS and the ongoing process of coding in NAICS. The
electronic version of the manuals includes the full text and index items found in the paper
versions, as well as keyword search tools to effectively compare the information in the two
manuals. A more extensive alphabetical list of industry line items is provided in addition to
tables for comparing the NAICS codes with 1987 SIC codes. These items are updated quarterly.
One of the most useful features is the Keyword Search tool, which allows the user to search for
keywords or phrases for all occurrences of a series of letters or words, including those that are
not the lead words of an index item. Additionally, the user may search the index and code
descriptions for occurrences of letter combinations, words, or phrases.

Getting AutoNAICS

The most recent version of AutoNAICS is available for downloading at the following Internet
address:

http://Imi.state.oh.us/Special/AutoNAICS.htm

AutoNAICS is password protected and available for download by authorized Bureau of Labor
Statistics and State employment service personnel only. The website provides installation
information as well as a users guide.

The Chicago regional office is responsible for the distribution of AutoNAICS. Please contact
them with any requests for CDs, etc. Any questions or problems regarding AutoNAICS should
be sent to the email group Autonaics.
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2.2 Coordination of Coding with Other BLS Programs

General Coordination

QCEW reporting units which also appear in other BLS programs, such as CES, Occupational
Employment Statistics (OES), and Occupational Safety and Health Statistics (OSHS) should
carry the same industry and geographical codes in all programs. The State should make every
effort to assure that coding changes in one program are reflected in the other programs as well.
The QCEW classification unit should serve as the central unit for resolving coding differences.

CES Cross Reference File

Beginning in 1992, the State CES Programs developed Cross Reference Files (CRF) which
specify the relationship between each CES sample member and its corresponding record(s) in the
State QCEW micro data files. The CRFs provide both the States and BLS-Washington with a
mechanism to match CES and QCEW micro data and examine and reconcile reporting
differences. The CRFs are submitted to BLS-Washington on a quarterly basis. This mechanism
is important during each year's employment benchmark review process to examine whether cells
with large benchmark revisions have significant CES/QCEW micro level reporting
discrepancies.

The State CRFs also support other research efforts to examine the differences in CES and
QCEW macro level trends. The CRFs are used to separate the State micro file into CES and
non-CES units as a basis for examining whether there may be biases in the CES sample. Hence,
the CRFs are a valuable and permanent part of the CES program.

In addition to specifying the relationship between CES reporters and QCEW micro-level
accounts (or reporting units for multi-establishment firms), each record on the CRF indicates the
nature of the relationship, in terms of the following alpha coding scheme:

MTH = an exact match, where the CES report is equivalent to a single QCEW reporting
unit

STW = Statewide CES report is the sum of multiple QCEW reporting units

CTY = County CES report is the sum of multiple QCEW reporting units

TWP = Township CES report is the sum of multiple QCEW reporting units

MSA = Metropolitan Statistical Area CES report is the sum of multiple QCEW reporting
units

OTH = Other combination of CES reports is the sum of multiple QCEW reporting units

BRK = CES report is a portion of a single QCEW reporting unit

NON = CES report is not covered in QCEW

XXX = CES report does not fit any of the descriptions above
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Please refer to the CES manual for further details about the precise record structure and uses of
the CRF.

State QCEW program staff assistance may be required in the initial assignment of the proper 3-
character alpha code for a new CES respondent. Likewise, QCEW program staff may also need
to assist CES staff in resolving employment reporting discrepancies between the two statistical
programs.
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2.3 Changes in Industrial, Ownership, and Area
Classification Codes

The industry, ownership, or county code of a reporting unit, or township code for States in New
England as well as New Jersey, should be changed if the State agency has received information
that the code is incorrect because of (a) a coding error, or (b) a permanent change in the principal
activity, ownership, or location. A permanent change is considered to be one that is expected to
continue for at least the next 12 months. If the change is expected to be of shorter duration, the
code should not be changed to correspond with the new activity, ownership, or location. For
example, an employer who intermittently engages in two different activities classifiable under
different codes should not be reclassified from one activity to the other, if past experience
indicates that these changes are only temporary in character. The unit should be classified
according to the activity which predominates or which uses the greatest share of production costs
over the year as a whole.

2.3.1 Types of Code Changes

The use of employment and wage statistics as indicators of economic trends may be affected by
changing the industry, ownership, or area codes of reporting units, which cause unrealistic breaks
in the levels of industries involved. Therefore, special handling of the data for reclassified
reporting units is required. When the industry, ownership, or area code of a reporting unit is
changed, the code change should be considered as falling into one of the following three major
categories:

Noneconomic Code Changes

This category includes those code changes that are not due to changes in the economic picture,
namely, "structural” code changes, which are the result of changes in the coding structure, and
corrections to codes that previously were assigned incorrectly. This category includes code
changes for which it cannot be determined whether the previous code was incorrectly assigned.
Also included in this category are code changes for reporting units which have shifted gradually
from one primary activity, ownership, or location to another; or which are assumed to have
shifted gradually because of lack of sufficient information to justify classification as economic
code changes.

Noneconomic code changes may also result from the receipt of a breakout of a multi-unit
account that had previously not been included on the micro file. An exception to this rule occurs
when the industry and/or the county code for a multi-unit account were originally coded as
unclassified (NAICS 999999 or county 999). See the procedures below on handling changes
which involve unclassified codes.
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Economic Code Changes

This category includes code changes of reporting units that are known to have converted
completely from one industrial activity, ownership, or location to another. A unit may be
considered as having converted completely if there was a substantially complete shutdown of
production between the old and the new activities, ownerships, or locations which took place in
less than a month. Obviously, there will be more economic code changes on the basis of location
than on industry. To be considered an economic code change, the conversion must be identified
in time to report the correct new code(s) in a timely manner — when the conversion occurred.
Also, the economic change must not reflect a gradual shift. Do not treat a code change as
economic unless it can be implemented before the CES program uses the data for benchmarking.

Change from Unclassified

The assignment of a specific industry or county code to a unit for which data previously have
been reported as "unclassified" is not considered a noneconomic code change, but is considered a
separate type of code change. Note that for county, a change to a specific code from any of the
county equivalent codes (900-999) should be treated as a change from an unclassified.

2.3.2 Timing and Reporting of Code Changes

When an industry, ownership, or county code change results in a significant change in
employment for a industry/ownership/county combination, the State should follow the
procedures described in Chapter 11 that allow the system to place the record on the Code Change
Supplement (CCS) if it is noneconomic. If it is an economic code change, assign an appropriate
comment code. Comment codes are discussed in Section 9.6 and in Appendix 1.

Reporting requirements for the specific types of code changes are described below.

Noneconomic Code Changes

Noneconomic code changes, except for those resulting from structural changes in coding
manuals, should be made effective only with data for the beginning of a calendar year. This may
require corrections back to the first quarter, particularly when the CCS is still open.

Partial successor situations (where part of one establishment's employment transfers to another
establishment) are handled as follows: If the transfer does not change the industry code of the
entire successor unit, it should not be treated as a noneconomic code change. Though these types
of transfers may cause a fluctuation in employment between macro cells, the overall operation of
the two units involved does not change. Therefore, in most cases, employment changes that are
a result of partial successors do not belong on the CCS.
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In some cases, in conjunction with a BLS-Washington recommendation, data will be corrected
back to first quarter even though the CCS may have been locked. For example, if data for a large
firm were mistakenly coded to a new county or industry in first quarter, moving the data back to
their correct coding in the subsequent year would disrupt the historical flow of both cells. In
such a case, the data would be recoded to their proper cell for the entire reference year regardless
of when the error was discovered.

Noneconomic code changes made as a result of receiving a breakout for a multi-unit account that
had not been broken out previously on the micro file should be made effective with the first
quarter’s data. Making these changes to first quarter data is important to avoid unrealistic
fluctuations in data for the industries and areas involved. Section 5.5 describes this further.

Unless they are discovered after the ARS has been completed for the year, all noneconomic code
changes should be entered into the ARS refiling system. If the ARS has already been completed,
noneconomic code changes must be entered onto the State micro file (see Chapter 11).

In the case of future structural changes in coding manuals, BLS-Washington will issue specific
instructions.

Economic Code Changes

For economic code changes, the time of the code change must be identifiable and not a gradual
shift. The change in industry, ownership, or location in the reporting unit must be made at the
time of a true economic event or by the end of the thirty-day clean up period of the quarter in
which the event occurred.

Reporting units with economic code changes should be assigned an appropriate comment code.

This information should be kept on file so that units involved may be identified in the event that
studies of their effect on levels and trends of the data are undertaken within the two-year period

following the quarter in which the economic code changes are effective.

Changes from Unclassified

Changes from the unclassified industry or county codes (industry code 999999 or county 900-
999) to a specific code should be made immediately. If the data are significant and will affect
published levels, back quarter corrections should be made to place the data in their correct cell
for all of the reference year. If these changes are identified in the ARS, they should not be
handled as noneconomic code changes identified by Response Code 46 (CCS update) or 50
(Code change from non-ARS source). They should be assigned Response Code 41 (Reviewed,
no CCS changes) to exclude them from the CCS.

The following table summarizes the information pertaining to the code changes.



QCEW Operating Manual

township of reporting unit

change

OCCurs

June 2007 Assigning and Updating the Classification Codes Page 2-23
Reason for change Type of code When code change | Should be on
change is to be made CCS?
Complete conversion Economic code As soon as No
(NAICS/Own) change conversion occurs
Gradual conversion Noneconomic code | First quarter Yes
(NAICS/Own) change
Noneconomic code Noneconomic code | First quarter Yes
change (except change change
from unclassified code —
NAICS 999999)
Change from unclassified | Change from As soon as possible | No
code (999999 for NAICS, | unclassified
900-999 for county)
County code miscoded Noneconomic code | First quarter Yes
(except change from 900- | change
999)
Changes in county or Economic code As soon as change | No
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Chapter 3 — Special Processing for Multi-Unit
Employers

Employment and wage data in the QCEW program are aggregated by type of ownership, by
industry code, and by county. To report data accurately at these levels for all establishments,
States must make special provisions for employers who operate more than one establishment
under one employer Ul Account Number. Detailed, or disaggregated, reporting permits BLS to
have a large establishment-based database available for surveys and economic research. The
disaggregated reporting also enables States to assess business conditions in smaller geographical
areas and to perform labor market information research.

States should solicit the multi-establishment employers to submit data for their individual
establishments (worksites) on a Multiple Worksite Report (MWR, see Section 3.4.) States
should maintain disaggregated data on their QCEW micro files so it will be reported on the
Enhanced Quarterly Unemployment Insurance (EQUI) file.

The remainder of this chapter explains specific requirements for the following State activities:
Disaggregating multi-establishment employers

Assigning multi-establishment indicator codes

Identifying multi-establishment employers

Obtaining industry and county breakouts from these employers

Using the data on State micro files and EQUI files

3.1 Requirements for Disaggregating Multi-unit Employers
3.2 Assigning the MEEI Code
3.3 Identifying Multi-unit Employers
3.4 Using the Multiple Worksite Report
3.4.1 Printing MWR Forms
3.4.2 Solicitation and Informed Consent Letters
3.4.3 Review and Processing of MWR Data
3.4.4 Delinquent MWR Reporters
3.5 When Quarterly MWRs Are Unavailable

3.6 Report of Federal Employment and Wages
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3.1 Requirements for Disaggregating Multi-unit Employers

In general, employment and wage data and identification information should be collected from
multi-establishment employers at the worksite (store, plant, etc.) level. However, if different
economic activities are being performed at one establishment, each activity should be reported as
a separate establishment. As stated in the NAICS Manual:

"In such cases, each activity is treated as a separate establishment provided:

(1) No one industry description in the classification includes such combined activities;
(2) Separate reports can be prepared on the number of employees, their wages and
salaries, sales or receipts, and expenses; and

(3) Employment and output are significant for both activities." (p. 21-22)

The specific criteria for identifying a multi-establishment employer to be disaggregated is as
follows:

An employer who has more than one establishment reporting under the same Ul Account
Number within the State and has a total employment of 10 or more in all of the secondary
establishments combined is considered a multi-establishment employer to be disaggregated.

The primary establishment is defined as the establishment with the largest employment. Under
this definition, the industry code and county codes of the secondary establishments are not
factors in the determination of the multi-status. Once the criterion of 10 employees is met, each
worksite should be reported separately, regardless of the size of each worksite. (The terms
establishment and worksite in this section are used inter-changeably. For a definition, see
Chapter 1, Section 1.7 Definitions- Basic Terms.)

Some examples follow for clarification.

Example #1: Multi-establishment employer who meets the employment criteria

Estab NAICS County Employment
Primary A 453110 011 100
Secondary B 453110 013 40
C 453110 015 8

Total Secondary = 48 Employment
Multi to be disaggregated? YES

Establishment A is the primary establishment. The sum of employment in secondary
establishments is 48 (40 in establishment B plus 8 in establishment C). Each establishment
should be reported separately with its proper industry code, county code, other business
identifying information, employment, and wages.
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Example #2: Multi-establishment employer who meets the employment criteria

Estab NAICS County Employment
Assume A 453210 011 6
Primary
B 453210 011 6
C 453220 013 6
D 453210 011 6

Total Secondary = 18 Employment
Multi to be disaggregated? YES

Assume establishment A is the primary establishment even though the employment is the same
in all of the establishments. The sum of the employment in the secondary establishments is 18 (6
in establishment B, 6 in establishment C, and 6 in establishment D). Since the sum of the
employment in the secondary establishments is 10 or more, each establishment should be treated
as a worksite with its proper industry code and county codes and reported separately, regardless
of the size of each worksite.

Example #3: Multi-establishment employer who meets the employment criteria

Estab NAICS County Employment
Primary A 453910 013 43
B 453910 013 5
C 453910 013 5

Total Secondary = 10 Employment
Multi to be disaggregated? YES

Establishment A is the primary establishment. The sum of the employment in the secondary
establishments is 10 (5 in establishment B plus 5 in establishment C). Since this sum is equal to
10, the State should solicit this employer as a multi-establishment employer. Each establishment
should be treated as a worksite with its proper industry code and county codes and reported
separately, regardless of the size of each worksite.

Example #4: Multi-establishment employer who does not meet the employment criteria

Estab NAICS County Employment
Primary A 453220 011 100
B 453310 013 3
C 453310 015 3

Total Secondary = 6 Employment
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Multi to be disaggregated? NO

Establishment A is the primary establishment. The sum of the employment in the secondary
establishments is 6 (3 in establishment B plus 3 in establishment C). Since this sum is less than
10, the State does not have to solicit this employer as a multi-establishment employer. All
activity should be coded in NAICS 453220 in County 011. This multi-establishment employer
would remain a single unit for statistical purposes and should be assigned a Multi Establishment
Employer Indicator (MEEI) code of 6.

On an optional basis, States may disaggregate the multi-establishment employers having less
than 10 employees in the secondary establishments if sufficient resources are available.
However, BLS will not provide additional funding for States to disaggregate these employers.

Dispersed Operations, No Fixed Worksites

In industries characterized by dispersed operations, such as construction, transportation, and
communications, States should follow the guidelines in the NAICS Manual to determine which
particular work locations should be treated as separate establishments for data collection and
reporting purposes:

"For these activities, the individual sites, projects, fields, networks, lines or systems of
such dispersed activities are not normally considered to be establishments. The
establishment is represented by those relatively permanent main or branch offices,
terminals, stations, and so forth, that are either

(1) Directly responsible for supervising such activities, or

(2) The base from which personnel operate to carry out these activities.” (p. 22)

Consequently, employment and wage data for workers in these industries should be collected for
the point of supervision or the base from which these workers operate.

In addition, States have identified employers in certain other industries that typically have no
fixed worksites. (These industries are an exception to worksite reporting.) Employment and
wage data and identification information for these employers can therefore be collected on a
county and industry basis.

Industry NAICS

Drilling Oil and Gas Wells 213111

Support Activities for Oil and Gas Field 213112
Operations

Logging 113310

On the Multiple Worksite Reports for the industries noted in the above table, the worksite
descriptions should state that the employment and wages reported include data for the entire
county, such as:
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"TAYLOR COUNTY OIL EXPLORATION,"
"HOWARD COUNTY OIL EXPLORATION,"
"SMITH COUNTY LOGGING."

There are other examples of work situations not considered to have fixed worksites. This
includes sales representatives working out of their homes, which should be reported as one
worksite with a Reporting Unit Description (RUD) of "sales representatives-statewide.” The
County code for this unit should be 995 (Statewide).

Data for construction industries have also historically been collected at the industry code and
county level. States should continue this practice as long as employers are willing to provide the
necessary data. For those employers who are unwilling, the establishment concept outlined in
this subsection may be used.
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3.2 Assigning the MEEI Code

The MEEI codes specify the multi-unit status of each reporting unit. These codes must be
carried on States' files and reported on the Enhanced Quarterly Unemployment Insurance (EQUI)
file. The MEEI codes are necessary to identify and process records properly. The MEEI code is
a quarterly field and relates to the reporting for that quarter. Each record must be assigned one
of the following MEEI codes:

MEEI 1: Assign to an employer who operates at one worksite. Only one establishment for this
employer will appear on the file with a unique Ul Account Number and a Reporting Unit
Number (RUN) of 00000.

MEEI 2: Assign to a record which is a multi-unit master (parent) record. That is, a record
which is the summation of all of its composite reporting units (subunits) should be assigned an
MEEI of "2." The RUN for this type of record must equal 00000.

MEEI 3: Assign to the individual subunit (worksite) records for each multi-unit employer. This
MEEI code represents a true one-establishment worksite. Each subunit record will have the
same Ul Account Number as its master unit record but should carry a different RUN. For
example, if an employer within a State has four establishments and each establishment has six
employees, an MEEI of "2" and an RUN 00000 would be assigned to the master. AN MEEI of
"3" would be assigned to each of the four subunits. The subunits would carry different RUNs
(for example, 00001, 00002, 00003, and 00004.)

MEEI 4: Assign to an employer who has been identified as a multi-establishment employer, but
is unable or unwilling to provide any breakouts below a Statewide total. Assign RUN 00000 to
all units with MEEI 4.

MEEI 5: Assign to a record representing a combination of subunit establishments of a multi-
establishment employer but reported as one subunit. The combined record should be assigned a
unique RUN greater than 00000. (An employer who provides county-level data, for example,
should not be coded as MEEI 4, but rather as a 5.)

MEEI 6: Assign an MEEI of "6" to a multi-unit employer who does not meet the size criterion
for soliciting disaggregated data. For example, if an employer has three establishments with
employment levels of 60, 3, and 3, then the reporting unit would be assigned an MEEI of "6" -
multi-establishment employer not solicited because of employer size, because the secondary
employment is less than 10 (see Section 3.1). The unit would be treated as a single unit and
report the aggregate under the primary industry and county. This unit should carry RUN 00000.

Because all records coded as MEEI of 4, 5, or 6 represent an aggregation of establishments, the
QCEW staff should provide (at least for those units with an MEEI of 5) a description of that
aggregation in the RUD field.
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The following chart summarizes the proper combinations of MEEI codes and RUNS:

thus, remaining a single unit

Unit Type MEEI Reporting Unit Number
Single Establishment 1 00000
Multi-establishment employer master record 2 00000

(subunit data available)

Multi-subunit (worksite or establishment level) | 3 00001-99998*
Multi-establishment employer reporting as a 4 00000

single (disaggregated data not reported)

Multi-subunit (comprised of more than one 5 00001-99998*
establishment or worksite)

Multi not solicited because of employer size and, | 6 00000

* The Reporting Unit Number must be numeric, containing a value from 00000 to 99998 (as
described in Appendix B — Data Element Definitions.) In obtaining RUNs for new worksites,
States are to assign the next available RUN to a new worksite. States should assign the next
available number (in sequence) and are not to reuse RUNs. States should check for new and
invalid RUNs. Invalid RUNs include duplicate RUNs and RUNs that were discontinued.
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3.3 Identifying Multi-unit Employers

Identifying firms that have recently expanded their operations (singles becoming multis and
reporting changes) to include additional establishments can be difficult. Some valuable sources
of information for identification of multi-unit accounts are described below.

Annual Refiling Survey

The BLS-3023 questionnaires of the Annual Refiling Survey (ARS) serve as one of the primary
means of identifying new multi-establishment employers as well as the instrument to collect the
physical location addresses of single unit employers.

The questionnaires include a section in which employers are asked to attach a list of
establishments (or write them on the form) if they have multiple physical locations under that Ul
number. States should update their files with pertinent information obtained from these forms.
(See Chapter 6 for a description of each of the ARS forms and Appendix P for examples of these
forms.)

Contribution Report Forms

Some States include a question on the contribution report which asks directly whether the
employer has more than one establishment. In other States, the form requests changes in
business activity during the last quarter. Even if such a question is not included, a sharp increase
in reported employment over the previous quarter's employment should indicate a need for
additional research. This research may identify the addition of new establishments. For
example, the following table shows a sharp increase in employment.

Example 1:

Estab 2003/1 2003/2 2003/3
A 25 25 135

Establishment A increased employment from 25 in 2003/2 to 135 in 2003/3. Further research
reveals that establishment A opened a second establishment in 2003/3 under the same Ul. This
establishment now meets the employment criteria and should be disaggregated as shown below.

Estab 2003/1 2003/2 2003/3
A 25 25 25
B 0 0 110
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Example 2:

Here is an example of two single establishments (A & B) merging into one establishment (C).
The merged establishment has more than 10 employees and this new firm should be sent an
MWR form to collect data for both worksites.

Estab 2003/1 2003/2 2003/3
A 25 25 0
B 15 15 0
C 0 0 40

See Exhibits 3A and 3B for samples of a quarterly contribution report and a quarterly wage
record report used by Minnesota.

Employer's Wage Record

The wage record is also known in some States as the wage list, wage report, or the payroll report.
Nearly all States require the employer to submit these data along with the contributions report.

The wage record lists the total wages for each employee, and their respective Social Security
Number and name, during the quarter. Significant but unexplained employment and wage
increases may indicate that the employer has added another establishment. State staff should
review the wage records of suspected multi-unit accounts. Breaks in the sequence of data, store
or unit numbers, establishment addresses, establishment totals, sharp increases in the number of
wage records from one quarter to the next, etc., may indicate not only that the employer has more
than one establishment, but also that the employer can break out data by establishment when
reporting.

Instructions for using the wage record in obtaining breakouts from multi-unit employers are
provided in Section 3.5.

Other Statistical Surveys

Information collected in other surveys may also assist State staff in identifying firms with more
than one establishment. Surveys which may supplement the available information include the
following: Current Employment Statistics (CES), Occupational Employment Statistics (OES),
and the Occupational Safety and Health (OSH) Survey. States should develop a procedure by
which information obtained in other surveys regarding multi-unit employers can be made
available routinely to the QCEW staff.
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Other Sources

Newspaper and journal articles as well as other sources of information such as the internet, field
offices, and business directories should be reviewed to ensure that complete and accurate data
are being obtained from employers.
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Special Processing for Multi-Unit Employers
EXHIBIT 3A Employer's Quarterly Contribution Report
@ MINNESOTA DEPARTMENT OF ECONOMIC SECURITY
Tax Accounting Section - Unemployment Tax - 390 N. Robert Street - St. Paul, MN 55101
(651) 296-3674 - FAX (651) 297-5283 TDD/TTY - (651) 297-3944
INTERNET: www.mnwfc.org/tax - E-mail: mdes.tax@state.mn.us
EMPLOYER’S UNEMPLOYMENT QUARTERLY TAX REPORT
MN UI TAX ACCOUNT NUMBER FEDERAL ID NUMBER
- 000 -
NAME AND ADDRESS:
CALENDAR
QUARTER
Q - YY
QUARTER ENDS
| REPORT ISDUE |
DO NOT ADJUST ERRORS FROM PRIOR REPORTS ON THIS FORM - SEE INSTRUCTIONS

L.

DCheck if tape or disk was submitted for wage detail

PLEASE COMPLETE THIS FORM USING BLUE OR BLACK INK - DO NOT USE ANY OTHER COLOR OF INK - DO NOT USE A PENCIL

TO AVOID PENALTY, PLEASE
FILE REPORT EVEN IF NO

Do not write in this space

SIGN HERE X

1 CERTIFY THAT THE INFORMATION CONTAINED IN THIS REPORT IS COMPLETE AND ACCURATE

2. Dcheck if address or status has changed. Complete ‘;ggf:s‘:::}gﬁ‘g:s
and return EMPLOYER CHANGE REQUEST form ( )
5 - CJ
For each month, report the number of covered workers who worked 1% Month 2% Month 3% Month POSTMARK DATE
3. | during or received pay for the payroll period which includes the
12* of the month, If none, write 0.
4 Total gross wages paid for employment during quarter — must equal s 0 00
) total wages d on Wage Detail Report. (see line 4 i i .
Non-Taxable Wages — wages paid in the quarter which exceed the first BATCH NO.
. ‘I's paid each employee for the calendar year H 0.00
Amount cannot exceed line 4. (see line 5 instructions)
6. | Taxable Wages — fine 4 minus line 5 $ 0.00
B Ul Tax Due — multiply line6by _____ % ( ) s 0.00
% (RATE INCLUDES SPECIAL ASSESSMENT AS OF 1/1/2003) =
Workforce Enhancement Fee - multiply line 6 by .09% or (.0009)
8. s 0.00 &
. - = . - ‘All employers must pay the
!
Not to be included in Federal ployment (FUTA) tax returns Workforoe Bubancoment Fee
9. | TOTAL TAX DUE - add lines 7 and & s 0.00 (see line 8 instructions)
Interest — multiply line 9 by 1.5% (.015) for each month payment is
10 | e (see line 10 instructions) g 0.00
11. | Penalty — late report (see line 11 instructions) s 0.00
12. | PLUS: amount due on prior q (see line 12 i s 0.00
13. | MINUS: le credit on (see line 13 i s 0.00
TOTAL AMOUNT DUE: Amiount Racetred:
Make check payable to: MINNESOTA Ul FUND
14 s 0.00
Check No. Bank
SIGN HERE X
Signature of Preparer (if not Taxpayer) Title Date Telephone Number

Signature of Taxpayer Title

MDES-1 (Rev. 1/03)

Telephone Number
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EXHIBIT 3A (continued) Employer's Quarterly Contribution Report

GENERAL INFORMATION

RECORDS All employers must keep records complete enough to both enable them to fill in the returns accurately and to enable the
Department to verity the amounts of tax due. Such records must be retained for a period of 8 years from the date the taxes are
paid, and must be open for inspection by the Department at all times. For additional information regarding reporting requirements,
please refer to handbook: Information For Employers About Unemployment Tax and Unemployment Benefits (MDES - 130),
which may be requested by calling (651) 296-6141.

FEDERAL ID NUMBERS If your Federal ID Number is different from that shown on the face of the employer's Quarterly Tax Report,
please indicate the change on your enclosed Employer Change Request form.

ADJUSTMENTS If you discover reporting errors on prior reports, you may request Wage Adjustment Applications (MDES-506)
from the Report Adjustments Unit (651) 296-3671 or you may notify the Department by letter explaining the error. It the submitted
wage information is complete, the required adjustment will be made. If the information is incomplete, you will be requested to
provide clarification. Please do not make prior quarter wage adjustments on the face of this report.

Please read the following instructions carefully before preparing the report. Any questions should be directed to the Tax
Accounting Section, Minnesota Department of Economic Security, 390 North Robert Street, St. Paul, Minnesota 55101. Telephone
Number (651) 296-3674.

LINE 1. Check box if you are submitting your wage detail report on a magnetic tape or disk.

LINE 2 Check box if there has been a change and/or corrections made. (For example: name, address, ownership, termination of
business, etc.) Please complete and retumn the Employer Change Request form. (Please complete only applicable sections.)
LINE 3 Include all workers (full or part-time) who are on your payroll during the pay period which includes the twelfth of each
month. Do this for each month of the quarter for which you are filing. Include workers who are on paid sick, paid holiday or paid
vacation. Exclude workers on leave without pay. Workers are to be included even if they earned wages in excess of the
taxable wage limit.

LINE 4 Enter the total gross wages paid and/or gross wages due (and delayed beyond the usual payment date) for services
performed in covered employment.

WAGES means all remuneration for services, including commissions, bonuses, tips and cash value of all remuneration in any
medium, other than cash and, in general also includes the following:

(a) Salaries, wages, commissions or bonuses paid to part-time or temporary employees.

(b) Meals or lodging furmnished to employees.

(c) Vacation allowances or dismissal payments.

(d) Wages paid to immediate family or other relatives of partners or corporate officers working for the corporation,

(e) Wages paid by a sole proprietor to a son or daughter who is 18 or more years of age.

(f) All tips or gratuities paid to an employee by a customer and accounted for by the employee to the employer.

(g) Payments or accrued payments to corporate officers for services rendered irrespective of their stock ownership and
without regard to how such payments are treated under Sub-Chapter S of the Internal Revenue Code or any other tax
law.

(h) Sickness and accident disability payments, unless the payments were made after six months following the last month in

which the services were performed; were disability payments made under any workers' compensation law; were paid
by a third party, such as an insurance company; or were paid into a fund or used for the purchase of insurance or
annuity set up for all employees or a class of employees to provide them with sickness or disability payments.

(i) Payments made under a deferred compensation or cafeteria plan, as defined in sections 401(k) and 125(d)
respectively of the Federal Internal Revenue Code, to the extent that the employee has the option to receive the
payment in cash.

0] Backpay awards are reportable in the quarter in which they are paid.

(k) Payments made to any member of a limited liability company who owns less than 25% of the governance rights of the
limited liability company.

Wages Which Should Not Be Reported Include:
{a) Insurance and Real Estate Salespeople paid solely by commission, unless they are also corporate officers.

(b) Payments made by a sole proprietor to hisfher minor child (age 17 and under), spouse or parent. This
provision does not apply to relatives or family members of partners or corporate officers.

LINES. The present taxable wage base is shown on Line 5. Wages paid to a worker up to that amount during the calendar
year are taxable. When a worker's earnings exceed the taxable wage base for a calendar year, that portion of the earnings in
excess is nontaxable. Enter on Line 5 the total of nontaxable wages paid in excess of the taxable wage base during the
calendar quarter (see sample worksheet provided below). Do not include excess wage amount reported in previous quarter
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EXHIBIT 3A (continued) Employer's Quarterly Contribution Report

during the same calendar year. In computing the nontaxable wages in excess of the taxable wage base, take into account
the wages paid to the same worker by your predecessor from whom you acquired a business. Such items should be explained
on a separate sheet of paper.

LINE 6. Subtract the non-taxable wages on Line 5 from the total wages paid on Line 4 and enter on Line 6.

LINE 7. Multiply Line 6 by the rate shown on Line 7 on the face of the report. This is the amount of Minnesota Unemployment
Tax due.

LINE S Muiltiply Line 6 by the tax rate shown on Line 8 on the face of the report. This is the amount of Minnesota Workforce
Enhancement Fee due. This assessment is due for all employers for 1st quarter 1291 to present.

NOTE: This amount is not to be included when filing Federal Unemployment Tax returns (FUTA).

LINE 9 Add Lines 7 and B. This is the total tax due and payable to the Minnesota Unemployment Insurance Fund. If the
computed tax is less than $1.00, the tax need not be paid.

LINE 10. You must pay interest if your tax is not paid on or before the due date. The levy provides for interest on past due taxes
at the rate of one and one-half percent per month or part of a month, from the date on which taxes are due and payable until
payment is made.

LINE 11. In accordance with the law, a penalty is assessed for failing to submit your tax report on or before the due date. The
penalty applies even though no tax payment is due. If your report is submitted after the due date and the delay in filing was not
willful, you may request waiver of penalty by submitting a signed statement showing good cause for failing to file the report on
time. If there is no good cause, the penalty is assessed at the rate of one and one-half percent of the tax due for each month or
part of a month that it is late. The minimum penalty is $5.00 per month. The maximum penalty is $25.00 or the amount assessed at
the rate of one and one-half percent per month, whichever is greater.

LINE 12. If payment of any prior amount due is being made with this report enter the amount of payment included. If not
previously billed for amount paid, please provide a written explanation for additional payment. To correct prior reporting errors,
see ADJUSTMENTS above.

LINE 13. If you have received a credit notification and have verified that the credit is still available, enter the amount to be applied.
LINE 14, Enter the total of Lines 9 through 12, minus the amount of credit if any on Line 13. Please make remittance payable to
Minnesota U.l. (Unemployment Insurance) Fund.

SIGNATURE LINES. Tax reports must be signed by the owner, partner, corporate officer, or designated representative. If an
employer appoints a designated representative who is not an employee, that representative must possess a Power of Attorney
with this Department (see Employer Change Request).

In addition to interest and penalties, delayed payment of your State Unemployment Tax may adversely affect your Federal
Unemployment Tax Credit and your tax rate. In addition, wages on which tax has not been paid prior to September 30th will not
be used in calculating your Minnesota U.|. tax rate for the following year.
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EXHIBIT 3B Employer's Quarterly Wage Record Report

AT, OJT - 1D (REV 11-15-92) JT 00011-10)
& 9. MINNESOTA DEPARTMENT OF JOBS AND TRAINING

PAGE oF___ w EMPLOVER'S DUARTERLY WAGE DETAR REROR . M $5101
DO NOT WRITE IN THIS SPACE
. EMPLOYER NUMBER

EENEREEEE!

2} NAME & ADDRESS

3iforR] 4 vEAR 5) DUE DATE

L] [

6 [ EMPLOYER S TELEPHONE NUMBER
] | = l | ..| | | | IF YOU PAID WAGES OR HAD SERVICES
PERFORMED FOR YOU, FILE THIS FORM WITH
THE QUARTERLY TAX REPORT.

MUST BE PRINTED OR TYPED IN BLACK INK.

(OO0 OO0 (OO0 0 0 OO0 M O
OO OO D) 000 O O3 M O
OO O OO0 0 OO M O
0 OO0 OO0 0 I M O
(T OO0 OO0 O OO0 M O
(0 OO0 00 0 OO IO M O
(OO0 OO OO O OO (O O
OO0 OO OO0 0 O O M O
O O I D OO0, 0 OO On M O
OO (OO ) O L. O- T (T £ [
OO0 OO OO 0 CI 0 M o
OO g OO0 O O a0 O O
O OO0 0 0 OO M O
OO0 T 0 OI 0 O OO0 M O
IO OO0 OO 0 a0 M O
(T 0 OO0 OO0 O GO0 M O
ot meia e [TUTTEETIT

If typed, disregard vertical bars. Type > PREPARER'S NAME
a Consacuive shing of OhA34sle7ab ] 1 1]

PREPARER'S PHONE NO.

If handprinted,
orint your characters a
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EXHIBIT 3B (continued) Employer's Quarterly Wage Record Report

GENERAL INFORMATION
A Wage Detall Report (DJT-1D, computer printout, of magnetic tape/| mummuwmmm-uw
Compensation (U.C.) Law. The Wage Detall Report and the Quarterty Tax Report (DJT-1) must be submitted by the sssigned due date.
This report may be processed on an optical character reader (OCR). The OCR will read the information on the frent of this report and trenefer & to our computer
files, thereby saving the cost of manual data entry.

PLEASE NOTE: While the OCR Is capabile of resding cleal hand printing, the sccuracy rate can be gubstantiaily incressed ¥ the report ls compisted by using a
typewriter with a black ribbon. Reports using a TYPEWRITER should disregard the hand printing grids that divide sach flsid on the report. H typewritten, upper of
lower case lefters are acceplable. If HAND PRINTED, letters must be in upper case only and in a block-style similar to the sampie on the front of this form.

nmmmmmmmmdummmmwmmmmlmwumme.m
No. Robert Street, St. Paul, MN 56101, The telephone number is (612) 2074328.

OTHER WAGE DETAIL REPORTING METHODS
Your Wage Detail Report must be submitted on magnetic tape or diskette if your firm has over 250 smployees. Empioyers who empiloy fewer than 250 employees
are also encouraged to report on magnetic tape or diskette. Please call (612) 296-3667 for information about the use of magnetic tape or disketle.

ADJUSTMENTS TO PRIOR QUARTERS
Errors made on prior quarter Wage Detail Reports cannot be corrected on this report. Please notify the Department by letter or call the Report Adjustments Unkt at
296-3671 and request a Wage Adjustment Application (DJT-506).

PENALTIES FOR LATE FILING '
If you do not file your Wage Detail Report or file K late, a penalty may be d. The minimum penalty will be $25.00 and the maximum penalty will be one-half
dmmﬁﬂmmmmmmmmhdquuﬂ In addition to this penalty, a $25.00 penalty may be d for each individual for

whom the information requested on this report is missing or erroneous (tems 7 through 13).

ADDITIONAL WAGE DETAIL PAGES
Do not submit photocopies of this report as the optical character reader cannot read them. Additional blank reports are available from the department. Please call
(612) 206-3674 or write to the Wage Detall Section at the address shown above.

INSTRUCTIONS FOR COMPLETION OF DJT-1D WAGE DETAIL REPORT

Hem 1. Ten digit Minnesota Unemployment Number
Hem 2. Employer Name and Address

Hem 3. Calendar Quarter (1,2,3 or 4)

Hem 4. Year: Example: (1994)

tem S. Report Due Date

tem 6. Employer Phone Number

PLEASE NOTE: EmpbmumﬂmﬂymmbuandnmmpupﬂrﬂodonSOMEWdeﬂRm The preprinted names are limited to the number
of characters shown. If the preprint isi 1 in kems 7 through 10 a. Draw a line through all of the fields for that employse.
b. Reenter all the information on the first blank line.
Do not comect information on the preprinted line.

ummemmmmmawmhwmmwmm rked in the quarter, leave the “employee’s wages”™ and “wics wkd™ spaces

ttem 7. Enter the employee's social security number if not preprinted. If an employee has no social security number, lsave the fleld biank and have your empioyee
immediately take steps to secure a number. Enter the social security numbers without dashes or spaces. Example: (123456789)

ftem 8. Enter the smployee's last niame If not preprinted. Do not use commas of periods. Hyphens are acceptable. Last names are imited to 12 characters.
Hem 9. Enter the empioyee's first name if not preprinted. Do not use commas or periods. Hyphens are acceptable. First names are imited to 8 characters.
Hem 10. Enter the employee's_middie initial If not preprinted.

Hem 11. Enter the {otal wages paid, or wages due and detayed beyond the usual time for payment, for services performed for you in covered employment. The
amount entered should be the gross wages paid to sach empioyee before deductions or nontaxable wages have been subtracted.

Enter a "0" if the employee performed services but had no reportable wages during the quarter.
Examples of acceptable reporting methods are: (12134.56) (5603.00)

Hem 12. Enter the total number of weeks worked In the quarter during which the employee performed any services. A wesk worked, for unemployment insurance
claim purposes s any portion of that seven day period in which services were performed (for example, if an empiayee worked one hour during a
particular week, t would be reported as one week—do not report hours or days). If a week falis within two calendar quarters, count the week as being
within the quarter in which four or more days of that week occur. Do not enter more than fourteen weeks per employee. Enter a "0" if the employee
performed no services but had reportable wages during the quarter.

ftem 13. Enter an "X" for sach worker who: (a) is a corporate officer, of

{b) owns or controls a portion of the business, or
{c)hﬂnapouu,pm,«mdﬂddwmmmwmamdmm.

Item 14. Enter the total of all employees wages listed on this page of the Wage Detail Report.
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3.4 Using the Multiple Worksite Report

After an employer account number has been identified as a multi-establishment employer, State
staff must arrange for the employer to provide quarterly breakouts of employment and wages and
business identification information for each worksite. By obtaining these breakouts, the State
can ensure detailed and accurate data on both its own micro file and the EQUI file.

The importance of complete and accurate breakouts of multi-establishment employer data cannot
be over-emphasized. State personnel should stress the importance of disaggregated data in
soliciting breakouts, in telephone conversations with employers, and in all other communications
with employers. State personnel should remind employers that these data are critical to the
preparation of accurate reports on the economic conditions within the State. Furthermore, the
data are used to ensure an equitable distribution of Federal funds through grant programs that use
county economic indicators as a basis for allocations, and for specific sample surveys. With the
move toward geo-coded data, the emphasis on worksite level reporting has increased
significantly.

If known multi-employer records show no indication of establishment-level data, State personnel
should point out the value of establishment reporting to the employer and offer assistance to
overcome reporting problems. If it is easier for employers, computer listings and diskettes can
be accepted in lieu of the form. Reporting MWR data electronically to the EDI (Electronic Data
Interchange) Center can also reduce employer burden. (See Chapter 4, Multiple Worksite
Central Reporting.)

The Multiple Worksite Report (Exhibit 3C) is the vehicle by which employment and wage data
as well as physical location addresses and business identification information for each
establishment are collected from multi-unit employers to ensure proper industrial and
geographical detail. It is a standardized form introduced in 1991 with OMB approval and
replaced previous State statistical supplement forms that varied in size, format, and the data
requested of employers. Appendix P also provides Multiple Worksite Report (MWR) form
examples with fictitious data to show how data appear on the form when issued to employers.

The standardized State systems provide the capability to print the MWR forms via SunGard for
EXPO-202 Service Center States, or in Maine for WIN-202 States or on-site in States, using
BLS-Washington supplied form templates. Programmable Xerox LPS printers that merge and
print the form templates with the State and employer identification information are generally
used. Also, EXPO-202 Service Center States can print smaller batches of MWR forms (typically
for follow-up purposes) using Hewlett-Packard printers. States wishing to print their own
Multiple Worksite Report forms must send ten test copies of the form to their regional office for
review and approval prior to mail-out. The regional office should forward these copies to BLS-
Washington. By using the standardized form, States reduce the reporting burden on large
employers, especially those engaged in multiple economic activities at various locations across
numerous States. (However, the State can refer large multi-State employers to the EDI Center
since reporting their data electronically will minimize the burden for these employers. The
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booklet for employers Electronic Data Reporting, April 2002 describes this process further. The
EDI Center will make the decision whether or not to contact the employer.)

Each quarter, the employer will be requested to provide the monthly employment and total
wages for each worksite identified on the MWR and also verify the additional information
(Trade Name, Reporting Unit Description, and physical location address) for each worksite. The
Reporting Unit Number will be pre-printed on the form in the Office Use column of the
Worksites section (Section 3). Specific instructions are provided on the form on how to treat
new, inactive, closed, or sold units.

States should format the employer mailing address fields on their files as described in Appendix
B — Data Element Definitions, since this will minimize postal delivery problems.

The entire form mailing address of the employer (in Section 2 of the form), including the City,
State, and Zip Code will be printed with all capital letters. Instead of a comma and a blank to
separate the City and State, only one blank space is used. Between the State and Zip Code, two
blank spaces are used. An example of a properly printed mailing address is:

ANYTOWN CA 12345-6789

Exhibits 3D and 3E contain versions of a sample Multiple Worksite Report that one State printed
on the back of its solicitation letters to assist employers in properly completing the form. Exhibit
3F is an example of a letter included with the Multiple Worksite Report to show the relationship
between the MWR and Quarterly Contribution Report (QCR). The sample indicates that the
total employment and wages on the MWR should match the total employment and wages for the
QCR.

Form Templates/Fonts/Logo

BLS-Washington will provide the necessary Xerox LPS-based 3020 MWR and 3021 Report of
Federal Employment and Wages (RFEW) form templates (and accompanying fonts and logo)
automatically to States and SunGard whenever new forms are approved for production use.
Prior to distributing the necessary form templates/fonts/logo, BLS-Washington will request
certain information from States via e-mail regarding where they will print the forms (in-State,
SunGard), what forms are needed (MWR, RFEW, or both), transmission medium, and delivery
address. This also applies whenever existing form templates are modified or if new fonts are
introduced. Note that BLS-Washington currently supports Xerox LPS-based form templates,
fonts, and logo (.FRM, .FNT, and .LGO files). Examples of Xerox LPS-capable printers are
Xerox models 87xx, 97xx, 4050, 4090, 4135, 4635, 4850, and 4890.

The Xerox LPS-based MWR/RFEW form templates, fonts, and logo are typically transmitted to
States and SunGard via Xerox LPS-formatted 5.25” and 3.5” floppy disks. These same
resources can also be transmitted via other transmission mediums such as regular DOS-formatted
disks (3.5”) or e-mail attachments. However, please note that transmission of these resources
via DOS-formatted disks or e-mail attachments depends upon the Xerox printer and/or
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system setup that you use. Do not request these transmission medium(s) if not applicable
to your particular environment.

For ad-hoc requests of Xerox LPS-based MWR/RFEW form templates, fonts, or logo, the State
can send an e-mail to the group MWRForms (with a cc to appropriate regional office staff) and
include the same requested information noted earlier (where the State will print the forms (in-
State, SunGard), what forms are needed (MWR, RFEW, or both), transmission medium, and
delivery address.)

MWR/RFEW form templates, fonts, and logo for Hewlett-Packard (HP) printing
are supported for EXPO-202 Service Center States and maintained by the EXPO-202 developers
and the State of lowa as needed.

BLS-Washington Form Printing Inputs

Once a year, BLS-Washington will request via e-mail updated information concerning (1) the
Authorization Statement to be printed by each State onto their MWR forms (Item 1, first page of
the MWR form), and (2) the State QCR name and number references to be printed onto their
MWR form. The QCR name and number reference information is printed in Item 1 of the MWR
form (after the Authorization Statement text). The QCR number reference is also printed at the
bottom left of the form below the last worksite box. Note that this printing input information
does not apply to the 3021 RFEW form.

Once all information is received and all questions resolved, the information is forwarded by
BLS-Washington via e-mail attachments to the State system developers (EXPO-202 and WIN-
202) so that this information is printed onto the MWR forms for each State as needed. The
MWR/RFEW input information is requested from States at the same time as the ARS input
information which is covered in Chapter 6.

This input information is requested and maintained by BLS-Washington once-a-year to ensure
that the most current information is printed onto the MWR forms for each State.
Authorization Text (Voluntary)

States that do not mandate completion of the MWR form MUST use the voluntary authorization
text on the form (as shown below):

"This report is authorized by law, 29 U.S.C. 2. Your voluntary cooperation is
needed to make the results of this survey complete, accurate, and timely."
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EXHIBIT 3C Multiple Worksite Report (MWR) Template

Farm Approved, O.M.B. No. 1220-0134; Expiration Date: 03/31/07
In Cooperation with the U.S. Depariment of Labor

Multiple Worksite Report - BLS 3020 @

2 QUARTERLY REPORT INFORMATION

U.l. NUMBER i
QUARTER ENDING
DUE DATE ;

Please update address and contact
information in the address block shown
at the left.

RKSITES
BUSINESS NAME (division, subsidiary, etc) Numgﬁgegfoimkg*ﬂis Quﬁ:‘}‘ggw
OFFICE STREET ADDRESS (physical location) Duting the Pay Period Which Includes
USE | CITY,STATE, AND ZIP CODE he 12 o the Month OEWORKSITE

{subject to UI laws)
WORKSITE DESCRIPTION (plant name, store number, etc) Round to the nearest dollar

e SEE INSTRUCTIONS ON THE BACK OF THIS PAGE

.00

COMMENTS:

.00

COMMENTS:

.00

COMMENTS:

.00

COMMENTS:

.00

COMMENTS:

.00

COMMENTS:
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EXHIBIT 3C (continued) Multiple Worksite Report (MWR) Template

U.l. NUMBER:

INSTRUCTIONS

DUE DATE: Please return this form or a computer-generated fascimile by

Please follow these steps to prepare your Multiple Worksite Report. Contact the Agency listed in Step 5 if you have any
questions or if you need additional information, or see http:/iwww.bls.gov/cew/cewmwr00.htm.

1. Review the business name, contact name, and mailing address and make any necessary corrections (Section 2).

2. The Worksites list (Section 3) shows the individual worksites (business locations) that appear in our files for this U.l.
Number. Please read across the row for each worksite and do the following:

« NAME/ADDRESS/DESCRIPTION: Review the name and physical location address for each worksite and make any
necessary comrections. Review the description below the physical location to be sure it uniquely identifies each
worksite (plant name, store number, etc.). If there is no printed description, please enter a unique identifier for the site.

+ EMPLOYMENT: Enter employment for each month of the quarter. Employment is the total number of full- and part-
time employees who worked during or received pay for the pay period which includes the 12th of the month.
Include all employees who were subject to Unemployment Insurance laws.

« WAGES: Enter wages paid during the quarter that are subject to State Unemployment Insurance laws, including the
portion that exceeds the State's taxable wage base. Round wages to the nearest dollar.

« COMMENTS: Explain any large changes in employment or wages. Changes might result from store closings, strikes,
layoffs, bonuses, seasonal increases or decreases, or similar events.

« CLOSED OR SOLD: If a worksite has been sold, closed, or is otherwise inactive, use the Comments section to show:
(a) the date closed or sold; (b) if sold, the name of the company that bought the business at that worksite; and (c) the
purchasers U.l. Number, if you know it.

3. Isthe list in Section 3 complete? That is, does the business operate any worksites using this U.l. Number that do not
appear on the form, such as newly-opened worksites or newly-acquired worksites?

MISSING WORKSITES: Provide the following information for each additional worksite. You may use available blank

lines or attach a separate page. If you are not sure how to report a worksite or employee, please call the office listed in

Step 5 of these instructions.

a. The business name, street or physical location address (NO POST OFFICE BOXES), city, state, and zip code
b. A unigue description or identifier for each worksite (e.g., plant name, store number, or similar description)
c. The number of employees for each month of the quarter, and quarterly wages
d. The county, township, city, independent city, or similar geographic area in which the worksite is located
e. The main business activity at the worksite
In addition, if you purchased any of these worksites from another company, please provide:
15 The name of the company that sold the worksite
g.  The effective date of the sale, and

h. The seller's U. I. Number, if you know it.

4. Complete the Totals section at the end of the list. For each month, sum the number of employees at all worksites. Then
sum the wages for the quarter at all worksites. Except for rounding, these figures MUST agree with the totals on your
Quarterly Contributions Report.

5. Using the enclosed envelope, return your completed form to:

1
GENERAL INFORMATION
PURPOSE OF THIS REPORT
This Multiple Worksite Report (MWR) collects employment and wages by individual work location in this State. If you operate businesses from more than
one location under the Unemployment Insurance Account Number (U.l. Mumber) shown above, the MWR supplements your Quarterly Contributions
Report, Data from the MWR enable our agency to monitor and analyze conditions of business activities by geographic area and industry in this State.
The information collected on this form by the Bureau of Labor Statistics and the State agencies cooperating in its statistical programs will be used for
statistical and Unemployment Insurance program purposes, and other purposes in accordance with law.

TIME OF COMPLETION
We estimate that this form will take from 10 minutes to 60 minutes to complete per response, with an average of 22 minutes. This includes time for
reviewing instructions, searching existing data sources, gathering and maintaining the data needed and completing and reviewing this information. If you
have any its regarding these esti or any other aspect of this form, send them to the Bureau of Labor Statistics, Division of Administrative

istics and Labor T r, Room 4840, 2 Massachusetts Avenue N.E., Washington, D.C. 20212, You are not required to respond to the collection of

information unless it displays a currently valid OMB number.
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EXHIBIT 3D Sample MWR Sent with Solicitation Letter

| Timrul ‘ TV m ul‘ Multiple Worksite Report - BLS 3020
| | | i| | ] Form Approved, O.M.B. No. 1220-0134; Expiration Date: 03/31/07
In Cooperation with the U.S. Department of Labor
STATE OF CALIFORNIA PAGE 1 OF 2
This report is mandatory under Section 320.5 of the California Unemployment Insurance Code
1 and Section 328-1 Title 22 of the California Code of Regulations, and is authorized by
law, 29 U.5.C. 2. Your cooperation is needed to make the results of this survey complete,

accurate, and timely. The totals on this form must match the corresponding totals on
your Quarterly Wage Report (Form DEG).

2 QUARTERLY REPORT INFORMATION
ABC FINANCIAL CONSULTING
ATTN: WALTER M. SMITH

$3) 4234 MAIN STREET, SUITE 123 U.l. NUMBER 1234567890
SOMECITY CA 92345-6789 QUARTER ENDING  DECEMBER 31. 2005
DUE DATE JANUARY 31, 2006

Please update address and contact
information in the address block shown

at the left.
SEE INSTRUCTIONS ON THE BACK OF THIS PAGE
WORKSITES
BUSINESS NAME (civision, subsidiary, etc) i e QUARTERLY
: 9 (subject to Ul laws) WAGES
OFFICE | STREET ADDRESS (physical location) During the Pay Period Which Includes e WORREIE
USE CITY, STATE, AND ZIP CODE the 12" of the Month (subioct to Ul laws)
WORKSITE DESCRIPTION (plant name, store number, etc) ocT NOV DEC Round to the nearest dollar
aeee1 ABC FINANCIAL CONSULTING
000007 | 345 LEXINGTON BLVD 13 1# 16 {3,030.00
541611 RICHMOND CA 92657 .
001 STORE ool COMMENTS:
[eeR2 ABC FINANCIAL CONSULTING -~
popee2 *** Address Unknown -- Please Provide *** ﬁ % ﬁ Lf-‘; 701"00
541611 | $31 /0th Strect COMNENTS:
003 Any Fown, CA 924176
80003 ABC FINANCIAL CONSULTING
000014 | 120 MAPLE DRIVE 14 14 0 105, 57°0.00
541611 ARLINGTON CA 92598
COMMENTS: .
005 L06¢LJ‘!0A c!o,d HBV .29, .]Jaf
ABC Financial Consultia
800 Ft+h Aveaue ¥ 0 ’ /R fS‘, 782,00
Your fFowa, CA 4457 COMMENTS:
Store #o00Y Location opered Dec 5, 2005~
.00
The handwritten information
represents changes, additions,
deletions, and employment and
wage information filled in by 00
the employer.
]
Note: The totals MUST agree (except TOTALS | 3¢ | 40 | 37 | ,2‘}‘5,0;:’.9{-}

for rounding) with your Form DE6. = =---cmmmmmomo e oo

CONTACT PERSON (for questions regarding this report). Please print.
NAME : Steve Saith TITLE: _ Accounting OFfice
C.d

VOICE PHONE: ( F/6) 321 —1111 Ext._ 234 FAX NUMBER: (9if) 31— 111y DATE: i{:BZoé
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EXHIBIT 3E Second Sample MWR Sent With Solicitation Letter

Page 3-22

| | Multiple Worksite Report - BLS 3020
it | | Form Approved, O.M.B. No. 1220-0134; Expiration Date: 03/31/07 9
In Cooperation with the U.S. Department of Labor
STATE OF CALIFORNIA PAGE 1 OF 2
This report is mandatory under Section 320.5 of the California Unemployment Insurance Code
1 and Section 328-1 Title 22 of the California Code of Regulations, and is authorized by
law, 29 U.S.C. 2. Your cooperation is needed to make the results of this survey complete,
accurate, and timely. The totals on this form must match the corresponding totals on
your Quarterly Wage Report (Form DE6).
2 QUARTERLY REPORT INFORMATION
ABC FINANCIAL CONSULTING
ATTN: WALTER M. SMITH
£3; 2334 MAIN STREET, SUITE 123 U.l. NUMBER : 1234567890
SOMECITY CA 92345-6789 QUARTER ENDING : DECEMBER 31, 2005
DUE DATE : JANUARY 31, 2086
Please update address and contact
information in the address block shown
at the left.
SEE INSTRUCTIONS ON THE BACK OF THIS PAGE
WORKSITES
S - NUMBER OF EMPLOYEES QUARTERLY
’—_‘ BUSINESS NAME tdmmorll.suhsnm_ary. elc) (subject to Ul laws) WAGES
OFFICE | STREET ADDRESS (physical location) During the Pay Period Which Includes OF WORKSITE
USE CITY, STATE, AND ZIP CODE the 12‘" of the Month (subject to Ul laws)
WORKSITE DESCRIPTION (plant name, store number, etc) ocT ! NOV DEC Round to the nearest dallar
ABC Fincncial Gasulh _
S31 lo+h Sheeet & 1 q 4 30,705700
Any Powa, CA Fooo) COMMENTS:
Ad mini s Frative DF#'F cC
A'ISC- Faancial Conswlh'a
111 T Steeet ¥ /3 I3 /6 L3,030.00
Yourtowa, €A do007F COMMENTS:
Store #00Xd
ABC Fiaencinl Coasuldia
44 4#k Avenne i 19 /g /] 75, 530.00
Somecihy, CA 32396 COMMENTS: 2
Stpre #0003 Tc»ponf-] f&y.‘ﬁ Dec j{ doos
ABC Flaancial Consulh
33 Howard Biv K | 0 o 15,072.00
AayTown, CA GqabN COMMENTS: .
J’.{:“ #énq LO(&""OA (_Ipd OC-*' 3} 2 100)’
.00
The handwritten information
represents changes, additions,
and employment and wage
information filled in by the -00
employer.
|
Note: The totals MUST agree (except TOTALS | o5 oy | 3k | | §4,7135.00
for rounding) with your Form DE6. = = ~-------cccmemmcmeemeesecom—ooo o —accdmmceanna—-
CONTACT PERSON (for questions regarding this report). Please print.
NAME: _ Steve Imith TITLE: _ Accounthing 0Fficer
VOICE PHONE: (GiL) 321 =111 Ext._ 234 FAX NUMBER: (9IL) 321 —=(11Y DATE: 12.73206
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EXHIBIT 3F Explanatory Letter Sent With MWR

* IMPORTANT INFORMATION
REGARDING THE MULTIPLE WORKSITE REPORT

To the right is a sample of the Multiple Worksite

Report (MWR) sent to you each quarter. Below ARV RIRTRATER Dkt g g &

is a sample of the Employer Tax & Wage Report STATE 0F WEw KAMPSHIRE PGE LOF 2
5 . s . This repart 15 mandatory wtaer Wik FAI-A-11T. and t3 auiherizes by Liw, 13 U.5.C. 3

Yebuich is a0 et 10 YOI ot e qeattsly: Dasie. D PR S R o W R e, e

Tax snd Wage Repart (earverly)

When filling out these forms please keep in 2] QUARTERLY REPORT INFORMATION
mind that the totals on the MWR should match U2 waseR )
the totals reported on the Employer Tax & Wage Bt - T
Report (as indicated by the two-sided Pivase wpdeis strvnt snd eontest
aArrows). e

If the Employer Tax & Wage Report is filled out == s i Jemeenen | owE

by someone other than yourself (such as a payroll L ool S— or | v | mer | e

company, or someone else within your | o |2 i

company). please refer to vour firm’s copy of LOCATION #) o

the Employer Tax & Wage Report before filling oy ) f7e2g PR T T

out the MWR so that data reported is accurate. LOCATTON #2 —— =

and matches. w | e ] s | ——

Loca TTos #3 rm—

Accurate information will make the filing of SAMPLE =

these reports less time consuming for you, with comunrs

no follow-ups necessary. z S | ™

Thank vou for your time and cooperation. | [ ] | 0

Inquiries should be directed to:

Wote: The tolals WUST agree (except
for rovndingd witn yosr
Enployer Tax 30 Wage Report (Quarterly}

New HamPSh”C EI"p]O_\'I'ﬂCI“ SCCI.I““ CONTACT PERSON (for questiens regarding tsis report). Fless
Economic and Labor Market Information Burean o T

TCle‘plioﬂc (60‘;) 228-4121 VOICE PHOME: [0 Fav._____ FAX MENBER: ,_:___r \-:: P —

1\
HEW MAMPEHHE DEPARTMENT GF EMPLOYMENT SEGURITY [7. NUMBER OF WORKERS \. \' -
EiLONER Tak A e Sevany (ovumeney | GRS ey e [
| 40§ o |32

PART 1 (TAXES) INSTRUCTIONS ON REVERSE OF PART2  |%  [TACWAGES FAID TH1S QUARTER (SANG A5 TEW 21 £9,6001 06
1 smeenrovenacconm s A VIPLIE. | |7 S s Ve Bess o P>
S e TIERE) TIFICATION KUMBER 10.  NET.TAXABLE WAGES 0TEM 8 MINUS 1TEM 9)
3 FOR CALENDAR QUARTER ENDED g t‘.:&'%ﬁl-' WTEM 10 BY TAX AATE) r’%‘r’ %
4. THIS REPONT DUE ON 12 IF PAYMENT |5 DELINQUENT ADD 15 PER MONTH ON TAX DUE
. R AR R

_____ 15, MET AMOUNT TO BE P
& ANY BUSINESS GHANGES? O YES (¥ YIS, CIECK BLOCK AND COMPLETE (TOTAL OF NTEME 11, 12, 13, AND 14) | PAY THIS AMOUNT

ITEM 8. {oantinwed) ON MAILING i L SHEET)
MAKE CHECK PAYABLE TO: STATE OF NH - UC

P BOTI
AND, IF REQUIRED, THE CHANGE COVERED IN |

TEM 8 B
HEW HAMPEHIRI 3
I'['lN“CASHF.R E DEFARTMENT OF IHFI.D\"IIFM' SECUAITY PREPARED BY
PO BOX 2058
CONCOND 302205 TAXPAYER
ORIGINAL | RETURN THIS COPY TOGETHER WITH THE i

PART 1 | ORIGINAL OF PART 2 (WAGES) PLEASE USE THE ENCLOSED MAILING 1..!3!5%““M .
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3.4.1 Printing MWR Forms

The standard State systems will print the physical location address of each subunit record in the
Worksites section (Exhibit 3C, Section 3) of the MWR form, along with the Trade or Legal name
and the Reporting Unit Description if they are present. In the most common situation, the
subunit record represents a true one-establishment worksite and the record has a physical

location address.

If the Street Address Line 1 and City are blank on the physical location address block of the
worksite (MEEI 3, 5), the State systems will print the message “*** Address Unknown -- Please
Provide ***” in the space reserved for the Street Address in the Worksite box on the MWR form.

If the FIPS County code for the worksite (MEEI 3, 5) is greater than 900, the State systems will
print the following text in the space reserved for the Street Address in the Worksite box on the
MWR form.

For County 995: MANY LOCATIONS OR STATEWIDE

For County 996: PHYSICAL LOCATION(S) OUTSIDE OF U.S.

For County 998: PHYSICAL LOCATION(S) OUTSIDE OF STATE

For County 999: ADDRESS UNKNOWN

The Reporting Unit Description, if present on the worksite record, will print on the MWR form.
The employer will hopefully follow the instructions on the MWR form and provide a physical
location address for the unit based on the Reporting Unit Description. If not, the State should
consider telephone follow-up to obtain the physical location address. If physical location
addresses are collected by the EDI Center, refer to Section 4.2.

If the record represents an aggregated subunit (MEEI 5) record and a physical location address is
available for each of the worksites comprising that record, the State should put the address of the
largest establishment for that (aggregated) subunit onto the record so it will print on the MWR.
Use the Reporting Unit Description to describe the aggregation of establishments so that
employment and wage data are reported properly. (The employer should be familiar with the
aggregation since it was the employer who informed the State of the unavailability of worksite-
level data and the need to aggregate data for some combination of worksites.)

If the record represents an aggregated subunit (MEEI 5) and a physical location address is
available for only one of the worksites comprising that subunit record, that address should be
used even though the worksite may not be the largest. Again, the Reporting Unit Description
should be used to describe the aggregation.
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In converting from county-level reporting to establishment-level reporting, States should collect
worksite identification information so it can be pre-printed on the Multiple Worksite Report. Ifa
pre-existing multi-establishment employer has not provided worksite identification information
prior to being solicited for worksite-level data, the worksite boxes on the MWR form would
preferably be blank and the Reporting Unit Descriptions would not identify the county. Using
only the county name has been shown to mislead employers into submitting county-level data
even though establishment-level data are desired. Of course, this practice is acceptable for those
industries identified in Section 3.1 where county and industry code reporting is appropriate.

States should retain copies of completed Multiple Worksite Reports for eight quarters: the
quarter most recently mailed and seven prior quarters. For example, when MWR forms for
2003/1 are mailed in late March, there should be seven prior quarters of forms on hand, 2002/4
through 2001/2, inclusive. At the end of June 2003, the forms for 2001/2 can be destroyed
(because of the confidential nature of the data) when the forms for 2003/2 are mailed.

MWR forms should be kept in such a manner that State staff can retrieve them with reasonable
ease, for example, by batch number.

The Multiple Worksite Report sent to the employer can be tailored to the type of ownership of
the firm as described below.

Private Sector

Multi-establishment employers in the private sector should be sent the standardized Multiple
Worksite Report previously described. The Multiple Worksite Report is generally sent to
employers separate from the quarterly contribution report form but mailed at approximately the
same time.

State or Local Government Sectors

Generally speaking, establishment breakouts for government should be obtained and processed
in the same manner used for private sector multi-establishment accounts.

Federal Government

Federal agencies having civilian employees subject to the provisions of 5 U.S. Code, Sections
8501-8509, are required to furnish a listing of all their installations within the State to the
employment security agency. Subsequent changes in the listing must also be reported.

Section 3.6 provides specific information on reporting requirements for Federal agencies with

selected large Federal departments for reporting civilian employment data directly to the EDI
Center, as described in Section 4.6, Central Reporting of Federal Data.



QCEW Operating Manual
December 2004 Special Processing for Multi-Unit Employers Page 3-26

Federal agencies are required to report monthly employment and quarterly wages of covered
employees on forms provided by the State agency or on printouts produced by the Federal
agency's payroll data center. Exhibit 3T displays the Report of Federal Employment and Wages.
This standardized form (used for both multi and single Federal units) replaced all previous State
forms used to collect Unemployment Compensation for Federal Employees (UCFE) employment
and wages data in 1993. Exhibit 3U provides a sample of the cover letter to be sent with the first
quarter RFEW form.

3.4.2 Solicitation and Informed Consent Letters

Potential respondents to the Multiple Worksite Report (MWR) must know whether or not the
information they provide will be held in confidence and how this information will be used. For
these reasons, the following statement must appear on all MWR forms used in every State.

“The information collected on this form by the Bureau of Labor Statistics and the State agencies
cooperating in its statistical programs will be used for statistical and Unemployment Insurance
program purposes, and other purposes in accordance with law.”

Solicitation Letters

BLS-Washington has developed two generic solicitation letters, (Exhibits 3G and 3I), to be
mailed to (1) newly identified multi-establishment employers and (2) multi-establishment
employers who previously did not submit the MWR. BLS-Washington has also developed a
generic "informed consent™ letter to be mailed to multi-establishment employers who have used
the MWR before (Exhibit 3K), another informed consent letter to be mailed to multi-
establishment employers who provide MWR data on a magnetic medium (Exhibit 3M), and a
letter to be mailed to employers who no longer meet the definition of a multiple worksite
employer (Exhibit 30). The sample letters are generic so that all States can use them as a guide
in developing their own letters.

Instructions for adapting the sample letters to each State are provided in Exhibits 3H, 3J, 3L, and
3N, respectively, along with an example of a hypothetical State letter for new multi-
establishment employers (Exhibit 3P).

States must submit five copies of their individual MWR solicitation/informed consent cover
letters to their regional office for review and approval prior to mailing them for the first quarter
of each year. The regional office should forward copies of the cover letters to BLS-Washington.
BLS-Washington must approve the cover letters before they are used.

One State has developed samples of completed Multiple Worksite Reports which it reproduces
on the reverse side of the solicitation/cover letter. States using this approach must ensure that a
copy of the latest form is used as a sample so it includes the most current confidentiality
statement. The samples supplement the instructions by showing how the actual form should look
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when completed. A nice feature of the samples is that the preprinted information can be easily
distinguished from the information the employer provides. One version of the form shows
printed worksite identification information for an employer that previously provided it (Exhibit
3D), and a second version shows how the form would look when used to collect the worksite
identification information initially (Exhibit 3E). States may consider using similar sample forms
to improve the completeness and accuracy of employer reporting.

Letters to employers who previously did not report should be mailed one year after the initial
solicitation letter is sent. If an employer fails to respond to the initial solicitation letter and
follow-up letters after first being identified as a multi-establishment employer, a letter like that in
Exhibit 31 should be sent the following year. If there is no response to this letter, no follow-up
letters should be sent.

In many States, the employers are solicited via phone when the ARS form is received. States
should also be aware of units pending EDI Center solicitation. The employer should not be
contacted again until after the next Annual Refiling Survey, presumably when it is again
identified as a multi-establishment employer. The following example should clarify this:

Suppose an employer returned the BLS 3023 ARS form first identifying itself as a multi-
establishment employer in December 1996. With this information, the State solicited the
employer to complete a MWR in March 1997. Follow-up letters were sent six and eight weeks
later, but the employer did not respond. No attempt at solicitation was made in the second, third,
or fourth quarters of that year. In March 1998, the State solicited the employer again using the
letter for employers who did not report previously. Thus, one year after the initial refusal or
nonresponse the employer was solicited again, using the letter in Exhibit 31. If the employer did
not respond to this letter, no follow-up letter would be sent and the employer would not be
contacted again until at least March 2000. Solicitation in March 2000 assumes that the employer
responded to the ARS again.

To recap, the employer was solicited in 1997 with follow-ups, and one time in 1998 without
follow-ups, but not at all in 1999. The 1998 solicitation occurred because the three years of the
ARS cycle are too long to wait to contact refusals.

The informed consent statement which will be on all States’ forms should also be referenced in
the cover letters. States should provide brief descriptions of any non-statistical, non-Ul uses of
the data. A State’s specific uses and confidentiality policies of MWR data should be
distinguished from any BLS uses and confidentiality policies of MWR data. If States publish
industry directories, a broad description of uses and future uses of data released in these
directories should also be disclosed in the cover letters.
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EXHIBIT 3G Solicitation Letter To New Multi-Establishment Employers
Dear Employer,

The enclosed Multiple Worksite Report is designed to collect employment and wage
data by location (worksite) from employers who conduct their business operations at
more than one location within the State. This survey is authorized by 29 U.S. Code 2
and completion of the form is required by Section and Title of State Law. 1/ The
economic information collected on this form is shared with the U.S. Department of
Labor's Bureau of Labor Statistics as part of a Federal/State cooperative effort to reduce
employer reporting burden.

Employers fitting the above description are requested/required to complete this report.
To do this, you_should/must provide employment and wage information for each
worksite (e.g., store, plant, office). Please review and update the worksite information
preprinted on the attached report and provide a trade name (e.g., division, subsidiary)
and worksite description (e.g., store number, plant name) for each of the listed
worksites. Please add any omitted worksites and indicate units that are inactive,
closed, or have been sold. A computer generated listing which includes all of the
worksite information requested on the Multiple Worksite Report is acceptable in lieu of
the form.

For employers in the construction industry, we are requesting that you provide
information for only those projects which have an expected duration of twelve months or
longer. Whether or not you have any projects of this length, please include your office
location(s) on the report. 2/

The information collected on this form by the Bureau of Labor Statistics and the State
agencies cooperating in its statistical programs will be used for statistical and
Unemployment Insurance program purposes, and other purposes in accordance with
law. Worksite-level data are necessary for this agency to prepare summaries of
economic conditions and business activities by geographical area and industry within
our State. State name may include purposes such as list additional uses of the data. 3/

This report should be returned separately from the State name and form number for the
contribution report in the postage-paid envelope enclosed. If you have any questions
regarding these reporting procedures, please contact name and telephone number.

Thank you for your cooperation.

Sincerely,

Note: It might be useful to put a sample completed MWR form on the back of this cover letter so
that these new respondents can see how it is supposed to be completed.
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EXHIBIT 3H Instructions for Solicitation Letter to New Multi-Establishment Employers

State-Specific Sections

All underlined words are State-specific and should be included if appropriate, or deleted
if not.

1. Include this underlined phrase if completion of the MWR is mandatory in your State.

2. States have the option to add this paragraph if they think construction industry
reporting needs to be specifically addressed.

3. This sentence should be included by those States that use the data collected in this
survey for purposes other than the statistical and Unemployment Insurance purposes
mentioned in the first sentence of this paragraph. The State should complete the
sentence with a brief description of these nonstatistical uses of the data and be broad
enough to cover any future uses.
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EXHIBIT 31 Solicitation Letter for Multi-Establishment Employers Who Refused Previous
Solicitation

Dear Employer,

Last year we contacted you to request your cooperation in completing a Multiple
Worksite Report, but you either indicated that you were not able to, or chose not to,
complete the form. However, because of the importance of the information, we are
asking again for your cooperation. This survey is authorized by 29 U.S. Code 2 and
completion of the form is required by Section and Title of State Law. 1/ The economic
information collected on this form is shared with the U.S. Department of Labor's Bureau
of Labor Statistics as part of a Federal/State cooperative effort to reduce employer
reporting burden.

Employers that conduct business operations in more than one location within the State
are requested/required to complete this report. To do this, you_should/must provide
employment and wage information for each worksite (e.g., store, plant, office). Please
review and update the worksite information preprinted on the attached report and
provide a trade name (e.g., division, subsidiary) and worksite description (e.g., store
number, plant name) for each of the listed worksites. Please add any omitted worksites
and indicate units that are inactive, closed, or have been sold. A computer generated
listing which includes all of the worksite information requested on the Multiple Worksite
Report is acceptable in lieu of the form.

For employers in the construction industry, we are requesting that you provide
information for only those projects which have an expected duration of twelve months or
longer. Whether or not you have any projects of this length, please include your office
location(s) on the report. 2/

The information collected on this form by the Bureau of Labor Statistics and the State
agencies cooperating in its statistical programs will be used for statistical and
Unemployment Insurance program purposes, and other purposes in accordance with
law. Worksite-level data are necessary for this agency to prepare summaries of
economic conditions and business activities by geographical area and industry within
our State. State name may include purposes such as list additional uses of the data. 3/

This report should be returned separately from the State name and form number for the
contribution report in the postage-paid envelope enclosed. If you have any questions
regarding these reporting procedures, please contact name and telephone number.

Thank you for your cooperation.

Sincerely,

Note: It might be useful to put a sample completed MWR form on the back of this cover letter so
that the new respondents can see how it is to be completed.
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EXHIBIT 3J Instructions For Solicitation Letter For Multi-Establishment Employers Who
Did Not Report Previously

State-Specific Sections

All underlined words are State-specific and should be included if appropriate, or deleted
if not.

1. Include this underlined phrase if completion of the MWR is mandatory in your State.

2. States have the option to add this paragraph if they think construction industry
reporting needs to be specifically addressed.

3. This sentence should be included by those States that use the data collected in this
survey for purposes other than the statistical and Unemployment Insurance purposes
mentioned in the first sentence of this paragraph. The State should complete the
sentence with a brief description of these nonstatistical uses of the data and be broad
enough to cover any future uses.
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EXHIBIT 3K Informed Consent Letter for Continuing MWR Reporters

Dear Employer,

Thank you for your continuing cooperation in completing the Multiple Worksite Report.
This survey is authorized by 29 U.S. Code 2 and completion of the form is required by
Section and Title of State Law. 1/ The economic information collected on this form is
shared with the U.S. Department of Labor's Bureau of Labor Statistics as part of a
Federal/State cooperative effort to reduce employer reporting burden.

Employers that conduct business operations in more than one location within the State
are requested/required to complete this report. To do this, you_should/must provide
employment and wage information for each worksite (e.g., store, plant, office). Please
review and update the worksite information preprinted on the attached report. Add any
omitted worksites and indicate units that are inactive, closed, or have been sold. A
computer generated listing which includes all of the worksite information requested on
the Multiple Worksite Report is acceptable in lieu of the form.

For employers in the construction industry, we are requesting that you provide
information for only those projects which have an expected duration of twelve months or
longer. Whether or not you have any projects of this length, please include your office
location(s) on the report. 2/

The information collected on this form by the Bureau of Labor Statistics and the State
agencies cooperating in its statistical programs will be used for statistical and
Unemployment Insurance program purposes, and other purposes in accordance with
law. Worksite-level data are necessary for this agency to prepare summaries of
economic conditions and business activities by geographical area and industry within
our state. State name may include purposes such as list additional uses of the data. 3/

This report should be returned separately from the State name and form number for the
contributions report in the postage-paid envelope provided. If you have any questions
regarding these reporting procedures, please contact name and telephone number.

Thank you again for your cooperation.

Sincerely,
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EXHIBIT 3L Instructions for Informed Consent Letter for Continuing MWR Reporters

State-Specific Sections

All underlined words are State-specific and should be included if appropriate, or deleted
if not.

1. Include this underlined phrase if completion of the MWR is mandatory in your State.

2. States have the option to add this paragraph if they think construction industry
reporting needs to be specifically addressed.

3. This sentence should be included by those States that use the data collected in this
survey for purposes other than the statistical and Unemployment Insurance purposes
mentioned in the first sentence of this paragraph. The State should complete the
sentence with a brief description of these nonstatistical uses of the data and be broad
enough to cover any future uses.
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EXHIBIT 3M Informed Consent Letter to MWR Respondent Using Magnetic Media

Dear Employer:

The purpose of this letter is to thank you for your cooperation in completing the Multiple
Worksite Report (MWR) for your business operations conducted in State. The
information you provide is authorized by 29 U.S. Code 2 and is requested/required by
State Law XXX-XXX. The economic information collected on this form is shared with
the U. S. Department of Labor's Bureau of Labor Statistics as part of a Federal/State
cooperative effort to reduce employer reporting burden. A MWR form has not been
enclosed since your firm is providing these data each quarter in a magnetic medium to
State name. 1/ Name of Data Collection Center, Regional Office or BLS-Washington,
which in turn distribute these data to State name. 2/ This letter is a reminder that data
for MWR information for the first quarter is due on date.

The information obtained from this report is held confidential by State Name to the full
extent permitted by law and 3/ will be used for both statistical and Unemployment
Insurance purposes. Worksite-level data you provide are used to prepare summaries of
economic conditions and business activities by geographical area and industry within
our State. In addition, State name may include purposes such as list additional uses of
the data. 4/

If you have any questions, please contact Mr. John Doe at (123) 456-7890.

Sincerely,
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EXHIBIT 3N Instructions for Informed Consent Letter to MWR Respondent Using
Magnetic Media

State-Specific Instructions
1. Firms reporting to State, only.

2. Firms reporting to Data Collection Center, only.

3. The phrase "is held confidential to the full extent permitted by law " should be
included by only those States for which it is true.

4. This sentence should be included by those States that use the data collected on this
survey for purposes other than the statistical and Unemployment Insurance uses
mentioned in the second paragraph of the letter. The State should complete the
sentence with a brief description of these additional uses of the data and be broad
enough to cover any future uses.
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EXHIBIT 30 Letter to Multi-Establishment No Longer Meeting MWR Definition

Dear Employer:

Thank you for your past cooperation in completing the Multiple Worksite Report. The
information you have provided is authorized by 29 U.S. Code 2 and is
requested/required by State Law XXX-XXX.

The information obtained from this report is used for both statistical and Unemployment
Insurance purposes to the full extent permitted by law . The worksite-level data
provided by multi-business establishments are used to prepare summaries of economic
conditions and business activities by geographical area and industry within our State.
Because your most recent report indicated that you no longer meet the requirements
necessary to identify multiple worksites within this State, you will no longer be requested
to complete this report form. The Bureau of Labor Statistics has established ten as the
minimum number of employees working outside of the primary worksite (defined as the
largest worksite in terms of employment) for an employer to be considered a multiple
worksite employer.

If at some future point your worksite employment in State should increase, such as
through the addition of new worksites, you may again be requested to complete the
Multiple Worksite Report.

Again, thank you for your cooperation. If you have any questions, please contact Mr.
John Doe at (123) 456-7890.

Sincerely,
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EXHIBIT 3P Hypothetical State's Letter to New Multi-Establishment Employers

Dear Employer,

The enclosed Multiple Worksite Report is designed to collect employment and wage
data by location (worksite) from employers who conduct business operations at more
than one location within the State. This survey is authorized by 29 U.S. Code 2 and
completion of the form is required by Penntucky State Law 104-38B. The economic
information collected on this form is shared with the U.S. Department of Labor's Bureau
of Labor Statistics as part of a Federal/State cooperative effort to reduce employer
reporting burden.

Employers fitting the above description are required to complete this report. To do this,
you must provide employment and wage information for each worksite (e.g., store,
plant, office). Please review and update the worksite information preprinted on the
attached report and provide a trade name (e.g., division, subsidiary) and worksite
description (e.g., store number, plant name) for each of the listed worksites. Please add
any omitted worksites and indicate units that are inactive, closed, or have been sold. A
computer generated listing which meets worksite-level reporting criteria is acceptable in
lieu of the form.

For employers in the construction industry, we are requesting that you provide
information for only those projects which have an expected duration of twelve months or
longer. Whether or not you have any projects of this length, please include your office
location(s) on the report.

The information collected on this form by the Bureau of Labor Statistics and the State
agencies cooperating in its statistical programs will be used for statistical and
Unemployment Insurance program purposes, and other purposes in accordance with
law. Worksite-level data are necessary for this agency to prepare summaries of
economic conditions and business activities by geographical area and industry within
our State. In Penntucky, uses of this data may include purposes such as assisting the
Office of Vocational Rehabilitation in building a database for job placements.

This report should be returned separately from the Penntucky Employer's Quarterly
Contribution Report (PT-UI-50) in the postage-paid envelope provided. If you have any
guestions regarding these procedures, please contact Mr. John Smith at (123) 456-
7890.

Thank you for your cooperation.

Sincerely,
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3.4.3 Review and Processing of MWR Data

The flow chart in Exhibit 3Q, on the following page, is intended to be a useful guide for State
staff as they review returned MWRs and process the data for existing multi-unit employers.
While special circumstances may cause State procedures to differ slightly from this workflow,
the activities shown are all needed to meet the full range of QCEW program needs. States whose
processing of the existing MWRs deviates significantly from this workflow should review their
current procedures to determine if the suggested workflow is more efficient.

When MWRs are received, they generally are in one of two formats: paper or facsimile (e.g.,
computer-generated report). Facsimiles are generated by the employer and may or may not
resemble the MWR (BLS 3020) form. Paper MWR forms are printed by the State system and
are returned by the employer.

In processing MWRs, both formats have common tasks. The main difference between the two is
the assignment of RUNSs. For facsimile copies, States have to compare the previous quarter’s
MWR to assign the RUNSs to each worksite. This comparison varies by State. Some States write
the RUNs on the facsimile and then transfer the RUNS to the current quarter’s facsimile, while
other States may reprint the previous quarter’s MWR for the comparison. With the paper format,
the RUNSs are printed onto the MWR form, thus the assignment of RUNs is unnecessary (except
for new worksites or locations).

Once the MWR is received, a cursory review prior to inputting the monthly employments and
total wages should be made. This review should cover changes and/or comments made by the
employer, and large data changes (employments and wages).

Employer changes could include the following:
e Mailing Address and/or contact name or phone number
« Trade Name and/or RUD for a worksite
e Address change for a worksite
o Narrative comments from the employer
o New worksites (locations)
e Worksites that are no longer in business (deaths) or transferred to another Ul account
o Worksites that are sold
« Worksites that are broken out further
o Worksites that are combined (two or more worksites combine into one worksite)
o Worksites that transfer employees to another worksite (new or existing)

Changes to Mailing Addresses, Trade Names, RUDs, Physical Location Addresses (PLA), and
narrative comments should be made immediately. If a PLA change causes the County code to
change, assign the new County code and comment code 82 (economic code change).

For new worksites, additional information is needed to determine the action required. In most
cases, a new worksite is a result of a new opening. These new worksites are considered “births”
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and NAICS, County, and Ownership codes should be assigned along with comment code 85
[new establishment or worksite]. In other cases, these new worksites may have come from
another Ul number (predecessor) or from another worksite within the Ul account due to a
transfer or merger. In these cases, refer to Chapter 5 to assign proper predecessor/successor links
and comment codes.

Conversely, if an employer closes a worksite, it is considered a “death.” These worksites should
be given an End of Liability (EOL) Date and comment code 86 [establishment permanently out
of business]. As with new worksites, “deaths” could be caused by worksites that are sold to
another Ul account or by combining one or more worksites into one worksite. New RUNs
should be assigned, if applicable. In these cases, refer to Chapter 5 to assign proper
predecessor/successor links and comment codes.

If the Ul number changes due to a merger or some other reason, add predecessor/successor links
to the master and each RUN. Also, assign new RUNSs (if applicable), appropriate comment
codes, and termination dates to the master and each RUN for the predecessor. Refer to Chapter 5
for more information on processing predecessor and successor transactions.
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3.4.4 Delinquent MWR Reporters

The QCEW program depends upon accurate employment and wage data submitted by employers
on a quarterly basis. This is especially important since the QCEW program is publishing on a
quarterly basis. Much of these quarterly employment and wage data comes from the Multiple
Worksite Report. For this reason, MWR reporters who are delinquent in submitting their
quarterly reports must be contacted as soon as possible to obtain the necessary information. This
will ensure that the QCEW data are timely and accurate.

The State of Louisiana created a follow-up cover letter that has proven very effective in
soliciting information from delinquent MWR reporters. Their form has been modified by BLS-
Washington for use in all States. Exhibit 3R contains a template that should be used for
contacting delinquent reporters in voluntary States, and Exhibit 3S contains a template for use in
mandatory States.

When using the templates, States must replace the generic information found within the form’s
body with State-specific information. This information includes State Workforce Commission
name, relevant State laws, State data uses, State contact names, and State contact telephone
numbers. A MWR form must be enclosed with the cover letter. The cover letter also mentions
the alternative methods by which an employer may submit MWR data in addition to returning
the MWR paper form.
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EXHIBIT 3R Cover Letter for Delinquent MWR Reporters (Voluntary States)

Dear Employer:
RE: Failure to Report Notice — Multiple Worksite Report

The (insert State Workforce Commission) sends your company quarterly the Multiple Worksite Report
that is a nationally standardized form to collect employment and wage data from employers that have
more than one location or economic activity in (insert State). This survey is authorized by 29 U. S. Code
2 and completion of the form is requested by (insert State Law XXX-XXX). Our records indicate that
your company is not completing and returning this form to our office.

The information collected on this form, by the Bureau of Labor Statistics and the (insert State Workforce
Commission) cooperating in its statistical programs, will be used for statistical and Unemployment
Insurance (UI) program purposes, and other purposes in accordance with law. In addition to the statistical
and Ul uses of these data, (insert State Workforce Commission) also uses the data for (insert State data
uses). The information supplied on this report is a direct input into the unemployment rate for
(counties/townships/parishes) throughout the state and can affect government funding to these
(counties/townships/parishes).

We have enclosed the Multiple Worksite Report form, designed to collect employment and wage
information quarterly for each worksite (e.g., store, plant, office), preprinted with the latest available
information on your company. Please review the form and update the worksite information by adding
any omitted worksites and indicate units that are inactive or have been sold. A reporting unit number will
be assigned to each location and/or establishment and will become a permanent identification number for
that particular worksite.

In order to reduce your workload, we will accept a computer generated listing, magnetic tape, or diskette,
which includes all the requested information including the reporting unit number that we have assigned to
each location.

We appreciate your cooperation in this matter. If you have any questions concerning this report, please
contact (insert name) at (insert state phone #).

Sincerely,
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EXHIBIT 3S Cover Letter for Delinquent MWR Reporters (Mandatory States)

Dear Employer:
RE: Failure to Report Notice — Multiple Worksite Report

The (insert State Workforce Commission) sends your company quarterly the Multiple Worksite Report
that is a nationally standardized form to collect employment and wage data from employers that have
more than one location or economic activity in (insert State). This survey is authorized by 29 U. S. Code
2, and completion of the form is required by (insert State Law XXX-XXX). Our records indicate that
your company is not completing and returning this form to our office, and is therefore not in compliance
with the above referenced statue.

The information collected on this form, by the Bureau of Labor Statistics and the (insert State Workforce
Commission) cooperating in its statistical programs, will be used for statistical and Unemployment
Insurance (UI) program purposes, and other purposes in accordance with law. In addition to the statistical
and Ul uses of these data, (insert State Workforce Commission) also uses the data for (insert State data
uses). The information supplied on this report is a direct input into the unemployment rate for
(counties/townships/parishes) throughout the state and can affect government funding to these
(counties/townships/parishes).

We have enclosed the Multiple Worksite Report form, designed to collect employment and wage
information quarterly for each worksite (e.g., store, plant, office), preprinted with the latest available
information on your company. Please review the form and update the worksite information by adding
any omitted worksites and indicate units that are inactive or have been sold. A reporting unit number will
be assigned to each location and/or establishment and will become a permanent identification number for
that particular worksite.

In order to reduce your workload, we will accept a computer generated listing, magnetic tape, or diskette,
which includes all the requested information including the reporting unit number that we have assigned to
each location.

We appreciate your cooperation in this matter. If you have any questions concerning this report, please
contact (insert name) at (insert phone #).

Sincerely,
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3.5 When Quarterly MWRs Are Unavailable

There may be instances in which a multi-establishment employer either refuses or is unable to
provide a complete establishment-level breakout on a quarterly basis. To ensure the validity and
reliability of the QCEW data, both industry and county breakouts are necessary. Therefore as an
interim measure — until such time as the employer can provide complete establishment breakouts
each quarter — State staff should take the following steps, in the order they are listed, to obtain
the necessary data.

Yearly Submission of a Breakout

If State staff determine that it is impossible for the employer to provide an establishment
breakout each quarter, the State agency should negotiate an alternative solution with the
employer. One solution might be for the employer to submit a complete establishment breakout
for one quarter each year. The State can then prorate the aggregate data for the remainder of the
year. (See Section 8.3 for the proration procedures.) BLS prefers that the first quarter data be
obtained. However, if the first quarter is not representative of the other quarters in the year,
States should work with the firm to select the most representative quarter's data for that
employer. For school districts, it is preferable to have two quarters of data each year — the third
quarter (the beginning of the school year) and the second quarter (the end of the school year).

Compiling a Breakout from Other Available Records

It is preferable that data by establishment be obtained from the employer even if it must be
provided on some schedule other than a quarterly basis. However, if such a solution cannot be
negotiated with the employer, State staff should attempt to compile establishment breakouts
using various other sources of information available. These sources include the employer's wage
records and CES data.

One of the best sources of information on some large employers (especially those in retail trade)
is the company’s website. Many of these firms list all of their locations for their customer’s
convenience. It is better to use this information and prorate the employment and wage data from
the Quarterly Contributions Report (master record) than to collapse this record to one county or a
statewide report.

1. CES Data

Another possible source of information on multi-establishment employers is the CES
program. CES data include a total employment figure as well as employment and hourly
earnings information for non-supervisory or production workers. Not every employer
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covered by Unemployment Insurance submits CES data. However, many large employers do
participate for one or more of their establishments.

The CES can be a valuable source for estimating establishment level data. However, when
comparing information reported for QCEW purposes to that of the CES program, it is
important to ensure that the reports are for comparable units.

CES staff maintain a registry of CES sample members and a cross reference file (CRF). The
CES cross reference file is the place where CES staff annotate the relationship of their reports
to corresponding QCEW records. See Section 2.2 for more information about the CRF.

The QCEW staff should arrange to have access to the Registry and the CRF to determine
whether a given firm reports in the CES program. If all or some of the multi-establishment
employers are respondents in the CES survey (the CES survey may include different workers
than the QCEW program), the payroll and employment information available may facilitate
the compilation of establishment breakouts for the QCEW micro file and the EQUI. State
staff should obtain the name, address, title, and telephone number of the individual(s)
responsible for supplying the CES data and seek their assistance.

2. Employer's Wage Record

The wage records can be useful in approximating breakouts by establishment (see Exhibit
3B). If possible, sort by establishment and the establishments' addresses. However, even
when the data are not arranged by establishment, it may still be possible to determine
breakouts for smaller multi-establishment accounts. This determination will be possible if
establishment identifier codes are provided along with names, addresses, or other types of
identifying information. Location of stores identified by store numbers can usually be
obtained by calling the corporate office and requesting a list.

One limitation of the wage records is that it includes data for all employees for the account —
not just those employed during the pay period including the 12" of the month. Thus, in
approximating employment data for establishments, State staff should consider the impact of
employee turnover and any other factors that could result in fluctuations of the data.
Furthermore, controls should be set up to ensure that the sum of approximated employment
data for individual establishments does not exceed the total reported employment for the
employer on the contribution report.

State staff should be cognizant of the limitations involved in using wage records to
approximate establishment data.
Handling a New Breakout for an Uncooperative Employer

In some instances the employer may have been unable or unwilling to provide establishment,
industry, or county breakouts on a quarterly basis or on any other schedule. State staff may have
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contacted the employer to negotiate yearly submission and then reviewed other available records
—all to no avail. The State agency may have exhausted all acceptable methods for obtaining
establishment breakouts, including business directories, the internet, etc. In this case, as a last
resort, the following procedures should be used to properly code the data for the multi-
establishment employer.

1. The primary county should be identified.

States should consider primary county as the county with the largest share of the employment in
the account, but should only code to primary county when 50% or more of the total employment
is in the primary county.

Some examples of this primary county coding concept are presented below.

Example 1: A multi-unit account has the following locations.

Location Employment County
A (primary) 8 001
B 2 003
C 7 003

The State should assign county 003 to the single unit (combined) record because the employment
for this county is more than 50% of the total employment for the account.

Example 2: A multi-unit account has the following locations.

Location Employment County
A 2 101
B 3 103
C 1 105
D (primary) 4 107

The State should assign county code 995 (Statewide, locations in more than one county, or no
primary county) to the single unit (combined) record because the primary county’s employment
(location D) does not make up 50% or more of the total employment for the account. County
code 995 should also be used if State staff have exhausted every source of information, including
estimates by the employer, and is still unable to determine whether 50% or more of the
employees work in the primary county.

2. The primary industry should be identified.

The primary industry is the industry with the largest revenue or receipts. Sometimes, however,
where diverse industrial activities exist for a multi-establishment employer, revenues or receipts
cannot be determined or estimated for each product or service. In other instances, the revenues
or receipts for each product or service do not adequately reflect the economic importance of each
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establishment within the firm. In these situations, as well as for agencies involved in public
administration, employment or payroll information should be used to determine the primary
industry.

The State must determine the approximate employment for the primary county and primary
industry. Information from the following sources should be used in determining employment:
employer contacts, employer wage records, industrial classification statements, CES data,
newspaper articles, information gathered during previous attempts to obtain establishment
breakouts, and any other sources available.

If the industry breakout is not available, then the State should code all the employer's
establishments into the primary industry as previously defined.



QCEW Operating Manual
June 2007 Special Processing for Multi-Unit Employers Page 3-48

3.6 Report of Federal Employment and Wages

BLS is collecting the RFEW data centrally from many Federal departments and agencies. This is
discussed in Section 4.6, Central Reporting of Federal Data. Presently, Federal employment and
wage data are centrally collected by the EDI Center in Chicago for the following:

Department of Interior

Civilian Department of Defense (DoD)

Departments and agencies reported by the National Finance Center (NFC)
Army Non-Appropriated Fund (NAF) activities

Department of Transportation

General Services Administration

e Department of Labor

Until BLS can collect RFEW data centrally for all remaining agencies, States should collect the
data using the procedures described in this section.

All Federal departments and agencies having civilian employees subject to the provisions of 5
U.S. Code, Sections 8501-8509, are required to furnish each State Employment Security Agency
with a listing of all the installations it operates within the State. They are also required to inform
the State agency of any subsequent changes in the listing. Each installation, or its parent agency
in its behalf, will report the monthly employment and quarterly wages of its covered employees
each quarter. The installation or agency will use the RFEW provided by the State agency or will
provide printouts produced by payroll data centers. The UCFE Instructions For Federal
Agencies provide general instructions for the preparation of Federal agency data for statistical
reports.

All agencies that have at least one employee in a State must report to that State. Non-defense
Federal agencies should report data on an “installation level.” An agency that maintains records
by GSA location code (full place code) in its accounting systems rather than by installation may
report by GSA location code. GSA location codes are described in Section 4.6.

In general, employment and wage data and identification information should be collected from
multi-installation Federal agencies at the installation level, not statewide. The specific criteria
for identifying a multi-installation agency to be disaggregated is as follows:

1. An agency that has more than one installation within the State and has a total employment of
10 or more in all of the secondary installations (combined) is considered a multi-installation
employer. It should be disaggregated.

2. The primary installation is defined as the installation with the largest employment. Under
this definition, the industry and county codes of the secondary installations are not factors in
the determination of the multi-status. Once the criterion of 10 employees is met, each
installation should be reported separately, regardless of the size of each installation. Do not
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automatically merge or separate installations because of rare and temporary oscillations in
employment. The criterion of 10 employees should reflect a consistent level of employment.

Example 1: Multi-installation agency that meets the employment criterion:

Installation NAICS | County | Employment Treat as:
A 922120 011 100 Primary
B 921110 013 6 Secondary
C 921110 015 6 Secondary

Total Secondary Employment = 12
Installation A is primary. The sum of employment in the secondary installations is 12. Each
establishment should be reported separately with its proper industry code, county code, other
identifying information (i.e., Reporting Unit Description), employment, and wages.

Example 2: Multi-installation agency that does not meet employment criterion:

Installation NAICS | County | Employment Treat as:
A 922120 011 100 Primary
B 921110 013 5 Secondary
C 921110 015 1 Secondary

Total Secondary Employment = 6

Installation A is primary. The sum of employment in the secondary installations is 6. This
agency may report on a statewide basis since the sum of the secondary installations is less than
10. All activity may be coded in NAICS 922120 in county 011. This multi-installation reporter
would remain a single unit for statistical purposes. A statewide total is acceptable only if the
sum of agency personnel in the secondary units is less than 10.

Reports for cabinet level departments should not be aggregated to a department-wide level. The
department should submit separate reports for each bureau or agency (terminology for sub-
departmental entities may differ) within the department. On the other hand, independent
agencies should report on an agency-wide basis. Any questions concerning the level of reporting
should be directed to the BLS-Washington.

RFEW Form

The RFEW form, Exhibit 3T, is required for reporting quarterly employment and wage data for
all Federal government installations except for those reporting directly to the EDI Center (See
Section 4.6.) The RFEW was made mandatory in 1993. Exhibit 3U provides a sample of the
cover letter that should be sent with the first quarter RFEW form. Appendix P also provides
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RFEW form examples with fictitious data to show how data appear on the form when issued to
installations.

Each quarter the State agency should mail the RFEW to each installation or its parent agency.
Chapter XI of the UCFE Instructions For Federal Agencies provides that the installation will
have 30 days after the end of the quarter to return the completed RFEW. Some Federal agencies
that report from a central office may provide employment and wage data on computer-generated
listings of installations within a State. State agencies may wish to send them quarterly reminder
notices, in lieu of the RFEW form, since the listings are acceptable in such a format. States
should remind Federal reporters of the EDI Center reporting option.

Printing RFEW Forms

The standard State systems will print the physical location address of each subunit record in the
Worksites section (Exhibit 3T, Section 3) of the RFEW form, along with the Trade or Legal
name and the Reporting Unit Description if they are present. In the most common situation, the
subunit record represents a true one-establishment worksite and the record has a physical
location address.

If the Street Address Line 1 and City are blank on the physical location address block of the
worksite (MEEI 3, 5), the State systems will print the message “*** Address Unknown -- Please
Provide ***” in the space reserved for the Street Address in the Worksite box on the RFEW
form.

If the FIPS County code for the worksite (MEEI 3, 5) is greater than 900, the State systems will
print the following text in the space reserved for the Street Address in the Worksite box on the
RFEW form.

For County 995: MANY LOCATIONS OR STATEWIDE

For County 996: PHYSICAL LOCATION(S) OUTSIDE OF U.S.

For County 998: PHYSICAL LOCATION(S) OUTSIDE OF STATE

For County 999: ADDRESS UNKNOWN

The Reporting Unit Description, if present on the worksite record, will print on the RFEW form.
The employer will hopefully follow the instructions on the RFEW form and provide a physical
location address for the unit based on the reporting unit description.

If the record represents an aggregated subunit (MEEI 5) record and a physical location address is
available for each of the worksites comprising that record, the State should put the address of the
largest establishment for that (aggregated) subunit onto the record so it will print on the RFEW.
Use the Reporting Unit Description to describe the aggregation of establishments so that
employment and wage data are reported properly. (The employer should be familiar with the
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aggregation since it was the employer who informed the State of the unavailability of worksite-
level data and the need to aggregate data for some combination of worksites.)

If the record represents an aggregated subunit (MEEI 5) and a physical location address is
available for only one of the worksites comprising that subunit record, that address should be
used even though the worksite may not be the largest. Again, the Reporting Unit Description
should be used to describe the aggregation.

In converting from county-level reporting to establishment-level reporting, States should collect
worksite identification information so it can be pre-printed on the RFEW. If a pre-existing
multi-establishment employer has not provided worksite identification information prior to being
solicited for worksite-level data, the worksite boxes on the RFEW form would preferably be
blank and the Reporting Unit Descriptions would not identify the county. Using only the county
name has been shown to mislead employers into submitting county-level data even though
establishment-level data are desired. Of course, this practice is acceptable for those industries
identified in Section 3.1 where county and industry code reporting is appropriate.

RFEW forms should be kept in such a manner that State staff can retrieve them with reasonable
ease, for example, by batch number.

Federal Agency Delinquency and Data Problems Resolution

To expedite resolution of delinquency and/or questionable data collected directly by the States
on the RFEW (iincludes agency printouts of their data in lieu of the form), a
question/clarification form is available to note specific problems with an agency. To view a
copy of the form, which is modeled after the EDI Center Form for MWR questions, see Exhibit
3V. (Readers who use this manual as a Word document may click on the title to open a copy of
the form.) Please note that this form is to be used for Non-EDI Center collected data from
Federal Agencies. Questions on Federal agency data supplied by the EDI Center should be
addressed to the EDI Center staff using their existing form, not the form mentioned above.

States should follow the procedures listed below when problems with Federal agencies (non-EDI
Center collected data) develop:

1. States should first contact the appropriate staff at the Federal agency to resolve the issue.

2. If the State staff person determines that resolution of this issue will neither be timely nor
adequate or is an issue impacting all States, then they should complete the above form and
send it to the group name "Fed-Problems" using the BLS e-mail system. A copy of the
message and the attachment should also be sent to the appropriate regional office.

3. BLS-Washington staff will contact the Federal agency to seek resolution of the issue.

4. BLS-Washington staff will then provide their response to the issue using the new form and
return it to the State with a copy to the appropriate regional office.
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5. If the State staff have further questions or does not agree with the response, then that person
should call the BLS-Washington staff member who prepared the response.

6. These staff will resolve the issue and a copy of the final resolution will then be sent to all
parties.

Federal Payroll Service Centers

Four Federal agencies act as payroll service bureaus for other Federal agencies. These agencies
should not be sent RFEWSs nor should State agencies contact them if these data are delinquent.
All of these agencies report their RFEW data electronically to the EDI Center (see Section 4.6).
At present, the following Federal payroll service bureaus report to the EDI Center:

e Defense Manpower Data Center (for civilian Department of Defense)

e National Finance Center (for Departments of Agriculture, Treasury, Commerce, Justice, and
Homeland Security, as well as many other smaller independent agencies)

e General Services Administration (for itself and many smaller agencies)

e National Business Center of the Department of Interior (for Interior, Social Security
Administration (SSA), and many smaller agencies)

BLS-Washington will maintain a register of those service centers that provide payroll services
for other Federal departments and agencies.

State Agency Publication of Federal Civilian Employment and Wage Data

Federal civilian employment and wage data are subject to provisions of the Freedom of
Information Act. Accordingly, there are no restrictions on State publication of Federal
government civilian employment and wage figures, including Department of Defense civilian
employment and wage data. The Privacy Act of 1974 does not prohibit disclosure of the salaries
paid to individual Federal government employees.
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Report of Federal Employment and Wages- BLS 3021

Form Approved, OM.B, No, 1220-0124; Expiration Date: 03/21/07
In Cooperation with the U.S. Department of Labor

accurate, and timely.

1 || This report is authorized by law, 5 U.S.C. 8501-8509, and is required by each federal agency with employees
covered by the UCFE program. Your cooperation is needed to make the results of this survey COITIprte,

QUARTERLY REPORT INFORMATION

UCFE NUMBER
QUARTER ENDING
DUE DATE !

Please update address and contact
information in the address block shown

at the left.

SEE INSTRUCTIONS ON THE BACK OF THIS PAGE

ORKSITES
WORKSITE NAME

OFFICE STREET ADDRESS (physical location)
USE CITY, STATE, AND ZIP CODE the 12" of the Month
WORKSITE DESCRIPTION (site name, base number, elc)

NUMBER OF EMPLOYEES
{subject to UCFE laws)
During the Pa: Pariod Which Includes

QUARTERLY
WAGES

OF WORKSITE

{on all payrolls)

Round to the nearest dollar

.00

COMMENTS:

.00

COMMENTS:

.00

COMMENTS:

.00

COMMENTS:

.00

COMMENTS:

.00

COMMENTS:
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Exhibit 3T (continued) RFEW Form Template

UCFE NUMBER:

INSTRUCTIONS

DUE DATE: Please return this form or a computer-generated fascimile by

Please follow these steps to prepare your Report of Federal Employment and Wages. Contact the Agency listed in Step 5 if
you have any questions or if you need additional information.

1. Review the agency name, contact name, and mailing address and make any necessary corrections (Section 2).

2. The Worksites list (Section 3) shows the individual worksites (business locations) that appear in our files for this state.
Please read across the row for each worksite and do the following:

« NAME/ADDRESS/DESCRIPTION: Review the name and physical location address for each worksite and make any
necessary corrections. Review the description below the physical location to be sure it uniquely identifies each
worksite (site name, base number, etc.). If there is no printed description, please enter a unique identifier for the site.

« EMPLOYMENT: Enter employment for each month of the quarter. Employment is the total number of full-time, part-
time, and intermittent civilian employees who worked during or received pay for the pay period which includes the
12" of the month. Include all employees who were subject to Unemployment Compensation for Federal Employees
(UgFE) and employees paid for various types of leave (annual, sick, etc.) taken during the pay period including the
127,

« WAGES: Enter wages paid during the quarter (on all payrolls) for each worksite. Round wages to the nearest
dollar.

« COMMENTS: Explain any large changes in employment or wages. Changes might result from layoffs, bonuses,
seasonal increases or decreases, or similar events.

+» CLOSED: If a worksite has been closed, or is otherwise inactive, use the Comments section to show the date closed.

3. Is the list in Section 3 complete? That is, does the agency operate any worksites in this state that do not appear on the
form, such as newly-opened worksites?

MISSING WORKSITES: Provide the following information for each additional worksite. You may use available blank
lines or attach a separate page. If you are not sure how to report a worksite or employee, please call the office listed in
Step 5 of these instructions.

The agency name, street or physical location address (NO POST OFFICE BOXES), city, state, and zip code
A unique description or identifier for each worksite (e.g., site name, base number, or similar description)

The number of employees for each month of the quarter, and quarterly wages

The county, township, city, independent city, or similar geographic area in which the worksite is located

The main business activity at the worksite

dition, if any of these worksites were transferred from another agency, please provide:

The name of the agency that transferred the worksite

g. The effective date of the transaction

In

~3eapow

4. Complete the Totals section at the end of the list. For each month, sum the number of employees at all worksites. Then
sum the wages for the quarter at all worksites.

5. Using the enclosed envelope, return your completed form to:

GENERAL INFORMATION
PURPOSE OF THIS REPORT
This Report of Federal Employment and Wages (RFEW) collects employment and wages by individual work location in this State. Data from the RFEW
enable our agency to monitor and analyze conditions of business activities by geographic area and industry in this State. The information collected on
this form by the Bureau of Labor Statistics and the State agencies cooperating in its statistical programs will be used for statistical and Unemployment
Compensation for Federal Employees program purposes, and other purposes in accordance with law.

You are not required to respond to the collection of information unless it displays a currently valid OMB number.
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Exhibit 3U Notification Letter to Existing Federal Agencies

Dear Federal employer,

The enclosed Report of Federal Employment and Wages (RFEW) is a standardized
form used to collect employment and wage data from federal agencies with employees
covered by the Unemployment Compensation for Federal Employees (UCFE) program.
This report is authorized by law, 5 U.S. Code, Sections 8501-8509, and is required for
each Federal agency. The information collected on this form by the Bureau of Labor
Statistics and the State agencies cooperating in its statistical programs will be used for
statistical and UCFE program purposes, and other purposes in accordance with law.

To complete the report, please provide employment and wage information for each
installation. Please review and update the preprinted information on the attached report
and provide a worksite name and description (e.g., site name, base number) for each of
the listed installations. Please add any omitted installations and mark those that are
inactive or closed. A computer generated listing which includes all of the installation
information requested on the RFEW is acceptable in lieu of the form.

If you have any questions about these reporting procedures, please contact [State
contact person] at [telephone number].

Thank you for your cooperation.

Sincerely,
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QUESTION /CLARIFICATION REQUEST FORM FOR RFEW DATA

INSTRUCTIONS: COMPLETE THIS FORM AND FORWARD IT TO BLS VIA EMAIL TO FED-
PROBLEMS@BLS.GOV, WITH A CC TO THE RESPECTIVE REGIONAL OFFICE. PLEASE USE
ONLY ONE FORM PER FIRM. ALL RESPONSES WILL BE PROVIDED VIA EMAIL.

DATE: STATE:

SENDER'’S INFO:

NAME: EMAIL ADDRESS:

PHONE #:

FEDERAL AGENCY INFO:

NAME:
RFEW REPORTED (Ul) RFEW REPORTED
NUMBER(S): RUN:

THE ABOVE INFORMATION IS REQUIRED. IF INCOMPLETE, THE FORM MAY BE RETURNED TO
THE REGIONAL OFFICE FOR FOLLOW UP WITH THE STATE.

FEDERAL PHONE NUMBER
AGENCY
CONTACT:
A. DELINQUENT [] (PLACE AN X IN THE APPROPRIATE BOXES)
YEAR QUARTERS 1 []
YEAR 2 [
YEAR 3
YEAR 4 [

NOTE: IF ADDITIONAL QUARTERS ARE DELINQUENT, PLEASE NOTE IN SECTION B.

B. QUESTION/CLARIFICATION(S):

C. BLS RESPONSE

D. REVIEWED BY BLS STAFF MEMBER

NAME: PHONE: DATE:

IMPORTANT: If the State has questions or comments on the BLS response, PLEASE contact
the above BLS Staff member, Kim Riley, by phone within 10 working days.

E. FINAL RESOLUTION DATE:




QCEW Operating Manual
June 2007 Special Processing for Multi-Unit Employers Page 3-57

Federal Agency Codes (FACs) and EINs

Federal Agency Codes (FACs) were developed by the Employment and Training Administration
(ETA) under the U.S. Department of Labor. These codes are used by ETA staff to properly
charge each Federal agency for unemployment benefits received by their former workers under
the UCFE program.

Since Federal agencies are not covered by the Ul program but by the UCFE program mentioned
above, the Ul staff in most States neither assign these agencies Ul numbers nor mail the Federal
agencies an Employer's Contribution Report each quarter. Consequently, LMI staff have to
create artificial Ul numbers to process their data for the QCEW program. To deal with this
situation and another QCEW program requirement from many years ago (States had to send
Federal data by industry and by FAC code to BLS), many States embedded the FACs in the
artificial Ul numbers that they created for their Federal accounts. This practice has typically
continued in many States but due to staff turnover in the States, some staff members may be
unaware of how these artificial Ul numbers were developed. Listed immediately below is an
example.

Within many Ul numbers for Federal accounts is a three-digit FAC code that identifies a specific
Federal agency. For example, if the Ul number is 0009440123, the 440 indicates this is a unit of
the Department of Interior. Or, for 0009025167, the 025 indicates this is a unit of the US Gov't
Printing Office (GPO). Note that the three-digit code is not always in the same three positions
within the Ul number as this practice varies from State to State depending upon the length of the
Ul number. In the case above, the State has a seven-digit Ul number with three preceding zeros.
The first real digit (a 9 in the fourth position) was and still is used to identify this as a Federal
record. Next, comes the three-digit FAC followed by three additional digits which could be used
to further note the different agencies within the Department of Interior in this example. For
example, the digits 123 in Ul 0009440123 could denote the Bureau of Land Management within
the Dept. of Interior. Likewise, in Ul 0009440178, the 178 could denote the Bureau of Indian
Affairs within the Dept. of Interior.

To facilitate State and regional office use of this information and possibly answer questions
concerning what EIN should be used for a Federal agency, FACs were added to a Federal
Agency Contact Information Spreadsheet compiled by BLS-Washington. BLS-Washington may
release this spreadsheet onto the Stateweb in the future, so if a State uses the FACs within their
Ul numbers for Federal agencies, then this information could help identify what agency is part of
a particularly large Federal cabinet department. It is anticipated that updated versions of this
spreadsheet will have all FAC codes to identify the Federal agencies. There are several agencies
missing FAC codes. Some of these, especially the independent agencies, may no longer be in
existence. BLS-Washington will try to verify these agencies, as well as determine some agencies
for which they have FAC codes but are not on the spreadsheet.
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Please note that not all States may be incorporating FAC codes in their Ul numbers. Also,
because some agencies have been reported by more than one agency over the years, this method
of FAC code use may or may not have been incorporated. For example, SSA, which used to be a
part of Health and Human Services, is now an independent agency with a different FAC and
being reported by the Department of Interior. Thus, some States may not have the FAC code
that corresponds to SSA embedded in their Ul number.
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Chapter 4 — Multiple Worksite Central Reporting

BLS developed the central collection of Multiple Worksite Report (MWR) and Report of Federal
Employment and Wages (RFEW) data to streamline the process of data collection from large
employers and clients of payroll outsourcing firms. The Electronic Data Interchange Center
(EDIC) in Chicago, Illinois is responsible for processing and editing the data and forwarding the
clean data to the States each quarter. States are able to access their quarterly MWR and RFEW
data provided by the EDIC through Employment and Unemployment Statistics (EUS) Web, as
well as through the SunGard Service Center (SunGard). State staff should then use their State
processing system to load their quarterly electronic MWR/RFEW files directly to their

QCEW micro database files.

To supplement central data collection by the EDIC, BLS-Washington also collects MWR and
RFEW data via the internet. The MWRweb application at the Internet Data Collection Facility

(IDCF) allows employers with a small to moderate number of worksites, or their payroll
outsourcing firms, to report their data centrally.

4.1 Data Collection by the EDI Center

4.2 Data Processing at the EDI Center

4.3 Communications between the EDI Center and the States
4.3.1 Coordinating the Employer's Transition to Central Reporting
4.3.2 New and Discontinued Worksites
4.3.3 Data Transmission to the States

4.4 Communication with Central Reporters

4.5 Handling Special Situations
4.5.1 Data Quality
4.5.2 Employment and Wage Totals

4.6 Central Reporting of Federal Data

4.7 Employer Reporting of MWR Data Directly to States

4.8 MWRweb Internet Data Collection
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4.1 Data Collection by the EDI Center

BLS developed the central collection of the MWR and the RFEW data to streamline the process
of data collection from large employers and clients of payroll outsourcing firms. With the
opening of the EDIC in February 1995, multi-State employers have the option of submitting their
data for all States to one location instead of multiple State agencies. The central collection
option (which requires just one transmittal per quarter) encourages large employers, who may
have refused in the past to complete the MWR or RFEW in all or some States, to begin reporting
their data at the worksite level. The EDIC maintains a list of centrally reporting firms and
payroll outsourcing firms on its website.

Companies submit their data to the EDIC using either a 310 or 350-position ASCII or EXCEL
spreadsheet record format. The current file formats appear in Appendix N. A similar 350-
position format is also being used to collect Current Employment Statistics (CES) data. The
formats are coordinated so that those data elements common to both programs have common
definitions, format locations, and lengths. Please note that the EDIC collects data only for the
QCEW (MWR and RFEW) and CES programs.

The standard State systems have been programmed to accept the 424-position format shown at
the beginning of Appendix N (the first export layout), so the EDIC transmits employers’ data to
the States in this format. The EXPO-202 system also maintains the capability of handling the
310-character format for employers that still use the earlier 310-character format and report
directly to the State.

The electronic MWR and RFEW data received from an employer may contain single-unit
Unemployment Insurance (Ul) Accounts in a State. However, the EDIC does not export the data
for single-unit accounts of private sector companies. These employment, total wages, as well as
taxable wages and contributions data are provided by the employer directly to the State on the
Quarterly Contribution Report each quarter. Only data from the National Finance Center (NFC),
Department of Defense (DoD), and other Federal agencies can have zero-filled Reporting Unit
Numbers (RUN) and still be exported. The main reason that single worksites can be exported for
Federal agencies is that there are no corresponding Quarterly Contribution Reports (QCR) filed
with Ul staff for these accounts. For private sector Ul accounts, data from the QCR are used.

The EDIC receives additional QCEW data from some Federal agencies that previously provided
their data directly to the States via RFEW forms or on computer printouts. The EDIC currently
receives data from the Defense Manpower Data Center (DMDC) for civilian Department of
Defense), the National Finance Center (NFC) for Departments of Agriculture, Treasury,
Commerce, Justice, Labor, FBI, and Homeland Security, as well as many other smaller
independent agencies, General Services Administration (for itself and many smaller agencies),
the National Business Center of the Department of Interior (for Interior, Transportation, Social
Security Administration (SSA), and many smaller agencies), the Department of Energy, the
Environmental Protection Agency, the Navy Exchange, and the Army Non-Appropriated Fund
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(NAF) activities. The EDIC expects to collect data centrally for additional Federal agencies in
the future. Section 4.6 describes the central collection of Federal data in more detail.
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4.2 Data Processing at the EDI Center

The EDIC is responsible for editing, reviewing, and exporting data to the States.

The EDIC uses the Central Collection 2 (CenCo2) system to load and process the reporter file
(the file provided by the employer or payroll outsourcing firm). The CenCo2 system loads
incoming data, performs edits, incorporates crosswalks, aggregates records (when applicable),
identifies missing records, identifies new (i.e., birth) records, and builds/maintains historical
files.

CenCo2 System Processing

CenCo?2 first performs basic pre-edits to check for any problems or systematic discrepancies on
the firm's data. The system later performs more extensive (detail) editing on employment,
wages, and other fields of the firm’s file. The edits performed in CenCo2 have the same
requirements as those edits performed in the BLS-Washington and State QCEW processing
systems. However, the CenCo2 edits can only use the data elements and records collected by the
EDIC. For example, CenCo2 cannot compare Total Wages with Taxable Wages because the
EDIC does not collect Taxable Wages. CenCo2 cannot perform balance (additivity) edits
between worksite records and their master record because the EDIC does not have access to
master records. Also, CenCo2 processes and edits only one address block per record — the
physical location address fields.

The EDIC staff can assign up to three comment codes and a narrative comment to help explain
questionable data. CenCo2 also identifies and processes missing/potentially out-of-business
records (that is, those records provided by the firm in the previous quarter but not on their current
quarter file submittal). Missing/out-of-business records are identified by comment code 86
(establishment permanently out of business), or possibly by other appropriate “missing record”
comment codes such as 88 (establishment dissolution) or 18 (active employer reporting zero
employment and wages).

CenCoz2 identifies and displays single unit records for private sector firms, although the EDIC
does not export the data for single unit accounts of private sector firms. These employment, total
wages, as well as taxable wages and contributions data are provided by the employer directly to
the State on the QCR eport each quarter. Only data from Federal agencies can have zero filled
RUNSs and still be exported.

CenCo2 performs inter-quarter edits on employment and wage fields. These edits check for
unusual fluctuations in the data. (Again, the EDIC staff may assign up to three comment codes
and a narrative comment to help explain questionable data.) The CenCo2 system then identifies
and edits birth records, which are typically records that have not been previously provided by the
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firm. The EDIC will provide the NAICS, County/Township, and Ownership codes on birth
records and assign comment code 85 (new establishment or worksite) or 90 (reporter changes
basis of reporting — greater detail).

Next, CenCo2 performs non-wage/non-employment edit checks and identifies changes in fields
from the previous quarter, such as Reporting Unit Descriptions (RUDs), address fields,
Employer Identification Numbers (EINSs), and name fields (Trade, Legal). CenCo2 edits are
further described in Appendix O.

The EDIC will also enter predecessor/successor (P/S) Ul and RUNSs to report mergers, transfers,
acquisitions, closed/sold businesses, and other similar reporting changes. These are entered into
the CenCo2 system (along with comment codes 92 or 93 as applicable on reporter records) prior
to exporting the data to States so that P/S information will be transmitted as needed. The P/S
information record(s) are provided immediately below the full detail 424-length reporter record
as applicable. Please note that not every detail record will have P/S records.

Finally, CenCo2 exports the quarterly data to the States via EUSWeb and SunGard.

Professional Employer Organizations (PEOS)

Input files provided by Professional Employer Organizations (PEOSs) are processed identically to
other reporter input files. In addition, PEO input files also have any client-related data (Client Ul
Account Number, Client EIN, Client SIC/NAICS code, Client Telephone Number, Client
Worksite Economic Activity, month/year became client of PEO, and month/year client left PEO)
copied to a separate system table which holds the data for later export to States. The client data
can also be updated by the EDIC during the course of processing the PEO reporter file through
the CenCo2 system.

CenCo2 Crosswalk Process

A number of companies that supply MWR data may not be able to, or refuse to, supply State-
assigned Ul Account Numbers and/or RUNs. This may occur because the Ul Account Numbers
may not be configured as needed by the State, and the RUNSs are not likely to be stored by the
employer. The crosswalk function within CenCo2 is designed to accommodate this problem by
translating an employer's unique worksite identifiers into unique State FIPS Code-Ul Account
Number-RUN combinations. The employer-specific crosswalk is set up in the employer's
transition to central reporting.

In performing a crosswalk, CenCo2 attempts to match the crosswalk identifier (the employer's
own unique identifier) on the reporter file against the company identifier in their crosswalk
information. Should the crosswalk find a match, CenCo2 copies the Ul Account Number and
RUN (the ones that need to go to the State) from the reporter’s crosswalk information onto the
appropriate reporter file record. If the crosswalk does not find a match, CenCo2 processing will
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identify non-matches and require resolution of these before processing continues. To continue,

the staff at the EDIC perform the following tasks:

1. Update the reporter’s crosswalk information, or

2. Modify certain fields on the records that were not matched so that the records can be matched
with existing records on the reporter’s crosswalk information.

Data Distribution

The EDIC is responsible for processing and updating the data sent by firms and providing these
data to the States as clean as possible each quarter. The EDIC transmits the data to the States via
EUSWeb and SunGard. It is possible for a State to receive more than one set of data per quarter
from the EDIC since they process and export data for multi-unit account firms and installations
that have locations in more than one State.

States use EUSWeb and SunGard as needed to retrieve their data for incorporation into their files
after the EDIC notifies them (via email) that their quarterly data are available. The data includes
continuous (quarter-to-quarter) records, birth records, and missing/out-of-business records.
Continuous records should match one-to-one to records on State micro files. The EDIC
separately identifies birth records to the States by assigning a comment code of 85 (new
establishment or worksite) or 90 (reporter changes basis of reporting — greater detail).
Missing/out-of-business records are identified by comment code 86 (establishment permanently
out of business), or possibly by other appropriate “missing record” comment codes such as 88
(establishment dissolution) or 18 (active employer reporting zero employment and wages).

For reporting units that ought to be inactivated, State staff should use their standard State
processing system to change the Status Code to 2 (inactive) and preferably to assign an End of
Liability Date. If no better date is available, use the last date of the last active quarter (for
example, use March 31, 2007 if the last active quarter is the 2007 first quarter).
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4.3 Communications between the EDI Center and the States

Communication between the EDIC and the States usually pertains to one of the following four

topics:

1. Coordinating an employer's transition from reporting directly to the States to reporting to the
EDIC.

2. Transmitting data that pertains to new firms and/or firms that no longer report to the EDIC.

3. Transmitting quarterly data.

4. Questions and/or clarifications on data.

In addition, the EDIC will request that States provide email addresses, mailing addresses, fax
numbers, etc. States should respond in a timely manner.

The EDIC does not provide support for EUSWeb or SunGard. Email EUSComm@bls.gov
for questions or problems associated with EUSWeb. You can also call LAN support at (202)
691-5950; be sure to identify yourself as a State User.

4.3.1 Coordinating the Employer's Transition to Central Reporting

A firm reporting to the EDIC requires a setup period and various coordinating activities. These
activities include the identification of correct UI/RUNS; appropriate transmission method of data
from the firm to the EDIC; establishment of contacts with the firm for resolving data problems;
and providing information to the States on the firm.

Generally, the EDIC will use the ES-202 Database (EDB) and Longitudinal Database (LDB) to
identify the correct UI/RUNSs.

Before beginning live reporting of MWR data to the EDIC, an employer will send a test file.
The EDIC will review the test file’s format and content. This policy ensures the file is sent
correctly and appears usable. Additional test files may be needed before the EDIC approves the
reporting as acceptable. The length of the testing phase can vary significantly. During the test
phase, employers normally continue to send paper copies of the MWR directly to the appropriate
State agencies.

In nearly every State the Ul Account Number assigned by the tax division within the State is not
in the same format or length as that used by the research division within the State. For this
reason, the Ul Account Number configuration is reviewed. (The State research division is
responsible for the MWR.) For example, one format may contain leading zeros or a hyphen
followed by a suffix, while another format does not. Thus, there may be some variation in the
format of the Ul numbers among the QCR, MWR, and the Annual Refiling Survey (ARS) forms.
The use of the proper Ul number is critical.
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The EDIC staff will inform the States via email when a new reporter will transition to the EDIC.
States will need to know when an employer will begin reporting to the EDIC because the States
must make these processing changes:

1. Stop mailing the company a paper copy of the MWR form,

2. Stop sending the company reminder notices or calling the employer when the MWR is not
returned to the State, and

3. Stop contacting the employer with questions about the employer's data. Contact the EDIC
instead.

4.3.2 New and Discontinued Worksites

Birth File

The CenCo2 system uses the files listed below to process birth records contained on the reporter
file:

e Reporter File — File from the reporter (employer or payroll outsourcing firm) supplying
the data to be processed by the EDIC.

e Historical Employment File — CenCo2 compares the data on the reporter file with the
data on the Historical Employment File. No matches indicate a birth record.

e Birth File — File that contains all birth records.

After CenCo2 completes the inter-quarter edits, it determines the number of birth records
submitted on the reporter file. To accomplish this, CenCo2 determines which records submitted
on the reporter file do not reside on the Historical Employment File. (The Historical
Employment File contains up to five quarters of data.) The Historical Employment File uses the
following three fields to uniquely identify a record:

e State FIPS Code
e Ul Account Number
e Reporting Unit Number

During birth record processing, EDIC staff must provide all birth records with a comment code
of 85 (new establishment or worksite) or 90 (reporter changes basis of reporting — greater detail),
and the correct NAICS, County/Township, and Ownership code on the record sent to the States.
(None of the elements may be blank, but the Township field will be zero filled for most States.)



QCEW Operating Manual
June 2007 Multiple Worksite Central Reporting Page 4-9

CenCo2 exports records of new (birth) establishments to the States via EUSWeb and SunGard.
CenCoz2 differentiates these records from records of existing (continuous) establishments by
including the codes mentioned above and a comment code of 85 or 90. CenCo2 maintains a
separate file of birth records, called a Birth File, although it does not use this file in the
processing of data. Another useful source that the EDIC employs for identifying birth records is
through the CenCo2 crosswalk processing function.

Missing/Out-Of-Business Records

As mentioned earlier, the CenCo2 system identifies records that are missing or potentially out-
of-business for review by the EDIC. Missing records are normally those that are not on the
current quarter reporter file but were provided by the reporter on their previous quarter file
submittal.

Records identified as missing and truly out-of-business can be added back to the reporter file
with a comment code of 86 (establishment permanently out of business) for export to the States.
Other appropriate comment codes for additional “missing record” situations could include codes
such as 88 (establishment dissolution) or 18 (active employer reporting zero employment and
wages). If the EDIC adds a missing record back to the reporter file as a result of a
predecessor/successor transaction, the EDIC will provide comment codes and successor
information in the narrative comment field on that record.

4.3.3 Data Transmission to the States

Two methods are used by the EDIC to transmit the data to the States. One is EUSWeb. The
other is via SunGard for States who do their processing of QCEW data via SunGard.

Quarterly data exported electronically to the States from the EDIC will be in the first export
layout shown in Appendix N. Additional predecessor and successor Ul and RUNs are exported
within the 424 position export file as supplemental records below each “detail” 424 position
record as applicable. Please note that not every detail record will have supplemental
predecessor/successor records.

In addition to the exporting of quarterly data, the EDIC will use email to provide additional
information about the data that is not included on the data transmission. Additional information
may include the following:

e Changes in processing procedures since the previous quarter
e Closed/sold/merge information

e New reporter announcements

e Reporters who have left the EDIC
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e Problem firms, such as ones that did not report for a particular quarter

e Ul accounts for which no data are being transmitted because the Ul accounts changed
from a multiple reporter to a single reporter and no longer qualify as a central reporter

e List of known predecessor/successor information

Employers will be required to report their MWR data to the EDIC by the date that they are
currently required to report to the States, which is one month following the end of the reference
quarter. The EDIC will notify States via email whenever their quarterly data for a firm are
available using EUSWeb and SunGard. If a firm is late transmitting their data so as to affect the
final transmission date of data for the current quarter, States will be notified via email about the
delay, its causes, and the anticipated receipt date.

Each State's quarterly data exported from CenCo2 to EUSWeb has a filename consisting of the
State's abbreviation plus the current day’s date and time with a .DAT extension. For example,
“CT011607.t1602.dat” contains Connecticut's data for January 16, 2007 at 4:02pm. The “1602”
after the letter “t” is military time, which translates into 4:02pm. Please note that there may be
more than one file for a State for a given quarter. Also, the file size (byte) limit for transferring
files via EUSWeb is 10MB.

Each State’s quarterly data exported from CenCo2 to SunGard has a mainframe dataset name
which contains, as part of the dataset name, the word “CENCO?”, the State’s abbreviation, and a
date and time of the dataset. For example, “YBU56X.A145.CENCO.WY072107.T1600”
contains Wyoming’s data for July 21, 2007, 4:00pm. As above, the “1600” after the letter “T” in
dataset name example is military time, which translates into 4:00pm. Again, please note that
there may be more than one dataset for a State for a given quarter.
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4.4 Communication with Central Reporters

All communication with employers that submit their data centrally to BLS must go through the
EDIC. Personnel in the EDIC will be responsible for contacting these employers. The EDIC
staff will develop company contacts that can answer questions not necessarily related to
employment and wages information. An additional contact person will be identified to answer
questions relating to opening of businesses. Other persons, if needed, will be identified to
contact concerning closings of establishment locations or to handle predecessor/successor
relationship issues. States should contact the EDIC (and not regional offices nor reporters) via
the EDI website with questions on data received from the EDIC. The EDIC will contact States
or go through the regional offices, depending on the issue and timing.

States must submit their questions or change requests via the EDI website only using the online
web-based form at http://199.221.111.170/edi/mwrquestion.asp. Questions on data should be
requested within four weeks of the availability of data and should include the following specific
information:

Firm name

Ul Account Number

RUN

EIN

Sender’s name, work phone number, email address
Resolution sought

Staff at the EDIC will complete their part of the online web form and send a reply to the State.
The form will contain the name and phone number of the EDIC staff person that handled the
request. The email reply will be addressed to the person who sent the request. Should the State
have a question concerning the reply, a State staff person should phone that EDIC staff member
to resolve the issue. The EDI Question/Clarification Request Form contains a section to note the
final resolution of the issue and the date that the resolution was reached. This procedure will
allow the EDIC to maintain an electronic file of all inquiries and their responses. It will also
facilitate the ability to send a question/response raised by one State to all States, if applicable,
without having to re-write the message had the initial question been sent via fax. The requests to
change Ul numbers or RUNSs will be reflected in the next quarter’s data. The EDIC will respond
to all correspondence via email.

To improve the way the EDIC responds to questions (the timeliness of responses and the ability
of States to track their submitted questions/changes), two enhancements have been implemented.
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Preliminary versus Final Responses

The EDIC now has the option of sending out preliminary responses or final responses to State
questions. Having this option now allows EDIC staff to provide partial information when
available, or to provide feedback indicating that EDIC has communicated with the company and
IS awaiting a response. This way, State staff that send questions will be reassured that EDIC is
researching their answer. In the past, States would not have heard anything from EDIC until an
answer was complete. If only partial answers to State questions are available, EDIC will be able
to send such information to States.

The subject line of the email States receive from EDIC will say whether the reply is a
preliminary or final response. The questions will remain active in EDIC’s system until a final
response goes out. Once a final response goes out, the question will be archived.

Tracking of State Questions

State technicians now can review a list of all unanswered and archived questions reported by
their State. From the home page of the EDI website, click on "STATE Login" to access State-
specific questions and change requests. A user requires a login id and password to access this
option. The EDIC will send out state login ids and passwords in separate emails.

After logging in, a user can access either change requests or question requests. Both changes and
questions are organized by groups -- outstanding and answered (archived). The questions and
changes on the screen are specific to each State, so one State cannot view questions from other
States. The screen can be sorted by Date, Firm Name, Firm Code, Quarter and Year.

This new function will allow for better organization and tracking of State questions and changes
sent to the EDIC. Regional office staff may request login ids and passwords for their respective
States to view each States’ questions individually.

If there are any problems to report, the HELP section has a "Report Problems" feature that allows
a State to report a data or web problem directly to the EDIC programming staff. This is the
quickest, most efficient way to report any problems.

The toll-free telephone number of the EDIC is 1-800-861-3804. This number should be used in
rare cases. The preferred method of contact is via email to EDICTR-CHI@BLS.GOV, unless
the reason has to do with a question/change on exported data. The mailing address for the EDIC
is below.

BLS/EDI Collection Center,
230 South Dearborn Street, 9th Floor
Chicago, IL 60604
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States should send a copy (“cc”) of any email communication they may have with the EDIC to
their regional office. States should inform their regional office of any significant telephone
contact made with the EDIC. Likewise, States should send a copy (cc) of their request for
assistance or response to a request from the EDIC to their regional office. The EDIC will send a
copy (cc) of a response to a State to the appropriate regional office.

All requests by the EDIC for State information will be directed to the State with a copy to the
respective regional office. The States should send the requested information to the EDIC and an
email message to the appropriate regional office noting its submittal. Should a reply not be
provided in a timely manner, the EDIC will send a follow-up request to the regional office which
will be responsible for ensuring a reply to the request. Each State will designate a contact
person, plus a back-up person, to handle EDIC requests.

Each quarter, the EDIC will send reminder notices informing the employers that it is time to
submit the next quarter's MWR data. These reminder notices will take the place of the quarterly
MWR forms. In the first quarter of each year, the EDIC will be responsible for mailing State
cover letters to central reporters. Thus, in February of each year, BLS-Washington will ask the
regional offices for the most recent copy of each State’s MWR cover letter. BLS-Washington
will then send the cover letters to the EDIC. The EDIC will include the cover letters with the
reminder notices mailed out for the first quarter. This way, central reporters will receive a cover
letter from each State in which it conducts business. The EDIC is also responsible for contacting
central reporters/employers that no longer meet the definition of a multiple worksite reporter.
An example of a form letter, used to inform an employer/reporter that they no longer meet the
multiple worksite reporter definition, is given in Exhibit 4A.
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EXHIBIT 4A Letter to Multi-Establishment No Longer Meeting MWR Definition

Dear Employer:

Thank you for your past cooperation in completing the Multiple Worksite Report. The
information you have provided is authorized by 29 U.S. Code 2 and is
requested/required by State Law XXX-XXX.

The information obtained from this report is used for both statistical and Unemployment
Insurance purposes. The worksite-level data provided by multi-business establishments
are used to prepare summaries of economic conditions and business activities by
geographical area and industry within our State. Because your most recent report
indicated that you no longer meet the requirements necessary to identify multiple
worksites within this State, you will no longer be requested to complete this report form.
The Bureau of Labor Statistics has established ten as the minimum number of
employees working outside of the primary worksite (defined as the largest worksite in
terms of employment) for an employer to be considered a multiple worksite employer.

If at some future point your worksite employment in State should increase, such as
through the addition of new worksites, you may again be requested to complete the
Multiple Worksite Report.

Again, thank you for your cooperation. If you have any questions, please contact Mr.
John Doe at (123) 555-7890.

Sincerely,
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4.5 Handling Special Situations

Special situations arise concerning data quality, aggregation, and employment and wage totals.

4.5.1 Data Quality

Two main issues affect data quality:
e Predecessor/successor information
e Inadequate physical location addresses

To collect employer/establishment predecessor/successor information, the EDIC staff research
large worksites using the LDB and other means. The EDIC communicates
predecessor/successor information to the States using the new Supplemental P/S Record format.
A follow-up email may be necessary to inform the States of which reporters are involved by
specifying the predecessors and successors, whether or not the successor reports to the EDIC,
and if the States should contact the successor.

If a worksite's physical location address changes, and the company deems that the new unit is
different operationally, then the EDIC staff will assign a new RUN. In most cases if there is no
change in the operations of the unit, then the same RUN is used.

The EDIC works with firms to improve the quality of their Physical Location Addresses. The
EDIC staff has placed added emphasis on obtaining the physical location address of new
establishment locations. All establishments with employment greater than 25 (excluding Federal
accounts) should have a physical location address provided by the EDIC during the first quarter
that employment is reported. Others, if not immediately available, will be obtained from the
employer on a lag quarter basis. Until a good physical location address is received for an
establishment, the EDIC will leave the street address, city, State, Zip Code, and Zip Extension
fields blank. If there is an out-of-State address or PO Box reported by the firm for an
establishment, the EDIC will also report blanks in these fields.

4.5.2 Employment and Wage Totals

The EDIC does not have the ability to compare MWR employment and wages totals to those on
the QCR. If there is a significant difference between the totals on the MWR (data summed from
worksite records) and those on the QCR (on the master record), States should contact the EDIC
via the EDI website using the online web-based form at
http://199.221.111.170/edi/mwrquestion.asp. Please ensure that the form contains complete
information on the discrepancy between the MWR and QCR data. The form must contain
information on the employment for month 1, month 2, and month 3 of the quarter and the total
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wages for both the QCR and the MWR totals. If the difference is not significant, States should
use the numbers they think are correct and, if necessary, adjust the other numbers.

The EDIC is responsible for contacting the employer about errors or questionable data that are
noted by the edits. In the case of errors affecting an entire file, the EDIC will obtain a new file
from the employer and re-edit it before sending these data to the States.

After the EDIC staff completes processing for an employer, States can retrieve their data via
EUSWeb and SunGard and load them to their system. If the EDIC staff discovers problems with
the data for an individual reporting unit, the entire Ul will be held back. The EDIC only exports
data for an entire Ul account. The EDIC will notify States via an email message regarding
reporters who do not provide useable data for a given Ul, State or the entire country.

States should submit questions about data by email on the form in Exhibit 4A. Questions will not
be taken over the phone.
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4.6 Central Reporting of Federal Data

BLS is endeavoring to centrally collect the RFEW data from all Federal Departments and
Agencies. The EDIC currently receives data from the DMDC (for civilian Department of
Defense), the National Finance Center (for Departments of Agriculture, Treasury, Commerce,
Justice, Labor, FBI, and Homeland Security, as well as many other smaller independent
agencies), the General Services Administration (for itself and many smaller agencies), the
National Business Center of the Department of Interior (for Interior, Transportation, SSA, and
many smaller agencies), the Department of Energy, the Environmental Protection Agency, the
Navy Exchange, and the Army NAF activities. This section of the QCEW Operating Manual
will be updated as additional agencies begin to report centrally.

Once the EDIC has collected and processed Federal data from these sources, it transmits the data
to the States in the same manner as data for private sector employers.

Department of Defense — Appropriated Fund Activities

Each month, the DMDC in Monterey, California, provides the EDIC with a file that contains
civilian Department of Defense (DoD) employment data. The monthly reporting of civilian
defense employment by the DMDC meets the requirements of the CES program as well as the
quarterly RFEW. The monthly file contains total worker employment and total women worker
employment for each installation. These employment counts represent the bi-weekly payroll
period that includes the 12" of the month. The submittal of quarterly payroll data on the third
month of a quarter could result in the delayed receipt of the monthly employment data for the
CES program. Therefore, the DMDC provides the quarterly payroll data with the submittal of
the employment data for the following month. That is, wage data for the first quarter are
provided on the file containing employment data for April, wage data for the second quarter are
provided with July employment, etc. The EDIC receives approximately 10,000 records from the
DMDC each month.

The EDIC processes the monthly file using a crosswalk and aggregation procedure. The EDIC
uses the crosswalk to assign a UI/RUN combination to each record reported by the DMDC.
Upon completion of the assignments, the Ul and RUN fields summarize the data of each record.
This procedure is designed to minimize, to the extent possible, births and deaths of temporary
units with relatively small employment counts.

States assign UI/RUNSs to each of these records during the development of the original
crosswalk. The EDIC maintains the crosswalk on an ongoing basis.

For the most part, installations are assigned a NAICS code 928110 (National Security). Only
selected activities are excluded from NAICS 928110. These are listed below:
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NAICS Code | Title

325998 All Other Miscellaneous Chemical Product and Preparation
Manufacturing

332993 Ammunition (except Small Arms) Manufacturing

332995 Other Ordnance and Accessories Manufacturing

336411 Aircraft Manufacturing

336611 Ship Building and Repairing

336992 Military Armored Vehicle, Tank, and Tank Component
Manufacturing

445110 Supermarkets and Other Grocery (except Convenience)
Stores

541330 Engineering Services

541710 Research and Development in the Physical, Engineering,
and Life Sciences

611110 Elementary and Secondary Schools

611310 Colleges, Universities, and Professional Schools

621493 Freestanding Ambulatory Surgical and Emergency Centers

622110 General Medical and Surgical Hospitals

Installations that include activities that fall in the above industries are separately identified. For
example, a hospital at an Army fort is specifically identified.

No physical location address information is available. Employment and wage data provided by
the DMDC are by military service command (4-digit code). A nine-digit General Service
Administration (GSA) geographical location code identifies an installation's location. The GSA
location code consists of a 2-digit Federal Information Processing Standards (FIPS) State code,
3-digit county code, and a 4-digit place code combination. Reporting units for RFEW purposes
are:

1. Military bases and other places with significant employment, and
2. County wide, or balance of county employment.

Generally, bases with more than 100 employees and "Other Defense™ activities with large
employment located within cities are reported at the place (unit) level. Data for an installation,
such as an Army fort, will have significant numbers of civilian Army personnel and can also
have some Navy personnel, Air Force personnel, and "Other Defense™ civilians (all represented
by a variety of command codes). To reduce the total number of records that States need to
process, all of these personnel (micro data) are aggregated into one record/report for that
installation. In this case, the name of the Army base will be the RUD for that record. These
reporting units may well contain personnel counts that include civilian personnel of the other
Armed Services and "Other Defense.” Significant employment changes within a UI/RUN may
be the result of employment changes within the micro data (service command) and can be
identified if needed.
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In addition to the above, the headquarters of the Army and Air National Guard in each State, as
well as the Air National Guard bases, are reported as a separate installation. As Stated before,
significant "Other Defense" activities will also be treated as an installation and reported
separately.

To summarize, some installations are reported separately for industry code purposes and others
for their significant employment (primarily military bases, Army, and Air National Guard
headquarters). All remaining installations are aggregated to the county level so that the QCEW
Program will reflect the employment and wages in the correct county. In counties that have no
installations reported, the county level's summary record uses a RUD of "(county name)
County.” For those records that have an installation reported separately, the RUD is "Balance of
(county name) County."

The aggregation process results in approximately 3,100 DoD reporting units for QCEW
purposes. These levels of aggregation meet QCEW program reporting needs and allow the CES
to use the DoD data in their metropolitan area, State, and national samples in an efficient
manner, minimizing the number of reports. These levels also effectively meet industry specific
and geographical needs.

The data furnished by the DMDC include civilian employment and wages for all branches
except for the Exchange Services of the Army/Air Force, Navy, Marine Corps and their other
non-appropriated fund activities. States should continue to solicit non-appropriated funded
employment data, if these activities are not reporting separately to the EDIC. This includes:

e Army/Air Force Exchange Services (AAFES).

e Air Force non-appropriated fund activities

e Navy non-appropriated fund activities (Officer, NCO, and enlisted men’s clubs, bowling

alleys, golf courses, other morale/welfare/recreation activities, etc.).

Army Non-Appropriated Funds

Each month the Army Non-Appropriated Fund Central Payroll Services (NAFCPS) provides the
EDIC with employment data. The data contains total worker employment and total women
worker employment for each Army NAF activity. These employment counts represent the bi-
weekly payroll period that includes the 12" of the month.

The following points describe the Army NAF activities employment and wages data:

1. Army NAF data includes activities related to Morale, Welfare, and Recreation activities such
as Officer, NCO, and enlisted men's clubs; child care, health, welfare, and recreation
activities; bowling alleys, golf courses; etc. There are approximately 100 different Army
NAF Programs for which NAF provides data.

2. Army NAF Programs and Army NAF Installations are identified by two different 2-digit
alphabetic codes.
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3. Approximately 30 different industry classifications are assigned to the approximately 100
different Army NAF Programs.

4. Army NAF data are reported for each installation with Army NAF activities by the associated
Army NAF Program. Each activity is identified by a 6-digit code consisting of the State FIPS
code, the Army NAF Installation code, and the related Army NAF Program code. Not all
States have installations with Army NAF activities, and each installation only has a small
portion of the programs.

5. Monthly data include the total employment and the female employment counts.

6. Total quarterly wage data will normally be supplied with the reporting of the employment
data for the third month of the quarter.

7. No physical location address information is available for the installations with Army NAF
activities. GSA location codes consisting of a 2-digit FIPS State code, 3-digit county code,
and a 4-digit place code combination will be available in the near future.

EDIC uses a crosswalk to assign a UI-RUN combination to each combination of State, Army
installation, and industry code of the Army NAF records. New records for the quarter are
assigned a new UI-RUN combination; consequently, an on-going maintenance of the Army NAF
Crosswalk is required.

Upon completion of these UI-RUN assignments, the data are summarized for each unique Ul-
RUN combination. This aggregation is done to minimize the number of births and deaths of
temporary units with relatively small employment counts and results in approximately 825
reporting units for CES and QCEW purposes.

National Finance Center

Each quarter, the NFC reports employment and wages information to the EDIC for the
Departments of Agriculture, Treasury, Commerce, Justice, Homeland Security, and Labor, as
well as many other smaller independent agencies. The EDI Center uses a crosswalk and
aggregation procedure to process NFC data. Industry codes are assigned to the individual
agencies within the Cabinet level Departments and to each of the other smaller agencies reported
by NFC. Ul and RUN assignments, which control how employment and wages are aggregated,
are made for each Department/agency by industry code at the place or county/township level.
The purpose of this aggregation is to minimize the number of births and deaths of records with
relatively few employees.

The most detailed level of workplace identification (location) that NFC provides is by agency at
the GSA place (city) within a county and in a State. No physical location address information is
available from this payroll system. GSA location codes are nine-digit numeric codes. Digits 1-2
are the State code, digits 3-6 are the place (city) code, and digits 7-9 are the county code. In
addition to the nine-digit location codes, NFC provides two-digit codes (total 11-digit codes) that
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identify the individual agencies within the Departments of Agriculture, Treasury, Commerce,
Justice, Homeland Security, Labor, and each of the smaller independent agencies. The two-digit
agency codes determine the industry classifications within the Departments and for each of the
independent agencies. To develop the crosswalk initially, each State assigned UI/RUNSs to each
of the 11-digit codes for their respective State. The EDIC currently maintains the crosswalk.

Employment and wages of agencies within Agriculture, Treasury, Commerce, Justice, Homeland
Security, and Labor, are summarized by industry code at their Department level. For the other
smaller independent agencies, data are summarized at their respective agency levels. That is, no
further breakouts by industry code are provided. Depending upon the magnitude of employment,
RFEW data are provided to States for each Department and independent agency at either the
place (city) or county level. Approximately 24,000 records are received each quarter from the
NFC. The aggregation process results in approximately 17,000 agency/industry records for
QCEW purposes.
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4.7 Employer Reporting of MWR Data Directly to States

Submittal of MWR Data Directly to States

Companies that report MWR data on transmittable media and that have multiple worksites
within only one State may report their data directly to their State agency.

As with central reporters, testing of tapes/diskettes/CDs/electronic file should be performed
before an employer is authorized to transmit MWR data via portable media on a regular basis.
State systems personnel should perform initial acceptance testing for the first quarter in which
the employer reports via portable media. The record format should be verified as one of the
input file formats in Appendix N and the data should be compared to the hard copy MWR
received concurrently. Thus, data should be dual reported during the testing phase. In addition,
the employer’s Ul Account Number format on the test file should be verified.

For each quarter following the initial testing quarter, the State should send a letter by fax
reminding the employer that the file is due. (See Exhibit 4B for a sample letter.) Note that the
letter should mention the next available RUN for the employer. This reminder notice will
replace the hard copy of the MWR, which is usually sent to multi-establishment employers each
quarter. For the first quarter of each year, an "informed consent™ cover letter should be sent to
the employer. (See Exhibit 4C for a generic sample letter and Exhibit 4D for special instructions
concerning the generic letter.)

Therefore, the State should prevent the mailing of the MWR to those companies who report via
magnetic media.

State Processing of MWR Magnetic Media Data Submitted Directly

The standard State processing systems have the ability to suppress the mailing of printed MWR
forms for employers that have been authorized for magnetic media submittal. However, the
States should still send these employers reminder notices and follow-up notices for delinquent
files.

States should be able to determine if data for more than one State are present on the employer's
file. If this is the case, only that State's data should be loaded into the system.

Files should be checked immediately upon receipt. States should run timely micro edits on the
MWR data, as is done with data from the hard copy reports. If there are any obvious, serious
problems with the file, States should contact the employer immediately and ask for a revised file.
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Assignment of RUNs

Normally, States accept MWR electronic/magnetic media data from those employers who store
and provide the State-assigned RUNs. (However, States may make exceptions to this by creating
crosswalks for certain employers.) In obtaining RUNs for new worksites, the employer is
permitted to assign what appears to be the next available RUN to a new worksite. Employers
should be instructed to assign the next available number (in sequence) and not to reuse RUNSs.
States should check for new and invalid RUNs. States must start their initial assignment of
RUNSs for a new MWR with 00001. In this manner, it is easier for employers to determine the
next RUN when a worksite opens within a State. Invalid RUNs include duplicate RUNs and
RUNSs that were discontinued. If State personnel determine that an employer used an
inappropriate number, they should contact the employer and request the appropriate change.
One approach to ensure proper assignment of RUNSs is to use the reminder letter or notice
mentioned above to identify the next available RUN to be assigned to a new worksite.

Magnetic Medium Transmittal Form

The BLS "MWR Magnetic Medium Transmittal Form™ must accompany each MWR
tape/diskette transmitted by an employer. (See Exhibit 4E.) The completed form provides
information that is vital to the accurate and timely processing of the MWR. Detailed instructions
for completing the form are on the back of the form.
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EXHIBIT 4B Quarterly Reminder to Submit MWR

Dear Employer,

This is a reminder that your tape/diskette containing Multiple Worksite Report (MWR)
data is due on .

The tape/diskette you submit to each State in which your business is conducted must
meet the specifications outlined in the "Magnetic Media Reporting of BLS Multiple
Worksite Report Data" employer package. If you are reporting a new worksite for this
quarter, it must be assigned a Reporting Unit Number (RUN). The next available RUN
which you would be able to assign to a new worksite is .

If you have any questions regarding this request, call

Sincerely,
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EXHIBIT 4C Informed Consent Letter To MWR Respondent Using Magnetic Media

Dear Employer:

The purpose of this letter is to thank you for your cooperation in completing the Multiple
Worksite Report (MWR) for your business operations conducted in State. The
information you provide is authorized by 29 U.S. Code 2 and is requested/required by
State Law XXX-XXX. The economic information collected on this form is shared with
the U. S. Department of Labor's Bureau of Labor Statistics as part of a Federal/State
cooperative effort to reduce employer reporting burden. A MWR form has not been
enclosed since your firm is providing these data each quarter in a magnetic medium to
State name. 1/ Name of Data Collection Center, Regional Office or BLS-Washington,
which in turn distribute these data to State name. 2/ This letter is a reminder that data
for MWR information for the first quarter is due on date.

The information collected on this form by the Bureau of Labor Statistics and the State
agencies cooperating in its statistical programs will be used for statistical and
Unemployment Insurance purposes, and other purposes in accordance with law.
Worksite-level data you provide are used to prepare summaries of economic conditions
and business activities by geographical area and industry within our State. In addition,
State name uses the report information for list additional uses of the data. 4/

If you have any questions, please contact Mr. John Doe at (123) 555-7890.

Sincerely,
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EXHIBIT 4D Instructions for Informed Consent Letter to MWR Respondent Using
Magnetic Media

State-Specific Instructions

1. Firms reporting to State, only.
2. Firms reporting to Data Collection Center, only.

3. The phrase "is held confidential to the full extent permitted by law" should be
included by only those States for which the information is not released at an
establishment level outside of the State agency.

4. This sentence should be included by those States that use the data collected on this
survey for purposes other than the statistical and Unemployment Insurance uses
mentioned in the second paragraph of the letter. The State should complete the
sentence with a brief description of these additional uses of the data.
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EXHIBIT 4E Multiple Worksite Report Magnetic Medium Transmittal Form
Bureau of Labor Statistics
Multiple Worksite Report @
Magnetic Medium Transmittal Form U.S. Department of Labor
Instructions on reverse side
1. State 2. Year/Quarter |3.Type of
Transmittal || First Transmittal [ Revised (Explain in section 13 below.)
D Other
4, Data Set or File Name | 5. Record Count 6. Date Created 7. Ul Account Number
Month Day Year
8. Type of Mediurn:} E] Reel Tape l D Tape Cartridge } D PC Diskette
9. Density I (] 1.600 BPI I (] 38,000 BPI } ()35 1.44 MB
| (] 6.250 BP!I I [ other I [] other
|
| [] Other _ | |
| | l
Items 10, 11, and 12 should be completed for reel tape or tape cartridge submittals only.
10. Block size 11. Volume Serial Number 12. Header/Label D Standard IBM I:] MNonlabeled
[Jother
13. Remarks
14. Name and Address of Company Producing Tape/Diskette 15. Contact Person Information
MName: Name:
Title:
Street: Internet Address:
City, State: Department:
Zip: Phone Number: ( )
Fax Number: ( )
50-289 Copy 1 (White) - State Agency/BLS ( Enclose with tapa),
Revised April 1995 Copy 2 (Yellow) - State Agency/BLS ( Enclose with tape), Copy 3 (Pink) - (Retain for your records)
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EXHIBIT 4E (continued) Multiple Worksite Report Magnetic Medium Transmittal Form

Instructions

Please complete the items on the front of this form as outlined below.

1. State Enter the name of the State to which you are reporting or ...
enter 99 if you are reporting for more than one State.

2. Year/Quarter Enter the last two digits of the reference year and a 1, 2, 3, or 4 for the quarter.
For example, when submitting data for 2nd quarter 1995 enter 952.

3. Type of Transmittal ...........cocorimrnnrunnns Check the appropriate box to indicate if this is the first transmittal for the quarter or
a corrected/revised transmittal. Please provide any additional information in the
“Remarks” section,

4. Data Set or File Name .......ccccovveninns Enter the data set name (or file name for PC diskette). This is required on all
submittals.

5. Record COount.......coueveruererseersesniaenians Enter the number of records that are on the tape or PC diskette for all record types
combined.

6. Date Created ........cocrrivnrinnnrsnierinians Enter the date on which the tape or diskette was created.

7. Ul Account NUMDEF ...covencnneiinnaenns If more than one Ul account, leave blank.

8. Type of Medium ..c.oveveccicicrcniennns Indicate whether the data are on reel tape, tape cartridge, or PC diskette.

9. Density Enter the appropriate density for the type of medium indicated in section 8.

If other, please specify.

Items 10, 11, and 12 should be completed for reel tape and tape cartridge submittals only.

15.

10. ‘BIOCK BI20 sreesssssrssosssssssssomsrmmasasissnsaras Enter the block size of the data set. We recommend that you use 6250 BPI tapes
with a block size of 23250.

11. Volume Serial Number ...........ccoevines Enter the volume serial number of the reel tape or lape cartridge.

12, Header/Label .........c.ccevvnnnninnncnnnns Check the appropriate box. |BM OS labels are the standard. If nonlabeled or
other, please provide additional information in the "Remarks® section.

13. Remarks Enter any remarks you believe to be necessary or helpful in processing the tape or
PC diskette.

14. Name and Address of Company

Producing Tape/Diskette ..........s....... Enter the name and address of your company.

Contact Person Information ............... Enter the name of the appropriate person to contact if there are any problems with
the tape or PC diskette, along with the title, department, and phone number.
The internet address and FAX number are optional.
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4.8 MWRweb Internet Data Collection

Data Collection by MWRweb

BLS also developed a central collection point for the MWR and RFEW on the Internet to provide
a means for reporters with a small number of worksites to report their quarterly data. Each
quarter, a computer-generated email message is sent to each registered respondent reminding
them it is time to report their data. Respondents access the BLS Internet Data Collection Facility
with an account number and password. The account number acts like a User ID and is assigned
to them by the IDCF to access all of the BLS surveys for which data are submitted. Respondents
create their personal password using BLS criteria. Once respondents have navigated through the
IDCF “gatekeeper,” they select the MWR survey and click on the Ul account to enter their data.
Respondents who do not provide complete data for two consecutive quarters are returned to
paper reporting. The Division of Business Establishment Systems (DBES) may notify States of
a respondent’s failure to provide complete data by an email message. States may also notify
DBES if they wish to exclude an MWRweb respondent from web reporting by sending email to
mwr.helpdesk@bls.gov.

Firm Solicitation
BLS staff solicits firms for web reporting who meet all of the following criteria:
1) Employer is not an EDI reporter, and
2) Employer has been a good MWR/RFEW reporter for the past two quarters, and

3) The maximum number of worksites is 33, unless the employer is willing to report
regardless of the number of worksites.

Once potential firms are identified, BLS-Washington sends a Solicitation Request file to each
State to trigger the solicitation process in the State systems. At the same time, BLS-Washington
also sends each State a listing that shows all of the Ul accounts that will be solicited in the State
for the upcoming quarter. States should load the Solicitation Request File to their processing
system. This takes place approximately three weeks before the beginning of the quarterly
collection period.

Later in the month, each State produces a State Historical Data file, which must be returned to
BLS-Washington by the established due date, or no later than a week before the collection cycle
begins. It is imperative that States return the State Historical Data file by the due date. These
data are preloaded to the MWRweb site so that an employer sees previously-reported totals on
the web to assist with entering data for the correct worksite. Failure to provide these files in a
timely manner will prevent the MWRweb from collecting MWR data for other States until all
files are loaded into the IDCF and MWRweb systems.
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States mail the solicited firms their paper MWR or RFEW form with a temporary User ID and
password printed on it, a brightly-colored flyer inviting them to participate in web reporting, and
a brochure explaining how to access the IDCF. Employers not wishing to report on the web may
fill out and return the forms to their respective States. Firms are solicited for three consecutive
quarters if they do not register and submit their data. They will not be re-solicited again for at
least three quarters. States should mail MWRs according to their normal processing times.
However, States should not mail forms to employer Ul accounts that are being solicited for the
MWRweb until they are notified the MWRweb is ready to begin the collection process. This
will prevent employer frustration when they try to log on to the IDCF for the first time.

Registering

Respondents must first register with the IDCF before entering data. Respondents are provided
with the URL in the solicitation brochure for the IDCF home page (https://idcf.bls.gov/).
Respondents must then enter the temporary account number (User ID) and temporary password
provided on their paper MWR/RFEW. Respondents are prompted to update their contact
information to include their email address and enter a permanent personal password. IDCF will
then generate a permanent IDCF account number to allow access to all of the BLS surveys
administered to the selected firm.

BLS-Washington sends Confirmed Register files to States on a flow basis (several times per
quarter). These files identify firms that have been solicited, registered to participate in
MWRweb, and completed entering data for their Ul account. The receipt of this file stops the
follow-up printing and mailing of paper forms.

Entering Data

Once respondents select the MWR survey, they will be directed through the system as necessary.
The respondent will enter monthly employments and total quarterly wages for existing worksites
(majority of activity) and add new worksites and corresponding employments and wages as
necessary. They can also indicate which worksites should be closed or sold. This is done
indirectly by entering zero employments and wages for the record and then selecting the
applicable plain language explanation, and/or by entering a narrative comment.

Before quarterly MWR data are submitted, a summary sheet appears asking the respondent to
verify that the employment and wages match their State QCR. In addition, the system also
allows the firm to notify their State of the following reporting situation(s):

e If their company has been sold, merged, or reorganized, or

e |If their company has acquired another company, or

e If their company has opened a new Ul account

Respondents who fail to report for two consecutive quarters will revert back to paper reporting.
These accounts are recognized when the MWRweb system identifies that no data have been
reported a second time. Before doing so, an automated email will be sent to them reminding
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them of their obligation to report, and inform them that failure to do so will result in paper
mailings.

Quarterly MWR/RFEW data that has been provided through the MWRweb is fed back to the
States through the Collected Data files. The Collected Data files are provided to States on a
weekly flow basis during the quarterly collection cycle. States are able to access this data
through EUSWeb, as well as through SunGard. State staff should use their State processing
system to load their Collected Data files directly to their QCEW micro database.

At the end of the Collected Data file, there is a field which will contain an indicator to continue
MWRweb reporting or to change back to paper reporting. This indicator acts as an on/off switch
for printing and mailing operations. This method is the only communication between BLS and
the States when a respondent is returned to paper reporting.

Cost Reduction and Improved Reporting

States participating in the MWRweb data collection will reduce costs in the areas of printing
(fewer forms, cover letters, and envelopes), postage, handling (less mailing, opening, sorting,
filing, and data entry) and follow-up phone calls.

The MWRweb also helps to resolve the following MWR reporting issues:

1) Incomplete report (forgot to provide data for those worksites on the 2nd or 3rd pages).
The MWRweb system prompts respondents that they are not finished, indicating that no
data have yet been provided for the remaining worksites. It then lists the incomplete
worksites for further data entry. If a worksite has been closed, respondents are required
to zero-fill the employment and wages and choose from a list of plain language
explanations or enter a narrative comment.

2) New worksites: The system prompts them to add new worksites before it completes the
sum of the worksites' employment and wages.

3) Out-of-balance employment and wages: Respondents review a summary of employment
and wages and then they are asked how it compares to the QCR.

4) Other employment and wage reporting problems:

a. Respondents experience real time employment and wage edits to help resolve
problems where employer's data for one worksite are entered on the wrong line
(inverse situation). Prior quarter data for all worksites are displayed to help
alleviate this type of error.

b. Invalid data entry is reduced by asking respondents to correct or verify potential
discrepancies. For example, say an employer enters 300 for employment when 30
is correct. If the change is invalid, the employer can immediately correct the
problem. If the change is valid, employers are requested to click on common
language explanations that translate into comment codes provided to the State for
that worksite. A narrative box is also available for the employer to provide more
information, if necessary.
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The MWRweb system also provides online help content for respondents. This is selected by
clicking on the “Help” item in the menu bar within MWRweb. The help content is presented in a
simple “How Do I” format. In addition, user assistance instructions are provided on nearly every
screen within the MWRweb system.

Additional information on the MWRweb data collection is available on the Stateweb
(http://199.221.111.170/).
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Chapter 5 — Handling Changes in Reporting
Configuration

In FY 1995, Congress provided funding to BLS to begin creation of a database using QCEW
micro level data that would allow for the longitudinal analysis of business establishments. The
Longitudinal Database (LDB) tracks establishments over time and links them from quarter to
quarter. The resultant longitudinal establishment data allow for high-quality measures of job
creation, job destruction, and job reallocation within and between industry sectors, regions,
employment size classes, wage size classes, and establishment age classes. For policy makers
and business forecasters, who rely heavily on economic indicators, information regarding job
flows and the births and deaths of establishments is of great interest.

The quality of longitudinal data is dependent on accurately distinguishing between continuous
and discontinuous business establishments. Because of the importance of keeping establishment

information continuous, this chapter discusses what to do when an establishment's Ul Account
Number and Reporting Unit Number — its reporting configuration — changes.

5.1 Predecessor/Successor Relationships

5.2 One to Many or Many to One

5.3 Successors with Code Changes

5.4 Successors Reporting at a Different Level

5.5 Breaking Out (Disaggregating) New Multiple Worksite Reporters

5.6 Consolidating Multiple Worksite Reporters

5.7 Tracking Establishments that Change Ul or Reporting Unit Numbers in the LDB

5.7.1 LDB Linkage Process
5.7.2 Updates and the Linking Process
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5.1 Predecessor/Successor Relationships

The QCEW program defines a predecessor/successor relationship as one where the successor
(the new owner of an establishment) performs similar operations to the predecessor (the previous
owner of an establishment) using some or all of the predecessor’s employees. These operations
are frequently, but not necessarily, performed at the same location as the predecessor. In many
States, the QCEW definition of a predecessor/successor situation does not match the legal
Unemployment Insurance (UI) definition of an ownership transaction.

There are many cases where businesses are sold to existing accounts and the data are merged
together. In other cases, only part of the operation is sold, and a portion of the original business
continues to function. Do not always assume that the successor account never existed before or
that the predecessor account ceases to continue. Be careful when determining if and when data
should move from one employer (one Ul account) to another.

Although a new employer is located in the same site as an out-of-business account, it should not
be assumed that the new account is the successor. For example, it would be inappropriate to
assign this relationship for stores in shopping malls. As one retailer ceases operations and the
store is leased to another retailer, there is usually no relationship between the old and new
establishments.

Predecessor/successor information in the QCEW program is reported using the following fields:
e Predecessor Ul Number
e Predecessor Reporting Unit Number
e Successor Ul Number
e Successor Reporting Unit Number

Establishments are uniquely identified by their Ul Account Number and Reporting Unit Number
(RUN) within a State. The Ul Account Number is a 10-digit identifier assigned by the State
Workforce Agency (SWA) to identify employers covered under State Ul laws. Ul Account
Numbers are assigned to firms that have one or more establishments. The Reporting Unit
Number (RUN) is a 5-digit number used to uniquely distinguish worksites of a multi-unit Ul
account. Establishments sometimes change UI/RUNSs due to changes in ownership or changes in
reporting level. Changes in reporting level generally take two forms:

1. An employer who previously reporting multiple locations as a single-unit account
disaggregates the consolidated unit and begins reporting those locations on a Multiple
Worksite Report (MWR)

2. An employer whom the State has set up as an MWR reporter (a multi-unit account) is no
longer willing to provide disaggregated data. The multi account must be consolidated into a
single.

These cases are referred to respectively as breakouts and consolidations.
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Records with a UI/RUN change appear to be births or deaths unless there is a link reported
between the old and new UI/RUN. The basic link used to identify a continuous unit is the
Predecessor Ul Account Number or the Successor Ul Account Number. Since many Ul
accounts are reported using multiple records (for their multiple establishments or worksites),
Predecessor or Successor RUNSs are also needed to link at the establishment level.

Some States have been very successful in identifying predecessor and successor relationships,
while other States have significantly less information to make these determinations. Predecessor
and successor account information should be extracted from Ul tax files where available. If the
State does not maintain worksite information and Reporting Unit Numbers on the tax file, the
predecessor and successor Reporting Unit Numbers should be zero-filled initially, until State
staff can follow up to verify or correct them. (Issues related to extracting predecessor and
successor information are also discussed in Section 7.3.)

When researching predecessor/successor links on the tax file, you may find non-extracted
information that would be useful when examining the data. This may include transfer codes,
transfer dates, merger information, successor suffix codes on the account number, etc. Wage
records are another possible source of predecessor/successor information.

When there is not a unique link, you should use all nines in the Predecessor/Successor Ul
Account Number and/or Reporting Unit Number, as discussed in detail in the next section.
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5.2 One to Many or Many to One

The purpose of Predecessor and Successor UI/RUN coding is to identify establishments as
continuous. These cases are not limited to units that have changed ownership or Ul number, but
may also include Ul accounts that change Reporting Unit Number configuration (i.e., the
breakout or consolidation of units).

Whenever a one-to-one relationship can be established, the predecessor Ul and RUN fields
should be coded with the Ul and RUN numbers under which the unit was previously reported.
Similarly, the successor Ul and RUN fields of the predecessor record should be coded with the
Ul and RUN numbers under which the account is currently reported. For example, an
establishment that changes owners twice in simple one-to-one transactions could be reported as
follows:

Predecessor

Ul# 1234567890

RUN 00000
Ul# 1234567890 Ul# 2222222222 Predecessor
RUN 00000 RUN 00000 Ul# 2222222222

M"Y [ p{ RUN 00000

Successor S
Ul# 2222222222 U‘:;°§§§%g%333 Ul# 3333333333
RUN 00000 RUN 00000 RUN 00000
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Whenever a many-to-one predecessor/successor relationship exists, it is not possible to identify a
specific UI/RUN as the predecessor. Nevertheless, if the multiple units that are consolidating
into the single unit all contain the Ul and RUN of the consolidated successor in the successor Ul
and RUN fields, it is possible to reconstruct the many-to-one transaction based on that
information alone.

Example 1: Many-to-One.
No Unique Predecessor to Put on Consolidated Unit

Ul# 1234567890
RUN 00000
Successor

Ul 2222222222
RUN 00000

Ul# 4567891230 Eﬁegecessor
RUN 00000 RUN 2

Successor —P

gbf\fgggggzg Ul# 2222222222
RUN 00000

Ul# 3124567890
RUN 00000

Successor
Ul 2222222222
RUN 00000
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Similarly, whenever a one-to-many predecessor/successor relationship exists, it is not possible to
identify a specific UI/RUN as the successor. However, if the Ul and RUN of the consolidated
unit are inserted in the Predecessor Ul and RUN fields of all the newly formed subunits, the one-
to-many event will be identified.

Example 2: One-to-Many.
No Unique Successor for the Unit Being Split.

Predecessor
Ul 1234567890
RUN 00000

Ul# 2222222222
RUN 00000

Predecessor

Ul# 1234567890
RUN 00000

Successor
ul ?

Ul 1234567890
RUN 00000

Ul# 3333333333
RUN 00000

RUN ?

Predecessor
Ul 1234567890
RUN 00000

Ul# 4444444444
RUN 00000

Previously, the Ul Account Number and RUN of the largest unit were used for one-to-many and
many-to-one situations. That should no longer be done, since that coding does not provide
adequate information, and can be misleading in the LDB continuous unit matching process (i.e.,
indicating a unique match where none exists.). For one-to-many and many-to—one
predecessor/successor relationships, when a unique Ul account cannot be established for the
predecessor or successor account, the predecessor (or successor) Ul field should be coded as
#9999999999.” If a unique predecessor or successor RUN cannot be established, the predecessor
(or successor) RUN field should be coded as “99999.” If the 9's cannot be assigned, it is
preferable to leave both these fields blank as opposed to inserting a unique UI/RUN that points to
only one of the units moving into or out of the consolidated unit.

For instance, when data for a multi-unit employer are broken out for the first time, the unit for
which data are being broken out (i.e., the original, aggregated record) should contain the Ul
Account Number of the new worksite records in its Successor Ul field. Meanwhile, the
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Successor RUN should be set to “99999” to indicate that there is more than one RUN identified
as the successor.

Example 3: Initial Break Out For A Multi-Unit Employer

Ul# 1234567890

Ul# 1234567890 RUN 00001
RUN 00000

Successor

Ul# 1234567890 Ul# 1234567890
RUN 99999 RUN 00002

When a multi-unit employer is collapsed (e.g., because the employer refuses to report on the
MWR), the Successor UI/RUN fields of each predecessor worksite record would be coded with
the UI/RUN of the successor since there is only one Ul Account/RUN to point to as the
successor.

For cases involving the merger of several Ul accounts either in whole or in part, it is usually
possible to assign unique Predecessor UI/RUNSs to each of the establishments being reported on
the MWR of the re-formed multi establishment reporter. In the case of multiple Ul Accounts
contributing to a newly formed multi-establishment in which the employer refuses to report a
MWR, each establishment shifting into the consolidated unit must carry the Ul and RUN of the
record from which they were shifted. In addition, the Predecessor Ul Account Number should
be coded "9999999999" and the Predecessor RUN should be coded "99999" to indicate that
more than one Ul Account/RUN maps to the new reporting unit.

Example 4: Merger of Several Ul Accounts.
Successor Not Willing To Report as an MWR.

Ul# 1357900000
RUN 00001

Predecessor
Ul# 9999999999

Ul# 1357900000 |—nw——p RUN 99999

RUN 00002 Ul# 1234567890
RUN 00000

Ul# 2468000000
RUN 00013
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To consider this same example again, it would be better to report unique Successor UI/RUNSs on
the records that contribute to the new record (that is, on the predecessors). This gives a clearer
link:

Example 5: Merger of Several Ul Accounts.
Each Predecessor Matched To the Successor.

Ul# 1357900000

RUN 00001
Successor
Ul# 1234567890
RUN 00000

Predecessor
Ul# 1357900000 Ul# 9999999999
RUN 00002 RUN 99999

——»

Successor Ul# 1234567890
Ul# 1234567890 RUN 00000
RUN 00000

Ul# 2468000000
RUN 00013

Successor
Ul# 1234567890
RUN 00000

Changes Within the Same Ul Account

Records in Ul accounts that change-reporting configuration (by breaking out or consolidating
reporting units) should also be assigned a Predecessor or Successor UI/RUN. When data for a
multi-unit employer are broken out for the first time, each newly disaggregated subunit should
repeat the Ul Account Number and RUN of the previously aggregated unit in the Predecessor Ul
Number and Predecessor RUN fields. When a multi-unit employer is collapsed (e.g., because
the employer refuses to report on the MWR), the subunits in the prior quarter must be assigned
the appropriate UI/RUN of the collapsed successor in their successor code fields. In addition,
the newly combined record could include the Ul Account Number of the previous multi-unit
account in its Predecessor Ul Number field. In this case, the Predecessor Reporting Unit
Number should be coded as "99999" because there is not an individual reporting unit that can be
identified as the predecessor. It would be better to code the appropriate Ul Account
Number/RUN in the successor fields of each of the predecessor reporting units, since this more
clearly identifies the relationships.



QCEW Operating Manual
July 2003 Handling Changes in Reporting Configuration Page 5-9

Summarized below are the principles involved in assigning predecessor and successor codes
when there is not a unique one-to-one relationship.

1. When there is more than one reporting unit to point to as the predecessor of the unit, the Ul
and RUN of the successor should be inserted in the Successor Ul/Successor RUN fields of
each of the multiple predecessor reporting units (in one or more Ul accounts). (See Example
8.)

2. Similarly, when there is more than one reporting unit to point to as the successor of a unit, a
specific Successor RUN should not be assigned. Instead, "99999" should be assigned as the
Successor RUN to indicate that more than one reporting unit must be identified as a successor
reporting unit. (See Example 6.)

3. When there is more than one Ul Account Number to point to as the predecessor of a unit, a
specific Predecessor Ul Account Number should not be assigned. Instead, "9999999999"
should be assigned as the Predecessor Ul Account Number to indicate that more than one Ul
Account must be identified as a predecessor Ul Account. (See Example 10.)

4. Similarly, when there is more than one Ul Account Number to point to as the successor of a
unit, a specific Successor Ul Account Number should not be assigned. (See Example 2.)
Instead, "9999999999" should be assigned as the Successor Ul Account Number to indicate
that more than one Ul Account must be identified as a successor Ul Account.

5. The situations described in #1 and #3 above can be fully identified by assigning the Successor
Ul/Successor RUN to each of the multiple predecessor reporting units (in one or more Ul
accounts). Therefore, it is better to assign Successor UI/RUNSs to provide a unique link.

6. The situations described in #2 and #4 above can be fully identified by assigning the
Predecessor Ul/Predecessor RUN to each of the multiple successor reporting units (in one or
more Ul accounts). Therefore, it is better to assign Predecessor UI/RUNS to provide a unique
link.

See the examples at the end of this section for specific cases of predecessor/successor coding.

Note A): There are many cases where it is not possible to accurately assign predecessor and
successor codes because of reporting discrepancies. In the textbook case where there is a
transfer of ownership and all multi-establishment reporters are reporting their establishments on
a MWR, it is possible to code predecessor and successor codes accurately to the individual
establishments. In these cases, it is important to code predecessor and successor codes with the
individual Ul Account Number and/or RUN if individual Ul Accounts/reporting units can be
identified as the predecessor or successor.

BLS recognizes that an ideal reporting model does not always exist, and therefore it is not
always possible to code predecessor and successor codes accurately. If it is not possible to point
to a specific predecessor Ul Account and/or RUN, the Predecessor Ul Account Number and/or
Predecessor RUN should be coded with all "9"s to indicate that there is more than one
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Predecessor Ul Account and/or Predecessor RUN. The presence of the Predecessor or Successor
codes can be used to note that the units are not business deaths or births and are thus continuous
units; meanwhile Predecessor codes of all "9"s shows that individual Ul Account Numbers
and/or individual RUNs cannot be identified as the predecessor. (One important aspect of this
coding is that we should be able to distinguish continuous units from deaths and births even if
the specific units cannot be linked together because of the inconsistencies in MWR reporting.)

Note B): Predecessor codes should still be assigned for reporting changes (such as a breakout or
consolidation of worksites) within an existing Ul account. The Predecessor Ul number should
be the same as the Ul Account Number field. Meanwhile the Predecessor RUN "99999" should
be assigned where it is not possible to point to a single predecessor.

Note C): The availability of this information might not reflect the exact quarter the change
occurred. While BLS strongly prefers the timely reporting of these fields, the
Predecessor/Successor fields should be assigned when the information becomes available.

Note D): There may be cases where a new multi worksite is opened (a birth). In these instances,
the new record should not have a Predecessor UI/RUN. Creating a new record in this case
reflects an economic event rather than a reporting change. In the case where a single-unit Ul
account becomes a multi-unit Ul account because of the opening of a new location, predecessor
and successor codes should be assigned to the original location so that it remains a continuous
establishment despite its change of RUN.

Note E): Predecessor and Successor UI/RUNs are much more useful on single-unit or subunit
records (MEEI 1, 3, 4, 5, or 6) than on master records (MEEI 2). This is because a master record
never identifies a single establishment; it always represents several establishments (worksites)
within the Ul account.
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Predecessor/Successor Situations

[Note: Left side = prior quarter, right side = current quarter reporting]

Example 6: Further Breakout of Worksites in a Multi-unit Account

Ul# 1234567890
RUN 00002

Successor Ul# 1234567890
Successor RUN 99999

Predecessor Ul# 1234567890
Predecessor RUN 00002

Ul# 1234567890
RUN 00003

Predecessor Ul# 1234567890
Predecessor RUN 00002

Ul# 1234567890
RUN 00004

Example 7: Consolidated Predecessor/
Successor Provides Breakout

Ul# 1234567890
RUN 00000

Successor Ul# 2987654321
Successor RUN 99999

Predecessor Ul# 1234567890
Predecessor RUN 00000

Ul# 2987654321
RUN 00001

Predecessor Ul# 1234567890
Predecessor RUN 00000

Ul# 2987654321
RUN 00002

Page 5-11
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Example 8: Multi-Unit Predecessor/
Successor Does Not Provide Breakout

Ul# 5678901234
RUN 00001

Successor Ul# 7890123456
Successor RUN 00000

Predecessor Ul# 5678901234
Predecessor RUN 99999

Ul# 7890123456
RUN 00000

Ul# 5678901234
RUN 00002

Successor Ul# 7890123456
Successor RUN 00000
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Ul# 1234567890
RUN 00002

Successor Ul# 7890123456
Successor RUN 99999

Predecessor Ul# 1234567890
Predecessor RUN 00002

Ul# 7890123456
RUN 00001

Predecessor Ul# 1234567890
Predecessor RUN 00002

Ul# 7890123456
RUN 00002

Ul# 1234567890
RUN 00001

Successor Ul# 5678901234
Successor RUN 99999

Predecessor Ul# 1234567890
Predecessor RUN 00001

Ul# 5678901234
RUN 00001

Predecessor Ul# 1234567890
Predecessor RUN 00001

Ul# 5678901234
RUN 00002

Page 5-13



July 2003

QCEW Operating Manual

Handling Changes in Reporting Configuration

Example 10: Many Predecessors with Different Ul Account Numbers

Collapsed into One Successor Account

Ul# 1234567890
RUN 00002

Successor Ul# 3456789012
Successor RUN 00000

Ul# 5678901234
RUN 00000

Successor Ul# 3456789012
Successor RUN 00000

Predecessor Ul# 999999999
Predecessor RUN 99999

Ul# 3456789012
RUN 00000

Ul# 9012345678
RUN 00001

Successor Ul# 3456789012
Successor RUN 00000

Page 5-14
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Example 11: Multi-Unit Establishment Collapses into One Unit

Ul# 1032547698
RUN 00000 (master record)

Successor Ul# none
Successor RUN none

Ul# 1032547698
RUN 00001

Successor Ul# 1032547698
Successor RUN 00000

Ul# 1032547698
RUN 00002

Successor Ul# 1032547698
Successor RUN 00000

Predecessor Ul# 1032547698
Predecessor RUN 99999

Ul# 1032547698
RUN 00000

Example 12: Multi-Unit Establishment Breakout into Two Units

Page 5-15

Predecessor Ul# none
Predecessor RUN none

Ul# 1092547698
RUN 00000 (master record)

Ul# 1092547698
RUN 00000

Successor Ul# 1092547698
Successor RUN 99999

Predecessor Ul# 1092547698
Predecessor RUN 00000

Ul# 1092547698
RUN 00001

Predecessor Ul# 1092547698
Predecessor RUN 00000

Ul# 1092547698
RUN 00002




QCEW Operating Manual
July 2003 Handling Changes in Reporting Configuration Page 5-16

5.3 Successors with Code Changes

A substantial number of determinations are made each quarter for subject employers who are
successors to active accounts, and the majority of these determinations are for small units. When
new nature-of-business information is obtained for each of these employers, the codes are
determined accordingly. The problem arises as how best to handle those cases that involve
changes from the codes of the predecessors. This section discusses this problem under the
assumption that the level of reporting for the acquired unit(s) does not change.

If the unit had 25 or fewer workers in the last month before or the first month after the change of
ownership, assign the industry and geographic codes that correspond with the successor’s
activity and location. This is effective with the date of the change of ownership or when
information of the change becomes available, whichever is later, regardless of whether the new
activity or location represents a change from the previous codes. No investigation is necessary to
determine if the prior codes were different, and no reporting of a noneconomic code change is
necessary. This should substantially reduce the workload of checking codes for these small
SuCCessors.

Codes for units with more than 25 workers in the last month before and the first month after the
change should be handled as follows:

(1) If the activity or location of the successor unit corresponds to the predecessor's industry and
geographic (county and, for some States, township) codes, assign the same codes to the
successor, effective immediately. There will, of course, be no code change to report.

(2) If the activity or location of the successor does not correspond to the predecessor's industry
and county (or county/township) codes, then:

a) If the successor unit uses the predecessor's facilities for a totally new business (as
determined by industry code) or moves to another county (county/township), and this
change takes place in less than 30 days, the change in code is an economic code change.
The new code or codes should be put into effect with the change in ownership, assuming
that this information is available in time to be included in the appropriate EQUI file.
Assign the Economic Code Change Indicator of the successor, using the value
corresponding to the code or codes that change. The Economic Code Change Indicator is
described in Appendix B.
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b) If the predecessor had changed to the same activity (industry) or location as the successor
unit since its industry and geographic codes were previously assigned, handle the change
as a noneconomic code change. The successor should be given the old codes until the
beginning of the next year, and then the change to the new industry or county
(county/township) code should be handled as a noneconomic code change. Use the
procedures in Chapter 11 so that the system will place the successor record on the Code
Change Supplement (CCS) files. See in particular Section 11.5.3. (In brief, make sure
that the Old fields, ARS Response Code, and other needed data elements have been
assigned to the successor record on the micro file. The system will create the
corresponding CCS record.)

The following diagram gives an example of noneconomic code changes to industry and
county on the successor record, showing the correct assignment of the Old fields.

2002/1-2002/3 2002/4 2003/1
UI/RUN 1111111111/00000 UI/RUN 1111111111/00000
(MEEI 1, 4, or 6) (MEEI 1, 4, or 6)
Terminated (status 2) Inactive (status 2)
001/5/335999 - = P1001/5/335999
Doesn't belong on CCS
/
UI/RUN 1111111111/00000 I,'
(MEEI 1, 4, or 6) /

Active (status 1)
Cnty/Own/NAICS 001/5/335999

UI/RUN 2222222222/00000 UI/RUN 2222222222/00000
(MEEI 1, 4, or 6) (MEEI 1, 4, or 6); Active (status 1)
Active (status 1) 013/5/336322
001/5/335999 —{ Belongs on CCS; needs

Old NAICS 335999

and Old County 001

(Old fields 001/5/335999)

c) If the predecessor had the same activity (industry) and location (county or
county/township) as the successor, but the industry or county code was in error when
previously assigned, the successor should be given the old (incorrect) codes until the
beginning of the next year. Then the change to the new codes should be handled as a
noneconomic code change. Use the procedures described in Section 11.5.3 so that the
successor is placed on the CCS.
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However, if the change to the new Ul account takes place during first quarter and the first quarter
EQUI has not yet been submitted, the predecessor's codes may be corrected back to the
beginning of the current year and the noneconomic code change reported accordingly. The
predecessor record in this case belongs on the CCS. In this situation, the predecessor and
successor are both active during first quarter. The predecessor's End of Liability Date and the
successor's Initial Liability Date both fall within the quarter.

2002/4 2003/1 2003/2

UI/RUN 1111111111/00000 UI/RUN 1111111111/00000
MEEI 1, 4, or 6; Active (status 1) (MEEI 1, 4, or 6)
End of Liability Date during 2003/1 Terminated/inactive (status 2)
013/5/336322 L
Belongs on CCS; needs Old

U/RUN NAICS 335999 & Old County 001

1111111111/00000 (Old fields 001/5/335999)

(MEEI 1, 4, or 6)

Active (status 1)

001/5/335999
UI/RUN 2222222222/00000 UI/RUN 2222222222/00000
(MEEI 1, 4, or 6); Active (status 1) (MEEI 1, 4, or 6)
Initial Liability Date during 2003/1 — | Active (status 1)
013/5/336322 013/5/336322

Suppose the change to the new Ul account took place with the beginning of first quarter and the
predecessor becomes inactive sometime during the preceding fourth quarter (or at the end of
fourth quarter). If the first quarter EQUI has not yet been submitted, the successor should be
assigned the appropriate data elements, including Old fields, so it will be included on the CCS:

2002/1 through 2002/4 2003/1

UI/RUN 1111111111/00000
(MEEI 1, 4, or 6)
- W) Terminated/inactive (status 2)

UI/RUN 1111111111/00000 -
(MEEI 1, 4, or 6)

Active (status 1) UI/RUN 2222222222/00000
County/Own/NAICS 001/5/335999 \ (MEEI 1, 4, or 6); Active (status 1)

013/5/336322

Belongs on CCS; Needs

Old NAICS 335999 & Old County 001
(Old fields 001/5/335999)
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Section 5.5 describes the procedures for handling industry or geographic code changes resulting
from new breakouts of multi-establishment employer reporting units. Although such breakouts
include reporting in predecessor and successor fields on the EQUI file to maintain continuity of
records over time, the procedures for industry and geographic code changes in successor
relationships described in this section do not apply to such breakouts.
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5.4 Successors Reporting at a Different Level

Many predecessor/successor transitions involve multi-unit accounts. Either the predecessor Ul
account, the successor account, or both may have multiple worksites in the State. Sometimes the
successor (the employer with the successor Ul account) is not willing to continue reporting
disaggregated data on a MWR and the successor account must be collapsed. Sometimes the
successor is willing to begin MWR reporting, and can be handled as a new breakout. Sometimes
the successor continues as an MWR reporter, but will provide the data at a different level of
aggregation. There are many possible scenarios, with only a few illustrated here.

1. A Successor That Becomes an MWR Reporter

In this hypothetical example, the business changes hands beginning in first quarter and the new
employer (under a new Ul account number) agrees to report data separately for each worksite.
The Old fields on the subunit records of the successor account (Ul Number 3333333333) should
match the fourth quarter codes of the predecessor (of UI/RUN 2222222222/00000). This
resembles the first example in Section 5.5, the simple breakout introduced in first quarter.

2002/1 through 2002/4 2003/1
UI/RUN 2222222222/00000
(MEEI 1, 4, or 6)
,+~ | Terminated/inactive (status 2)
// UI/RUN 3333333333/00000
, MEEI 2; Active (status 1)
/ 900/5/335999
UI/RUN 2222222222/00000 , Doesn't belong on CCS
(MEEl 1,4,0r6) ’ (master record)
Active (status 1)
Cnty/Own/NAICS 001/5/335999 \ UI/RUN 3333333333/00001
MEEI 3; Active (status 1)
001/5/335999

Doesn't belong on CCS
(no code change)

UI/RUN 3333333333/00002
MEEI 3; Active (status 1)
013/5/335999

Belongs on CCS

Needs Old County 001

(Old fields 001/5/335999)
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2. A Successor That Discontinues MWR Reporting

In this example, the business changes hands beginning in first quarter and the new employer
(under a new Ul account number) will not provide disaggregated data, this is, will report only on
the Quarterly Contribution Report (QCR). In other words, the successor collapses into a single-
unit account. The records that belong on the CCS are the inactivated subunits of the predecessor,
but only those subunits that were formerly reported with different area or industry codes than the
successor.

This resembles the example in Section 5.6, the multi that collapses in first quarter. The Old
fields on the inactivated subunits are identical to their classification codes in fourth quarter,
while their first quarter classification codes must be the same as the codes on the active successor
record (the MEEI 4 record in the new Ul account).

2002/1 through 2002/4 2003/1

UI/RUN 0000055555/00000
(MEEI 4)

001/5/335999

UI/RUN 0404040404/00000 Active (status 1)

(MEEI 2) Doesn't belong on CCS
Cnty/Own/NAICS 900/5/335999
Active (status 1) UI/RUN 0404040404/00000
[~~o (MEEI 2)

S Terminated/inactive (status 2)
Doesn't belong on CCS
(master record)

UI/RUN 0404040404/00001 UI/RUN 0404040404/00001
(MEEI 3) 001/5/335999
001/5/3359%9 [ TTTTTT7T7 | Terminated/inactive (status 2)
(status 1) Doesn't belong on CCS

(no code change)
UI/RUN 0404040404/00002 UI/RUN 0404040404/00002
(MEEI 3) 001/5/335999
003/5/33%9%9  [TTTTTTTT | Terminated/inactive (status 2)
(status 1) Belongs on CCS

Needs Old County 003

(Old fields 003/5/335999)
UI/RUN 0404040404/00003 UI/RUN 0404040404/00003
(MEEI 3) 001/5/335999
003/5/336322 [ "TTTTTTT | Terminated/inactive (status 2)
(status 1) Belongs on CCS

Needs Old County 003

and Old NAICS 336322

(Old fields 003/5/336322)
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3. A More Complicated Transition from Predecessors to Successors

The following hypothetical case suggests some of the complications that can occur. A single-
unit account (Ul 5555555555) stays in business but acquires other Ul accounts beginning with
first quarter. This employer agrees to report worksite data separately on the MWR, thus
becoming a multi. The predecessors for the newly acquired worksites are: (1) a multi that was
reporting as a single (Ul 6666666666), and (2) a single with an incorrect county code (Ul
T777777777). As with other cases considered in this section, the records that belong on the CCS
were not active in fourth quarter under the same UI/RUN. Their Old fields should match the

fourth quarter classification codes of their predecessors.

2002/1 through 2002/4

2003/1

UI/RUN 5555555555/00000
(MEEI 1)

Active (status 1)

(This single establishment
becomes a subunit,

with RUN 00001.)

County/Own/NAICS 001/5/335999

UI/RUN 5555555555/00000

(MEEI 2 - a new master record)
900/5/335999; Active (status 1)

Doesn't belong on CCS (master record)

UI/RUN 6666666666/00000
MEEI 4

003/5/335999

Active (status 1)

(Acquired by Ul 5555555555,
which agrees to break out its
two worksites.)

UI/RUN 5555555555/00001

(MEEI 3)

001/5/335999; Active (status 1)

Doesn't belong on CCS (no code change)

UI/RUN 6666666666/00000
003/5/335999

Terminated/inactive (status 2)

Doesn't belong on CCS (no code change)

UI/RUN 5555555555/00002

(MEEI 3)

003/5/335999; Active (status 1)

Doesn't belong on CCS (no code change)

UI/RUN 5555555555/00003

(MEEI 3)

005/5/336322 (status 1)

Belongs on CCS, needs Old County 003
and Old NAICS 335999

(Old fields 003/5/335999)

UI/RUN 7777777777/00000
(MEEI 1)

005/5/335322; Active (status 1)
(A single acquired by Ul
5555555555.

It becomes a subunit.)

UI/RUN 7777777777/00000
005/5/335322

Terminated/inactive (status 2)

Doesn't belong on CCS (no code change)

UI/RUN 5555555555/00004

(MEEI 3)

007/5/335322 (status 1)

Belongs on CCS, needs Old County 005
(Old fields 005/5/335322)
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4. Transferring Employment to a Professional Employer Organization

Arrangements between Professional Employer Organizations (PEOs) and their clients represent a
special case of successor reporting, usually at a different reporting level. Section 15.3 describes
PEOs, which carry NAICS code 561330, and discusses in detail how the data should be reported.
This list summarizes key steps for establishments that transfer their employment to a PEO:

Set up the reporting unit as a new multi-establishment worksite in the PEO’s Ul account.
Assign the Ul Account Number and RUN under which the unit was formerly reported as the
Predecessor Ul and RUN of the new worksite. If possible, assign the unit’s new Ul Account
Number and RUN as the Successor Ul and RUN on the old record.

Determine the correct industry and geographic codes for the unit, based on its own location
and activity rather than the PEO’s location and activity (for example, do not assign NAICS
561330; assign the NAICS code representing the primary activity of the reporting unit).

If the industry and location codes formerly assigned to the unit are not correct, handle the
correction as a noneconomic code change. Hold the code change until the next first quarter,
and assign the necessary data elements (ARS Response Code, ARS Refile Year, and Old
fields) that place the record on the CCS.

If the PEO-client relationship is terminated and the unit leaves (or moves to a different PEO),
assign Predecessor and Successor UI/RUNSs to maintain the linkage over time. Treat any
code change that result from the reporting change as a noneconomic code change.

Under normal circumstances, if a breakout occurs in a PEO in mid-year (i.e., other than first
quarter) and the breakout causes a change from one classified industry or area to another
classified industry and/or area due to non-economic events, the code change(s) should be
held by the State until the next first quarter and reported on the Code Change Supplement.
However, for larger PEOs, handling and reporting breakouts, births, deaths, out-of-business
units, or other reporting changes can become difficult and very time consuming for State
QCEW staff. Clients enter in and out of relationships with PEOs regularly. It is advised in
these particular cases that the State contact their appropriate BLS regional office for guidance
and/or assistance in handling these more difficult PEO cases.
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5.5 Breaking Out (Disaggregating) New Multiple Worksite
Reporters

Introducing Data from Initial Multiple Worksite Reports

1. Breakouts Held for the First Quarter Report

Generally, when a Multiple Worksite Report is initially received for a multi-establishment
account, and when the data will be reported with different industry or geographic codes than
before, it should be treated as a noneconomic code change. Data from an initial second, third, or
fourth quarter Multiple Worksite Report should not be used in preparing the EQUI File until the
next first quarter to avoid unrealistic breaks in employment and wage data for the industries and
counties involved (and, for some States, townships). Data from an initial first quarter Multiple
Worksite Report should be included in the EQUI File for that quarter.

To reduce the State's workload in handling new MWR respondents, States have the option to add
new breakouts of multi-establishment employers during any quarter of the year within the
following guidelines: the industry code, county, township, and ownership codes must be
maintained (held the same as before the breakouts) until the next first quarter. This is explained
in more detail later in this section.

Changes in industry/ownership/area that result from information on the Multiple Worksite
Report or from other sources are noneconomic code changes that need to be placed on the Code
Change Supplement files. Use the procedures described in Section 11.5.1 so that worksite
records with these noneconomic code changes are placed on the CCS.

Each new sub-unit that has an industry or geographic code different than the previously
combined unit belongs on the CCS; however, the combined, or master, record does not belong on
the CCS. An example will further clarify this CCS reporting procedure. Assume the following
is a record for a multi-establishment unit employer before being broken out:

Ul Number RUN MEEI County Own NAICS Employment
1234567890 00000 1 001 5 335999 350

After being identified as a multi-establishment employer, the record is broken out into three
subunit (worksite) records:

Establishment | Ul Number RUN MEEI | Cnty | Own | NAICS | Emp | Belongs
on CCS

A 1234567890 | 00001 3 001 5 335999 | 250 No

B 1234567890 | 00002 3 003 5 335999 50 Yes

C 1234567890 | 00003 3 003 5 336322 50 Yes
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the previously combined unit, while establishment C has different county and industry codes
(003 and 336322). Therefore, these two records should be included on the CCS with the
following Old and New fields:

County/Own/NAICS 001/5/335999

AN

(no code change)

CCS Record
RUN MEEI old old Old New New New
County Oown NAICS County Own NAICS
00002 3 001 B 335999 003
00003 3 001 5 335999 003 336322
This is also illustrated in the following diagram:
2002/1 through 2002/4 2003/1
RUN 00000
(MEEI 2 - a new master record)
900/5/335999
Doesn't belong on CCS
(master record)
RUN 00001
(MEEI 3)
001/5/335999
RUN 00000 Doesn't belong on CCS
(MEEI 1)

RUN 00002

(MEEI 3)

003/5/335999

Belongs on CCS

needs Old County 001
(Old fields 001/5/335999)

RUN 00003

(MEEI 3)

003/5/336322

Belongs on CCS, Needs Old
County 001 and Old NAICS 335999
(Old fields 001/5/335999)

To be included on the CCS, RUNs 00002 and 00003 need the Old fields and first quarter codes

on the micro file consistent with the codes in the diagram. Section 11.5.1 describes how the Old

fields, ARS Response Code, and other data elements are assigned that will put the record onto

the CCS file.
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The record with RUN 00000 remains as an active record; however, its Multi-Establishment
Employer Indicator (MEEI) code should become 2. It does not belong on the CCS. Although it
continues to show employment and wage data (equal to the sum of the data on the subunits), its
MEEI code (2) will exclude it from the macro file and the CCS.

2. Breakouts Introduced in Pending Status before First Quarter

In the example above, the new subunit records do not exist before first quarter. The State could
also create the subunit records before first quarter and keep these records in pending status
(Status Code = 9). Code 9 prevents their economic data from being used on the macro file. The
new pending records can use the correct classification codes — the county, ownership, and
industry codes they will carry in first quarter. The RUN 00000 record continues to carry MEEI
1, 4, or 6 through fourth quarter, so its economic data continue to be used on the macro file.
Beginning in first quarter, the subunits become active (Status Code = 1) while the RUN 00000
record becomes a master with MEEI 2. As in the first example, RUNs 00002 and 00003 belong
on the CCS and should carry Old fields showing where the data were reported on the active
record in fourth quarter.

2002/1 - 2002/2 2002/3 - 2002/4 2003/1
RUN 00000 RUN 00000
(MEEI 1, 4, or 6) (MEEI 2)
001/5/335999 900/5/335999; (status 1)
Active (status 1) —» Doesn't belong on CCS

(master record)

RUN 00001 RUN 00001

(MEEI 3 or 5) 001/5/335999; (status 1)

001/5/335999 Doesn't belong on CCS
RUN 00000 Pending (status 9) P (no code change)

(MEEI 1, 4, or 6)
Cnty/Own/NAICS 001/5/335999

\ RUN 00002 RUN 00002

(MEEI 3 or 5) 003/5/335999; (status 1)
003/5/335999 Belongs on CCS
Pending (status 9) P Needs Old County 001

(Old fields 001/5/335999)

RUN 00003 RUN 00003
(MEEI 3 or 5) 003/5/336322; (status 1)
003/5/336322 —» Belongs on CCS; needs Old
Pending (status 9) Cnty 001 & Old NAICS 335999

(Old fields 001/5/335999)
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3. Data Included in the Current Quarter

Under certain circumstances, data from initial Multiple Worksite Reports for multi-establishment
accounts should be used in preparing the EQUI File for the quarter for which they are received.
These situations are as follows:

A. An employer with an existing business opens a new worksite (a birth, not a successor).
Report the new operation in the month when it began, using its current industry and area
codes. Births do not belong on the CCS.

B. A Multiple Worksite Report is received for a multi-establishment account for which either
the industry or the county was coded on the previous quarter's file as unclassified (i.e.,
NAICS 999999 or County 995-999, respectively). This is not a noneconomic code change,
but a change from unclassified. It does not belong on the CCS. (An exception to this rule
occurs if the change from unclassified is combined with a change from one specific county or
industry code to another. In that case, it is treated as a noneconomic code change.)

C. A Multiple Worksite Report is received when a new Ul account is established for a multi-
establishment employer. If the new account is a successor to an active account, however, the
guidelines regarding successors determine when the data should be reported. (Refer to
Section 5.3) For multi-establishment employers, the total account employment should be
used when applying those guidelines. In other words, it is not necessary to handle a code
change as noneconomic if total employment for the Ul account is 25 or less in the last month
before or the first month after the change from the predecessor Ul account.

D. New breakouts of multi-establishment employers with MEEI codes of 1, 4, or 6 can be
broken out to MEEI codes of 3 or 5 during any quarter of the year. However, the State must
follow these guidelines: the industry, county, townships, and ownership codes must be
maintained (held the same as before the breakouts) until the next first quarter. While the
reporting unit counts may potentially rise each quarter as a consequence, the employment and
wages would not be adversely affected.

Consider the following example in which a multi-establishment employer begins reporting in a
quarter other than the first quarter:

Old Record
Ul Number RUN MEEI County | NAICS Employment
3456789012 00000 4 005 452111 400

New Records (Master and Subunits)

Ul Number RUN MEEI County | NAICS Employment
3456789012 00000 2 005 452111 400
3456789012 00001 3 005 452111 150
3456789012 00002 3 005 452111 130
3456789012 00003 3 005 452111 120
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There is no effect on the county or industry in the above case. No discontinuity in data for the
macro cell would appear, except in the number of reporting units. As a result, it is acceptable to
introduce the breakout when first reported.

Consider a second, slightly different example:

Old Record

Ul# RUN MEEI County NAICS Employment

3456789012 00000 4 001 335999 400
New Records (Master and Subunits)

Ul# RUN MEEI County NAICS Employment
3456789012 00000 2 900 335999 400
3456789012 00001 3 001 335999 250
3456789012 00002 3 003 335999 80
3456789012 00003 3 003 336322 70

Here the worksites with RUNs 00002 and 00003 are in a different county than the original
record, and RUN 00003 is also in a different industry. There is a greater effect than in the first
example. A shift of 150 employees would occur, plus their corresponding wages, from county
001 to county 003, while 70 employees shift from NAICS 335999 to 336322. Such a
noneconomic change within the year should be prevented. This breakout can be introduced
when first reported, however, provided the State meets one important requirement. The second
and third worksites (RUNs 00002 and 00003) must initially be coded in county 001 and NAICS
335999, where they were coded when grouped as part of the MEEI 4 record. The county and
industry changes must then be held until first quarter and included on the Code Change
Supplement. The other worksite should not be included on the CCS because it has no code
changes. Beginning with the first quarter, RUN 00002 should appear in the correct county
(county 003) while RUN 00003 should appear in county 003 and NAICS 336322.

The reporting principle is as follows: breakouts may be introduced in mid-year, if necessary, but
the industry and county code changes should be held through the end of the year and introduced
in the next first quarter. The key in all these situations is that industry and area codes should not
change in mid-year because of noneconomic reporting changes.
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The example above is repeated in the following diagram, illustrating the use of the Old fields.
Note that in this case, the Old fields match the fourth quarter codes of each reporting unit (but
should not match the fourth quarter codes of RUN 00000).

2002/1 - 2002/2 2002/3 —2002/4 2003/1
RUN 00000 RUN 00000
(MEEI 2) (MEEI 2)
900/5/335999 |_p|900/5/335999; (status 1)
Active (status 1) Doesn't belong on CCS
(master record)
RUN 00001 RUN 00001
001/5/335999 001/5/335999; (status 1)
Active (status 1) L—p{ Doesn't belong on CCS
RUN 00000 (no code change)
(MEEI 1, 4, or 6)
Cnty/Own/NAICS 001/5/335999
RUN 00002 RUN 00002
001/5/335999 003/5/335999; (status 1)
Active (status 1) —»{ Belongs on CCS
Needs Old County 001
RUN 00003 RUN 00003
001/5/335999 003/5/336322; (status 1)
Active (status 1) > Belongs on CCS, Needs
Old County 001
and Old NAICS 335999

Introducing Data from Existing Multiple Worksite Reports

If a multi-establishment account consistently submits quarterly Multiple Worksite Reports as
requested, the data from the form will always be used in preparing the EQUI File for the quarter
for which they are received.

Establishments of multi-establishment employers should be treated in the same manner as single
establishments with regard to changes in product or activity, location, and, of course, births.
Thus, data from a Multiple Worksite Report received when a multi-establishment account adds
one or more establishments during any quarter would be used in preparing the EQUI File for the
quarter for which they are received. Such new establishments are births and do not belong on the
CCs.



QCEW Operating Manual
July 2003 Handling Changes in Reporting Configuration Page 5-30

Records with MEEI code 5 (comprised of more than one establishment or worksite) can be
broken out to become several records with an MEEI code of 3 (worksite or establishment level).
If this reporting change causes economic data to be reported with different industry or area codes
than before, the code change is noneconomic and belongs on the CCS. The following diagram
gives an example.

2002/1 - 2002/4 2003/1
RUN 00000 RUN 00000
(MEEI 2) (MEEI 2)
County/Own/NAICS 900/5/335999  —1900/5/335999; (status 1)
Active (status 1) Doesn't belong on CCS
(master record)

RUN 00001 RUN 00001
001/5/335999 001/5/335999; (status 1)
Active (status 1) —p{Doesn't belong on CCS

(no code change)

RUN 00002 RUN 00002
003/5/335999 003/5/335999; (status 1)
Active (status 1) | Doesn't belong on CCS
(no code change)
RUN 00003
003/5/336322

4 Terminated; status = 2
+ | Doesn't belong on CCS

! RUN 00004
RUN 00003 /! .
003/5/336322 / 003/5/336322; (status 1)

. D U I
Active (status 1) [ p{Doesn't belong on CCS

Breaks out to RUNs 00004 (no code change)
& 00005

RUN 00005

007/5/335999; (status 1)

Belongs on CCS, needs Old
County 003 & Old NAICS 336322
(Old fields 003/5/336322)

RUN 00006
013/5/336322; (status 1)
New unit (birth). Doesn’t
belong on CCS

Note that in this previous case, there are several possible ways the configuration of active RUNs
in fourth quarter could map to the configuration in first quarter. For example, all three new
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RUNSs (00004 through 00006) could be interpreted as births, or all three could be considered
successors to RUN 00003. The proper assignment of Old fields (along with other data elements
such as ARS Response Code) will allow the BLS-Washington and State systems to generate
CCS records that reflect the actual movement of employment and wages between macro cells. In
addition, the proper assignment of Predecessor UI/RUN fields will provide the linkage to map
the new RUNSs to the fourth quarter RUNSs.

Records with MEEI 5 can be broken out to become several records with an MEEI code of 3
during any quarter of the year within the following guidelines: the industry, area, and ownership
codes must be maintained (held the same as before the breakouts) until the next first quarter.

While the reporting unit counts may potentially rise each quarter as a consequence, the
employment and wages within a macro level cell would not be adversely affected. The
following shows an example:

2002/1 - 2002/3

2002/4

2003/1

UI/RUN 0011223344/00000

UI/RUN 0011223344/00000

UI/RUN 0011223344/00000

(MEEI 2) (MEEI 2) (MEEI 2)
Active (status 1) Active (status 1) 900/5/335999; Active (status 1)
Cnty/Own/NAICS 900/5/335999 900/5/335999 Master; doesn't belong on CCS

UI/RUN 0011223344/00001
MEEI 3; Active (status 1)
Cnty/Own/NAICS 001/5/335999

—>

UI/RUN 0011223344/00001
MEEI 3; Active (status 1)
001/5/335999

UI/RUN 0011223344/00001
MEEI 3; Active (status 1)
001/5/335999

Doesn't belong on CCS; no
code change

UI/RUN 0011223344/00002
(MEEI 5)

UI/RUN 0011223344/00002
(MEEI 5)

,’ Terminated (status 2) Inactive (status 2)

)/ Doesn't belong on CCS; no
UI/RUN 0011223344/00002 )/ code change
MEEI 5
,(Active (status 1) UI/RUN 0011223344/00003 UI/RUN 0011223344/00003
003/5/335999 —p»{ (MEEI 3) (MEEI 3)

Active (status 1) 003/5/335999; Active (status 1)

Brgaggo%lzt to RUNs 00003 003/5/335999 Doesn't belong on CCS; no
an code change

UI/RUN 0011223344/00004

UI/RUN 0011223344/00004

(MEEI 3) (MEEI 3)
Active (status 1) 003/5/336322; Active (status 1)
003/5/335999 Belongs on CCS; needs

Old NAICS 335999
(Old fields 003/5/335999)
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5.6 Consolidating Multiple Worksite Reporters

Orphans and other Multi-establishment Situations

Most States do not store individual multi-establishment worksites on the Ul tax file. For those
that do, the Reporting Unit Number assignment on the tax file may not be the same as required
for the QCEW program. In these cases, where a multi-establishment employer sells or closes all
but one worksite, RUNSs for the remaining worksites should be terminated (made inactive). The
data from the QCR should be reported as RUN 00000. Any orphaned or single worksites with a
RUN greater than zero will fail the micro edits.

There may be instances in which a multi-establishment employer who has been regularly
submitting quarterly Multiple Worksite Reports either refuses or becomes unable to provide an
establishment-level breakout on a quarterly basis. When this occurs, there are three main
concerns:

1. Can the State obtain other information (explained below) to prorate employment and wage
data from the QCR on an ongoing basis?

2. If the answer to the first question is no, and the employer discontinues reporting in the middle
of the year, how can the State avoid showing a discontinuity in data resulting from collapsed
reporting?

3. How should the collapse be represented on the Code Change Supplement?

After learning of the change in reporting, the State should initially try to negotiate with the
employer to obtain complete establishment breakout information for at least one quarter of the
following year. If the employer agrees to report for one quarter a year, the State should use the
data obtained from the reported quarter to estimate data for the remaining quarters. States may
also examine other available sources of information to estimate establishment breakouts,
including CES data and the employer's wage records. (See Section 3.5 for more detail.)

If the State is not able to obtain data for one quarter a year to prorate employment and wage data,
and the employer has discontinued reporting in the middle of the year, it is important for the
State to continue estimation of establishment-level data for the remainder of that calendar year.
The State should first attempt to use data captured for one of the earlier quarters to prorate data
from the QCR to the worksite level for the remaining quarter(s). Again, States may also be able
to use CES data and the employer's wage records to estimate data for the remainder of the year.
The State should choose whatever method it deems most reliable.

The State should estimate the employer's establishment-level data through the fourth quarter of
the year, prorating from available data. If the employer is still unwilling or unable to provide
establishment-level data at the end of the year, the State may then collapse all subunit (worksite)
records into the primary worksite for the following first quarter. To do this, inactivate the
subunit records in the first quarter and stop reporting employment, wage, and other economic



QCEW Operating Manual
July 2003 Handling Changes in Reporting Configuration Page 5-33

data on these records (the records with RUN greater than 00000). Change the MEEI code of the
record with RUN 00000 from 2 (master) to 4 (multi reporting as a single). Set the first quarter
codes of this record equal to the industry and geographic codes of the primary worksite (subunit).
If there is no primary county (i.e., no single county representing 50% or more of the employment
of the Ul account), use county code 995. (See Section 3.5.)

The State should collapse establishments only at the end of the year, and only after all attempts
to persuade the employer to report have failed. If collapsing a large multi will move substantial
employment between industries or counties, the State should consider prorating for an additional
year while continuing to negotiate for disaggregated data.

Including Collapsed Worksites on the Code Change Supplement

To assist in explaining shifts in macro data, a Code Change Supplement record should be
generated for each subunit record that was in a county or industry different from the primary
establishment. Section 11.5.2 gives the procedures for this. Only subunits that had a county or
industry code different from the new consolidated record belong on the Code Change
Supplement. An example will further clarify this reporting procedure. Assume the following
records were part of a multi-establishment employer before the establishments had to be
collapsed:

Worksite | Ul Number RUN MEEI | NAICS | County | Ownership | Employment

Master | 1032547698 | 00000 2 511110 900 5 400

A 1032547698 | 00001 3 511110 001 B 250

B 1032547698 | 00002 3 511110 003 B 50

C 1032547698 | 00003 3 451110 001 5 50

D 1032547698 | 00004 3 451120 015 5 50

After the collapse, the employer should be reported in the first quarter as follows:

Ul Number RUN MEEI NAICS | County | Ownership | Employment
1032547698 00000 4 511110 001 5 400

Establishments B, C, and D are the only units from this account that should be included on the
CCS because they are the only units with changes to the industry code and/or county codes.
Establishment B (RUN 00002) had a county code different than the new aggregated record,;
establishment C (RUN 00003) had an industry code different than the new aggregated record;
establishment D (RUN 00004) had both an industry code and a county code different than the
new aggregated record. Therefore, these three records should be included on the CCS report as
follows:
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CCS Record
RUN Oold Oold Oold New New New Dec. MEEI
County Own NAICS | County Own NAICS Emp
00002 003 5 511110 001 50 3
00003 001 5 451110 511110 50 3
00004 015 5 451120 001 511110 50 3

The Old fields on the micro file become the Old fields on the CCS. The first quarter codes on

the micro file become the New fields on the CCS, even though the first quarter is inactive:

2002/1 through 2002/4 2003/1
RUN 00000 RUN 00000
(MEEI 2) (MEEI 4)
Cnty/Own/NAICS 900/5/511110 | 3,{001/5/511110
Active (status 1) Active (status 1)
Doesn't belong on CCS
RUN 00001 RUN 00001
(MEEI 3) 001/5/511110
001/5/511120 [ TTTTTTTT Inactive (status 2)
(status 1) Doesn't belong on CCS
(no code change)
RUN 00002 RUN 00002
(MEEI 3) 001/5/511110
003/5/511120 [ TTTTTTTT Inactive (status 2)
(status 1) Belongs on CCS
Needs Old County 003
(Old fields 003/5/511110)
RUN 00003 RUN 00003
(MEEI 3) 001/5/511110
001/5/451120 [ TTTTTTTT Inactive (status 2)
(status 1) Belongs on CCS, Needs
Old NAICS 451110
(Old fields 001/5/451110)
RUN 00004 RUN 00004
(MEEI 3) 001/5/511110
015/5/451120 [T TTTTTC Inactive (status 2)
(status 1) Belongs on CCS, Needs Old
County 015 & Old NAICS 451120

(Old fields 015/5/451120)

Chapter 11, and in particular Section 11.5.2, explains how to assign Old fields as well as the
ARS Response Code and other data elements needed to include the subunit records with code

changes on the CCS.
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5.7 Tracking Establishments that Change Ul or Reporting
Unit Numbers in the LDB

This section describes the record linkage process used by the Longitudinal Database (LDB)
System at BLS-Washington. The record linkage system constructs the longitudinal data of the
LDB by linking records over time. The data proceed through a series of steps comparing
establishments in the current quarter with establishments in the prior quarter. The order of the
steps involved in the record linkage process is listed below.

. Identification of SESA ID Links

. Removal of successors in fully-imputed, single unit SESA ID links

. Identification of inter-quarter predecessor/successor code links

. Identification of inter-quarter breakouts/consolidations

. Identification of inter-quarter weighted matches

. Identification of intra-quarter predecessor/successor links

. Identification of intra-quarter breakouts/consolidations

. Fully-imputed single unit links

CONO O WN B

For more detail about the data of the QCEW Program, see Section 1.1 The Program and Its Data
and Section 1.2 Purpose and Uses of the Data.

5.7.1 LDB Linkage Process

Step 1 - Identification of SESA ID Links

The files are first linked by the State FIPS code/UI/RUN combination, the “SESA 1D.” 95 to 97
percent of the current quarter’s records match by SESA 1D, with the percentage of SESA ID
matches from first quarter to fourth quarter being at the lower end of that range. Matches by
SESA ID do not undergo any type of validation; it is assumed that they are accurate. A SESA ID
link takes precedence over any other type of link involving a particular unit.

Step 2 - Removal of successors in fully imputed, single unit SESA ID links

Fully imputed subunits of multi-establishment employers (records with MEEI Codes of 3 or 5)
that match by SESA ID are assumed to be valid matches and are removed from the matching
process along with the SESA 1D matches involving non-imputed records. SESA ID links
involving current quarter, fully imputed, single units (those with MEEI codes of 1, 4, or 6) are
not initially accepted.
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Step 3 - Identification of inter-quarter predecessor/successor code links

The system next links records across quarters that match via State-assigned Predecessor or
Successor codes. To be considered, records cannot have linked via SESA ID earlier in the
process (unless they are fully imputed single units). One-to-one predecessor/successor code
matches do not undergo any type of validation. The State-provided information is assumed
correct.

Step 4 - Identification of inter-quarter breakouts/consolidations

The system next attempts to identify cases of administrative reporting changes occurring
between quarters. The system looks for these changes both within and between Ul accounts.
The system identifies as breakouts or consolidations those records within a quarter that have
repeated predecessor or successor UI/RUN combinations and the single units in the other quarter
that they point to. In addition, the system checks Ul accounts that have changed between
quarters from a single unit reporter to a multi-establishment reporter and vice versa and that may
or may not have predecessor/successor information on them. In the situation when
predecessor/successor numbers are not present, if an Ul account’s employment changes between
the third month of the prior quarter to the first month of the current quarter by 50 percent or less
(based on prior quarter employment), that Ul account is also identified as a breakout or
consolidation.

This employment change edit is run on all potential inter-quarter breakouts and consolidations —
those with predecessor and/or successor information and those without it. When the employment
check is run on those situations identified by predecessor/successor information, the system will
not overturn the identification based on employment change, but adds a flag describing whether
the employment changed more or less than 50 percent. When the employment check is run on
potential breakouts and consolidations not identified by predecessor/successor information
(always within a Ul account), a breakout or consolidation is identified only if the employment
difference between the two periods is within the range of 50 percent.

Step 5 - Identification of inter-quarter weighted matches

A probability-based weighted match process which involves only the unmatched records from
step four, the administrative code match process, is then executed. The weighted match process
is accomplished using the software packages SuperStan and SuperMatch, from Ascential
Software. SuperStan standardizes names and addresses for linking. SuperMatch employs a
record linkage methodology using the frequency of occurrence of selected variable values to
calculate the probability that a variable’s values agree at random within a given block. Pairs of
records having enough in common to exceed a pre-specified point value are identified as valid
matches.

The weighted matching component is structured into 21 separate matching routines. Only pairs
of records that match on certain variables are allowed into each routine or “block,” as they are
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called. The combination of matching variables is different in each of the blocks so those pairs of
records excluded from some blocks qualify for others. Cutoff weights -- the point values that
must be exceeded in each block to qualify as a good match -- are set individually for each block.
In the initial system, these cutoff weights are universal. They do not vary based upon the State,
industry, or other characteristics of the incoming records. In general, the cutoff weights are
lower in blocks in which matches must have a lot in common just to qualify for the block and
higher in blocks where potential matches can be considered despite having less in common.

Step 6 - Identification of intra-quarter predecessor/successor links

Within the current quarter, records that link to each other via predecessor and/or successor
numbers are considered a valid match. All current quarter records are considered as potential
predecessors in the intra-quarter matching. The successor records involved in these matches,
however, are not allowed to match to the prior quarter. Records with a match to the prior quarter
that were identified before entering this component are not given the opportunity to be
successors in this step. Likewise, once a record is identified as a successor in an intra-quarter
match, it cannot match to the prior quarter in subsequent phases of the process.

The successor records identified in the weighted match, step five, subsequently are allowed to
match as either predecessors or successors in the intra-quarter matching. If one of these records
links as a successor in the intra-quarter matching, the weighted link to the prior quarter will be
broken and the intra-quarter link will be accepted.

The system can have only one record on the database representing each individual continuous
unit identified by a unique LDB number. To meet this requirement, the system merges the pair
of records linked within the current quarter. The merged record retains the administrative
information of the successor. The system determines which record’s employment to retain by
comparing the monthly employment values independently for each month. If the successor’s
employment is greater than zero, then its employment and associated flag are retained. If the
successor’s employment is zero and the predecessor’s employment is greater than zero, then the
predecessor’s employment and associated flag are retained. If both records have positive wages,
the wages are combined in the merged record.

Step 7 - Identification of intra-quarter breakouts/consolidations

When the system identifies new current quarter records with repeated predecessor or successor
UIN/RUN combinations that point to a current quarter single unit, the involved units are
identified as intra-quarter breakouts or consolidations. Similar to the one-to-one intra-quarter
processing described above, the predecessor records involved in these situations are given the
opportunity to match in all other phases of the matching process while the successor records are
not allowed to match to the prior quarter — with one exception. The initial system will not allow
predecessors in an intra-quarter breakout and consolidations to have been involved in an inter-
quarter breakout or consolidation. Thus, combinations of inter- and intra-quarter breakouts and
consolidations are not identified.
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Similar to the way the system merges one-to-one intra-quarter matches; the system also merges
the records involved in many-to-one and one-to-many intra-quarter matches. Similar logic is
utilized to perform the merging but it is expanded to handle these more complex cases. The
administrative information of the successor records is retained. Regarding merging employment
and wages, breakouts and consolidations undergo slightly different procedures.

Step 8 - Fully imputed single unit links

A fully imputed establishment is one that has all three months of employment and quarterly
wages imputed. When there are fully imputed current quarter units with MEEI Codes of 1, 4, or
6 that have a SESA ID match to the prior quarter, the prior quarter records involved are returned
to the matching process after their identification (Step 2 of the Record Linkage process). These
prior quarter records are then eligible to match in all other components of the matching process.
Rather than assume that these units are delinquent, an attempt is made to identify the units that
actually may have been reported under new ownership. Following completion of the matching
process, if the prior quarter records were not linked to another current quarter record, they will be
rejoined with their fully imputed current quarter counterpart (Step 8 of the Record Linkage
process).

5.7.2 Updates and the Linking Process

Only the "current"” quarter's records and the "previous™ quarter's records are involved in the
linking process. Updates made to quarters that come before the "previous” quarter will not affect
how records are linked. To illustrate, suppose that the current quarter is 2003/2 and that a file
with a new SESA ID is submitted with no State assigned predecessor/successor numbers. The
linking process is then performed on the file and no match is found. This file is considered a
birth file. In the following quarter, 2003/3, a record for this file (same SESA ID) is submitted
with a set of predecessor/successor numbers. The newly submitted, updated record is still a part
of the linking process. The newly acquired predecessor/successor numbers allow the linking
process to correct the "birth™ status initially conferred upon the file. Accurate linkage is
maintained on the LDB.

Now suppose a similar but different scenario. The current quarter is 2003/2 and a file with a new
SESA ID is submitted with no State assigned predecessor/successor numbers. The linking
process is performed on the file and no match is found. The file is then considered a birth file.

In the following quarter, 2003/3, a record for this file (same SESA ID) is again submitted
without a set of predecessor/successor numbers. This third quarter file is linked to the initial file
submitted in second quarter. In 2003/4, a record for this file (same SESA ID) is submitted with
predecessor/successor numbers. This fourth quarter file is correctly linked to the third quarter
file with the same SESA ID. However, the file associated with this specific SESA ID is not
linked to the predecessor/successor files as indicated by the predecessor/successor numbers
submitted in the 2003/4 file.
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Chapter 6 — Annual Refiling Survey

The main purpose of the Annual Refiling Survey (ARS) is to verify or correct the North
American Industry Classification System (NAICS) codes assigned to establishments. Other
important purposes of the ARS are to verify or update establishments’ mailing and physical
location addresses and geographic codes such as county and township (independent city, parish,
or island in some States). The ARS also asks employers to identify new locations in the State.

This chapter outlines the three-year processing cycle by which the QCEW program surveys
virtually all covered establishments. After describing the criteria used to select establishments
each year, details are provided on the response rate requirements. Following the requirements is
a detailed section on the forms used in the survey, the BLS-3023 NVS, NVM, and NCA. Key
portions of the forms are described and instructions are given for printing and proofing. Also
included is a section on cover letters, complete with requirements and sample letters that the
States can adapt to their individual purposes.

Following the section on cover letters is information on obtaining form fonts, templates, and
logos. This section also outlines the yearly request for information that is input to the form
printing process such as authorization statements and State agency names.

After describing the inputs, a section is given that outlines the entire process of reviewing the
refiling forms once they are received back from the employers. Key decision points are
described in detail and a flowchart of the process is given. Following the section on the process
IS a section on the methods used for mailing and collecting the ARS information.

There is also a section on the Centralized Annual Refiling Survey (CARS) that provides State
offices the opportunity to take advantage of printing, mailing, receiving, scanning and sorting
services for the ARS. In addition to reducing costs associated with these activities, CARS
should allow the State staff to use their limited time in a more productive manner.

Finally, this chapter concludes with sections on Professional Employer Organizations, the
various reports used to track the progress of the ARS, and a discussion of response rates.

6.1 Purpose of the ARS
6.2 ARS Processing Cycle and Selection Criteria
6.3 ARS Response Rate Requirements
6.4 ARS Forms
6.4.1 Explanation of Key Areas of ARS Forms

6.4.2 Printing the ARS Forms
6.4.3 Proofing the ARS Forms
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6.5 Cover Letters
6.6 Obtaining ARS Forms

6.7 ARS Processing
6.7.1 Most Common ARS Response Codes

6.8 Mailing and Collection Methods
6.8.1 Touchtone Response System
6.8.2 BLS ARS Review
6.8.3 Centralized ARS (CARYS)
6.9 Dealing with Professional Employer Organizations

6.10 Reports for BLS

6.11 Usable Response Rate and Total Response Rate
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6.1 Purpose of the ARS

The main purpose of the ARS is to verify or correct, if necessary, the NAICS code assigned to
the establishment. The NAICS code reflects the main economic activity of the business at that
location, but may not include all activities conducted since only one code is assigned. The
industry description is preprinted on the ARS form and is a general description of establishments
that are coded in that NAICS industry. If an employer disagrees with or is not sure of the
NAICS industry description, then the employer is requested to provide more details about the
business activities and goods and/or services provided. The State coder will then review the
information and change, if necessary, the NAICS code assigned to that employer.

Another important purpose of the ARS is to verify or update the mailing address of the
establishment. Since other statistical programs require this information, which is part of the use
of the Longitudinal Database (LDB) as a sampling frame, it is important that the employer’s
mailing address be current. The physical location address, which is the actual location of the
business, also needs to be reviewed and updated, if necessary. This address is the one where the
employer conducts business and receives deliveries. Therefore, the physical location address
cannot be a Post Office Box or rural route number. The physical location address must be
accurate and current so that data can be geocoded at sub-county levels.

Other data verified and/or updated during the ARS are geographic codes such as county,
township, independent city, parish, or island. Data in the QCEW Program are published by these
geographic locations, so it is important to update this field, if necessary.

Finally, the ARS asks employers to identify new locations in the State. Sometimes an employer
will have opened a new store or office and is asked to give the physical location address and the
number of employees at each new location. This information is necessary to determine whether
this employer should be requested to file a Multiple Worksite Report (MWR).

When there are changes to the NAICS, geographic codes, or Ownership codes, the State includes
this information in the Code Change Supplement (CCS), a component of the Enhanced Quarterly
Unemployment Insurance (EQUI) file that is submitted for the first quarter of each year. States
send mailing and physical location address changes to BLS-Washington in the EQUI every
quarter.
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6.2 ARS Processing Cycle and Selection Criteria

Once every three years, the State Workforce Agencies send employers that are covered by the
State's Unemployment Insurance (Ul) laws an Industry Verification Form to ensure that State
records correctly reflect the business activity and location of that employer. States send this
form to approximately one-third of the businesses in the State each year, surveying the entire
universe of covered businesses over a three-year cycle. The employer specific information is
preprinted on the form and the employer is asked to correct anything that is incorrect and to
supply data that are missing.

Establishments in the survey are selected across industries using the seventh and eight digits of
the Federal Employer Identification Number (EIN). In year one, units in the range 00-33 are
surveyed. In year two, units in the range 34-66 are surveyed. In year three, units in the range
67-99 are surveyed. The following table illustrates the ARS cycle.

EIN Digits EIN Range Year Fiscal Year
7-8 00-33 1 05, 08
7-8 34-66 2 06, 09
7-8 67-99 3 07, 10

This processing cycle repeats itself in succeeding years. All establishments missing EINs (blank
or zero-filled) are selected for the ARS based on the Ul Account Number field. Two digits of
the 10-position Ul Account Number field should be used in the same manner as the seventh and
eight digits of the EIN. Most States use positions 9 and 8, respectively, of their Ul Account
Number. There are exceptions as listed in the table below:

State Use Ul Number Positions
AL 6,7
MD 9,8
ME 56
MS 5,6
MT 9,10
NC 9,10
NE 6,7
NV 6,7
NY 9,10
VT 10,9
WA 6,7
WY 56
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ARS Exclusions

The following establishments are excluded from the ARS:

Establishments coded in NAICS 814110 (Private Households) are excluded. Establishments
that are assigned this code are primarily engaged in employing workers on or about the
premises in activities primarily concerned with the operations of the household. These
private households may employ individuals such as cooks, maids, nannies, butlers, and
outside workers such as gardeners, caretakers, and other maintenance workers. These
establishments do not provide services to the public outside of the household. BLS-
Washington periodically assesses the quality of the coding within NAICS 814110 to ensure
that only private households, and not businesses, are classified there. Many of the records
found to be miscoded are the result of data entry errors.

Establishments that were active but had less than three employees for each of the most recent
12 months, regardless of total wages, are excluded from the ARS. Typically, the most recent
12 months would include the current quarter and the three prior quarters. This less-than-
three exclusion does not apply to records coded in counties 995-999 with employment
greater than zero in at least one of the 12 months. NOTE: Establishments that have between
two and three employees for the most recent 12 months have been excluded only for the ARS
in FY 2007. This is to compensate for the additional establishments being reviewed due to
the NAICS 2007 revision.

Selected private establishments are excluded. Instead of sending survey forms to large
private establishments with well known business activities, BLS will centrally review the
NAICS codes of a limited group of companies, and States will make additional contacts and
updates as necessary. This topic is discussed in Section 6.8.2.

Federal, State, and Local government establishments are excluded. Establishments with
Ownership codes 1, 2, or 3 will not be sent survey forms. However, BLS-Washington staff
will centrally review this information with the help of the BLS regional office, and States
will make additional contacts and updates as necessary. This topic is also discussed in
Section 6.8.2.

Unclassified establishments are excluded. Specifically, establishments coded as NAICS
999999 are not included in the ARS cycle and should instead be processed on a flow basis
throughout the year. All unclassified establishments should be sent a BLS-3023 NCA form
as soon as possible after being assigned a NAICS code of 999999 and updated when
information on the establishment’s activities is obtained.
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6.3 ARS Response Rate Requirements

The Cooperative Agreement between each State and the Bureau of Labor Statistics requires a
State to obtain a usable ARS response rate of at least 75% of units or 80% of employment. Most
States will send at least two follow-up mailings during the year to accomplish this goal. Some
States will also make telephone contact with large employers to verify their NAICS code and
address in the absence of a returned ARS form. Another way to find industry and location
information on a business is to access its website. Often, all company locations and business
activities are listed. This information can then be used to verify or update State files.
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6.4 ARS Forms

States must collect product and activity information for ARS purposes using current BLS-3023
forms prepared in accordance with the requirements of the Office of Management and Budget
(OMB) and the U.S. Department of Labor.

There are three different types of BLS-3023 forms, each designed to collect information from
different types of employers. The BLS 3023-NVS and NVM forms request the respondent to
verify the accuracy of a NAICS description of their activities, as well as other important business
identification information. The 3023-NCA form is sent to unclassified establishments (NAICS
999999).

Each form is designed to verify and collect specific information concerning the employer's
NAICS code and geographic location. Physical location addresses are verified for single-unit
employers through the use of the BLS 3023-NVS form. The BLS 3023-NVS and 3023-NCA
forms are also used to assess Multiple Worksite Reporting eligibility.

BLS 3023-NVS - Industry Verification Form — Single Locations

This form is sent to single-unit establishments (MEEI 1, 4, 6) within a State. Respondents are
asked to verify a preprinted industry description regarding the establishment’s business activities
and whether multiple locations exist within the State. The respondent is asked to verify or
correct preprinted physical location and mailing addresses and county location or provide this
information if any of these data elements are missing. See Appendix P for an example of the
3023-NVS form. This example contains fictitious data to show how data appear on the form
when issued to employers.

BLS 3023-NVM - Industry Verification Form — Multiple Locations

This form is sent to employers that have multiple worksites within a State under the same
unemployment insurance number. Employers are asked to review a preprinted industry
description for those worksites that are involved in the same economic activity. Employers that
have worksites with various economic activities are sent a BLS 3023-NVM form with separate
continuation pages for each establishment with a different business activity. If the description(s)
is correct, the employer checks the "YES" box for each establishment. If the description is
incorrect for one or more of the establishments, the employer checks the “NO” box and is then
asked to provide an appropriate description of the establishment(s) actual products or services.
The employer is also asked to provide answers to other questions pertaining to their current
physical location address and assigned county and/or township location. See Appendix P for an
example of the 3023-NVM form. This example contains fictitious data to show how data appear
on the form when issued to employers.
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BLS 3023-NCA - Industry Verification Form - All Industry Form

This form is sent to new or unclassified establishments that are coded in NAICS 999999
(Unclassified Establishments). The employer is asked to provide a detailed description of their
products or services. Additionally, the employer is asked to provide answers to other questions
pertaining to multiple worksites within the State. The BLS-3023 NCA form asks the employer
either to verify or to correct their physical location address and county and/or township location,
or provide this information if missing. States should keep the percentage of total employment
classified in NAICS 999999 below 0.5% of total employment in the State. See Appendix P for
an example of the 3023-NCA form. This example contains fictitious data to show how data
appear on the form when issued to employers.

6.4.1 Explanation of Key Areas of ARS Forms

The BLS 3023 ARS forms include key sections as listed below:

1. Authorization Statement

This is the statement (Item 1 on the front of the form) that cites the United States Code that
authorizes the survey and, if applicable, the State law that mandates the survey. Due to space
limitations, 4 lines with 90 positions per line are reserved on each of the NAICS forms for this
authorization Statement. The language for this statement was provided to the States by BLS.

States that mandate the survey should use an appropriate “mandatory” statement:

""This report is mandatory under [State name and law], and is authorized by law, 29
U.S.C. 2. Your cooperation is needed to make the results of this survey complete,
accurate, and timely."

States that do not mandate the survey MUST use the "voluntary" statement:

"This report is authorized by law, 29 U.S.C. 2. Your voluntary cooperation is
needed to make the results of this survey complete, accurate, and timely."

2. Confidentiality Statement

All States must use the same confidentiality/informed consent statement. It is included in the
“Purpose and Use” statement at the bottom front or bottom back of the form and accurately
reflects the confidentiality policy in all States as well as BLS.

The confidentiality/informed consent statement to be used by all States on all BLS 3023 forms is
as follows:

“The information collected on this form by the Bureau of Labor Statistics and the State
agencies cooperating in its statistical programs will be used for statistical and
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Unemployment Insurance program purposes, and other purposes in accordance with
law.”

3. Unemployment Insurance Account Number

Each of the BLS 3023 ARS forms reference one Unemployment Insurance Account Number.
This Ul number is used by the employer to identify the business in order to answer the survey
questions. When an employer has multiple locations with the same Ul number in the State, then
all the locations print on the NVM form are identified by a Reporting Unit Description (RUD)
and a Reporting Unit Number (RUN).

4. Name and Mailing Address

This section asks the employer to verify or correct the name and mailing address to which ARS
correspondence will be sent. The name and mailing address listed here may differ from the
physical location address. One reason is that some employers want their administrative reports
sent to a third-party agent, such as an accounting firm or payroll service. Another reason that
mailing address and physical location addresses do not match is that while mail can be delivered
to a Post Office Box, it is not enough descriptive information for the physical location address
which is used to assign geographic codes to the actual place of business.

5. Physical Location Address

The Physical Location Address is where the business is actually located (street and number).
This is the address of the place where business is conducted and deliveries received, thus it
cannot be a Post Office Box. If the Physical Location Address is known, it appears on the ARS
forms. If not, employers are asked to provide it.

6. Geographic Location

The BLS 3023 ARS forms ask employers to verify or correct geographic designation information
such as county, township, independent city, parish, island, municipality, city, etc. When the
employer changes this information, the new geographic designation should be checked against
the FIPS code currently on file.

7. NAICS Industry Description

The BLS 3023 NVS and NVM forms ask employers to review the printed industry description
for the NAICS code assigned to the business. This industry code should correspond to the main
activity and therefore might not incorporate all business activities. Only one NAICS code is
assigned to each location.

When the printed industry description does not describe the main business activities of the
location in the last 12 months, then the employer is asked to write the main business activities,
goods, products, or services and give an approximate percentage of sales or revenues resulting
for each item. State coders then use this information to assign a new NAICS code.
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During the NAICS 2007 revision for employers currently coded in a split industry, the preprinted
industry descriptions on the ARS forms have been modified to collect percentage breakouts of
sales revenues that correspond to the activities into which the NAICS 2002 code is splitting for
NAICS 2007.

The BLS 3023 ARS forms are sometimes also called Industry Verification Forms because they
ask the employer to read and then verify the industry description on file. Another approach to
obtaining an industry code, although time consuming, would be to ask all businesses to write
their most important activities on the form regardless if they are already known, and then have
State staff assign a NAICS code. The industry verification approach is preferred because it saves
time for both the respondent and State staff. The only time the employer has to write and the
State has to review anything is when the industry description is incorrect.

Non-coding State personnel can perform an initial review of forms. Skilled coding personnel
need only review those forms on which the employer indicates that the printed industry
description is incorrect. It is important to note that States must assign the appropriate NAICS
code to all firms. All forms, including those where the employer verified the printed industry
description, must still be reviewed to validate or correct other information provided.

8. Support Services

Support services under the SIC and 1997-2002 version of NAICS were coded with an additional
code (auxiliary). However, with the current makeup of NAICS, auxiliary codes are no longer
needed as establishments are now coded by their primary activity, regardless of the enterprise.
Some examples of auxiliaries were headquarters, warehouses, and laboratories. Those
establishments are now coded by their economic activity. As of 2006/2, auxiliary codes are no
longer required or maintained.

9. Website
Coders should use the business' website to obtain more information when the employer’s
response to the survey form does not give sufficient detail. The website can be helpful for

clarifying activities, goods, or services, as well as for obtaining business locations.

10. Touchtone Response System Information (NVS only)

Single-location businesses that are eligible to respond using the Touchtone Response System will
have instructions printed in Item 13 on the back of the NVS form.
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11. Contact Person

When coders have guestions about any answers given by the employer, they should call the
contact person listed. Whenever possible, States should input this information along with the
contact fax number into the State system.

12. Office Use Area

States use this section of the form to see current codes, assign an ARS Response Code, and to
record updates for NAICS, geographic code(s), etc.

6.4.2 Printing the ARS Forms

The standard State processing systems (EXPO and WIN-202) generate the ARS forms by using
and merging various inputs and files which include employer and State-specific data and form
templates.

The printing of the ARS forms is arranged by each State and can be done in-house or at another
location. For States that use the EXPO Service Center, the forms can be printed at the SunGard
facility in Voorhees, New Jersey and shipped to the State. SunGard is also an option for those
States that do not have access to a Xerox laser printer. States may use their own printer, or work
with their regional office (and in some cases the State system developers) to make other printing
arrangements. WIN-202 States can also have forms printed in Maine if needed. Finally, both
EXPO and WIN-202 States have the option to use the CARS contractor to print the NVS forms
(please see Section 6.8.3).

Only States that print their forms in-house are required to have one sample of each type of form
(NVS, NVM, NCA) reviewed each year. The ARS forms should be reviewed and approved by
the regional and national office before the States mail them to employers. The regional office
should forward a copy of each form (NVS, NVM, NCA) to BLS-Washington.

Periodically, BLS-Washington revises the ARS forms. In the past, comments from States have
been very useful in improving these forms. State comments should be provided to BLS-
Washington through the regional office on a flow basis.

Comments on the industry descriptions are also useful. If the State identifies any description that
is incorrect, not as inclusive as it could be, or generates a large amount of refiling records with
ARS Response Code 42 (employer misunderstood industry descriptions(s) but codes assigned
are correct), notify the regional office. The regional office should then inform BLS-Washington
of the problem. The ARS industry descriptions will then be updated, where necessary.
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BLS-Washington Form Printing Inputs

Once a year, BLS-Washington will request via email updated information concerning (1) the
Authorization Statement to be printed by each State on their ARS forms (Item 1, front side of
each ARS form template), and (2) the State Agency Name to be printed on their ARS forms.
The State Agency Name is printed in the upper right corner of the first page of each ARS form
template and at the top of the Instructions Page of the NVM form.

Once all information is received and all questions are resolved, the information is forwarded by
BLS-Washington via email attachments to the various system developers (EXPO and WIN-202)
so that this information is printed on the ARS forms for each State as needed.

This information is requested annually and maintained by BLS-Washington to ensure that the
most current information is printed on the ARS forms for each State.

6.4.3 Proofing the ARS Forms

State staff must proof the printed forms before mailing to verify that the forms are printing
correctly. Be sure to check the accuracy and positioning of the variable data. Review a sample
of forms from each print run. Preferably, the sample should be drawn from the beginning,
middle, and end of the run rather than just the first few forms on top.

The variable data includes both State-specific and employer-specific elements. The State-
specific elements include:

e State agency name

e State agency return address

e Phone, Fax, and other numbers

e Authorization Statement (voluntary or mandatory as applicable)

e Geographic label (for example, "County," "County/Town," "Parish", "Island", etc.)

Employer-specific elements on some or all the forms include:
e Ul Account Number
Reporting Unit Number
Trade/Legal Names
Address (Mailing, Physical Location, and/or Ul)
RUD
Approximate employment (represents average monthly employment (AME))
Industry, County, Township, and Multi Establishment Employer Indicator (MEEI) codes

In addition, the industry description and the name of the county (or township, parish, etc.) are
determined by codes specific to the employer or the reporting unit.

To verify the accuracy of printed forms, use the standard State system to examine the
corresponding records or Ul accounts. Compare the forms to the records. To protect the
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confidentiality of the data, make sure that all the employer-specific data (including the address)
on each form in the sample belongs to the subject employer.

Check that the variable data are positioned correctly, as shown on the sample forms in Appendix
P. Most forms are mailed in window envelopes. Verify that the name and address will appear in
the window once the form is folded.
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6.5 Cover Letters

A cover letter must accompany each ARS form. Exhibits 6A and 6C are sample cover letters
that can be used as guides for the States to prepare comparable State-specific versions for their
needs. The sample letters are generalized so that cover letters will be somewhat standardized
throughout the country. Instructions on how to adapt the sample letters to specific State needs
are also provided. The BLS-Washington and the appropriate BLS regional office must approve
all State cover letters before they are used. There may be special circumstances, the NAICS
2007 revision for example, where a special cover letter might be needed.

The cover letter should explain the purpose of the survey, describe how the employer was
selected, and convey the importance of industry coding. For reference purposes, cover letters
should be dated. The letter should indicate that the survey is authorized by Federal law. It
should also indicate whether the return of the form is voluntary or mandatory under State law.
The following issues are of particular importance within the cover letter:

A. Mandatory or voluntary authorization statement

e Mandatory statement: Note the title and section of the State law which establishes the
requirement.

o Voluntary statement: “This survey is authorized by 29 U.S. Code, Section 2” and if
appropriate, add "and...<any State laws applicable to completing it>.”

B. Confidential statement requirements - The cover letter must include the OMB-approved
confidentiality statement shown on the BLS form:

e Basic: “The information collected on this form by the Bureau of Labor Statistics and the
State agencies cooperating in its statistical programs will be used for statistical and
Unemployment Insurance program purposes, and other purposes in accordance with
law.”

o Additional State uses, if any: "In addition to the statistical and Unemployment Insurance
uses of the data, <Statename> also uses the data for <insert nonstatistical uses of the
data>.”

C. Recommended:

e Response deadline: The State should use the cover letter as a vehicle to establish a
response deadline (within 14 days).

o Contact information: Provide a telephone number, a name (if appropriate), the hours
that help is available, and your time zone (to benefit out-of-state callers). Do not use
“standard” or “daylight savings” time, as this can change over the course of the ARS
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cycle. Rather, say something like, “...between 8:30 a.m. and 5:00 p.m. Mountain
Time.”

o Use State letterhead, and keep the letter to one side of one page. This procedure will be
easier with a proportionally-spaced font such as Times Roman rather than a fixed space
(typewriter) font such as Courier. If necessary, use smaller margins at the sides and
bottom.

e Fonts should be as large as possible so that employers can easily read the letter. Where
possible, States should use different cover letters for each mailing. Cover letters mailed
with follow-up requests for information (i.e., second or third mailings) should say that
information was requested previously. A sample follow-up cover letter is provided as
Exhibit 6B.

o Cover letters must be kept up-to-date. For instance, during a gubernatorial election year,
a State should only print the amount of cover letters needed for the first mailing because
a new governor may take office in January and thus the letterhead used for the ARS
letters would need to be updated.
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EXHIBIT 6A Sample Survey Cover Letter (First Mailing)
ARS Letter (one page)

Date (Month, Year)

Dear Employer,

Every few years the <Insert State agency> sends you an Industry Verification Form to ensure
that our records correctly reflect your business activity and location. If you have changes to the
preprinted information, please make them directly on the form. Return it within 14 days using
the postage-paid envelope provided. We need to hear from you whether or not anything has
changed. If you are an accountant, payroll service, or other third party representing the business
named on the form, we need the information for this client.

Why are we asking for this information? In conjunction with the U.S. Bureau of Labor
Statistics, we compile detailed economic statistics for <Insert State name> based on business
activity and location. Together we prepare profiles of labor markets for local communities, for
<Insert State name>, and for the nation as a whole. The information is widely used by
academic researchers, community organizations, government agencies, and others looking at
businesses and jobs in your area. <Insert “Specific examples that directly benefit your State’s
businesses if appropriate>.

(1) This survey is mandatory for employers in <Insert State name> under <Insert title and
section of State law mandating completion of form>, and authorized by 29 U.S. Code, Section
2. (2) This survey is authorized by 29 U.S. Code, Section 2 and <Insert title and section of
State law applicable to completion of form if appropriate>. The information collected on this
form by the Bureau of Labor Statistics and the State agencies cooperating in its statistical
programs will be used for statistical and Unemployment Insurance program purposes, and other
purposes in accordance with law. <Insert nonstatistical uses of the data, if appropriate>.

Please complete all items of the form and return it in the enclosed postage-paid envelope within
14 days. Your timely response saves tax dollars by reducing the need for follow-up mailings. If
you have any questions, call our office at <Insert telephone number, hours of business
between __a.m.and ___ p.m. (time zone) Monday through Friday” and a website address
if applicable>. Thank you for your cooperation.

Sincerely,

<Insert Name of appropriate State official>
<Insert State official Title>

Enclosures
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1. Sentence (1) should be included by those States in which the survey is mandatory. These States have a specific
State law referenced at the top of the refiling form mandating completion of the form. The ““1” and the
surrounding parentheses should be omitted.

2. Sentence (2) should be used by those States in which the survey is voluntary. If there is an applicable law, it
should be mentioned. The number “2”” and the surround parentheses should be omitted.
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EXHIBIT 6B Sample Survey Cover letter (Follow-up Mailing)
ARS Letter (one page)
Date (Month, Year)

Dear Employer,

Please take a few minutes to complete the enclosed Industry Verification Form. Recently we sent the
form to you, but so far we have not received a response. It is important that you respond so that the
information in our records is accurate and up-to-date.

Every few years the <Insert State agency>asks <Insert State name> employers to verify the
information we have on your business activity and location. All you need to do is look at the form,
correct any errors, and mail it back in the postage-paid envelope provided. If you're no longer operating
as a business in <Insert State name>, please tell us when the business was closed or sold. If everything
is correct and nothing has changed, we need to know that too. If you are an accountant, payroll service,
or other third party representing the business named on the form, we need the information for this client.

Why are we asking for this information? In conjunction with the U.S. Bureau of Labor Statistics, we
compile detailed economic statistics for <Insert State name> based on business activity and location.
Together we prepare profiles of labor markets for local communities, for <Insert State name>, and for
the nation as a whole. The information is widely used by academic researchers, community
organizations, government agencies, and others looking at businesses and jobs in your area. <Insert
“Specific examples that directly benefit your State’s businesses if appropriate>.

(1) This survey is mandatory for employers in <Insert State name> under <Insert title and section of
State law mandating completion of form>, and authorized by 29 U.S. Code, Section 2. (2) This survey
is authorized by 29 U.S. Code, Section 2 and <Insert title and section of State law applicable to
completion of form if appropriate>. The information collected on this form by the Bureau of Labor
Statistics and the State agencies cooperating in its statistical programs will be used for statistical and
Unemployment Insurance program purposes, and other purposes in accordance with law. <Insert
nonstatistical uses of the data, if appropriate>.

Please complete all items of the form and return it in the enclosed postage-paid envelope within 14 days.
Your timely response saves tax dollars by reducing the need for follow-up mailings. If you have already
reviewed and returned the form, please accept our thanks. We really appreciate your cooperation.

If you have any questions, call our office at <Insert telephone number, hours of business between
am.and __ p.m. (time zone) Monday through Friday” and a website address if applicable>.
Thank you for your cooperation.

Sincerely,

<Insert Name of appropriate State official>
<Insert State official Title>

Enclosures
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1. Sentence (1) should be included by those States in which the survey is mandatory. These States have a specific
State law referenced at the top of the refiling form mandating completion of the form. The ““1” and the
surrounding parentheses should be omitted.

2. Sentence (2) should be used by those States in which the survey is voluntary. If there is an applicable law, it
should be mentioned. The number “2”” and the surround parentheses should be omitted.
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EXHIBIT 6C Sample NCA Survey Cover letter
ARS Letter (one page)
Date (Month, Year)

Dear Employer,

The <Insert State agency> does not have sufficient information to assign a North American
Industry Classification System (NAICS) code to your business. Please take a few minutes to
complete both sides of the enclosed Industry Verification Form. Initem 9, be sure to describe
your business activities, goods, products or services in <Insert State name>, as though you were
telling a prospective employee what you do.

(1)Completing this form is mandatory for employers in <Insert State name> under the <Insert
title and section of State law mandating completion of form> and authorized by 29 U.S. Code,
Section 2. (2) This survey is authorized by 29 U.S. Code, Section 2 and <Insert title and section
of State law applicable to completion of form if appropriate. The information collected on this
form by the Bureau of Labor Statistics and the State agencies cooperating in its statistical
programs, will be used for statistical and Unemployment Insurance program purposes, and other
purposes in accordance with law. <Insert nonstatistical uses of the data, if appropriate>.

Why are we asking for this information? In conjunction with the U.S. Bureau of Labor
Statistics, we compile detailed economic statistics for <Insert State name> based on business
activity and location. We prepare profiles of labor markets for local communities, for <Insert
State name>, and for the nation as a whole. The information is widely used by academic
researchers, community organizations, government agencies, and others looking at businesses
and jobs in your area. <Insert “Specific examples that directly benefit your State’s
businesses if appropriate>.

Please complete all items of the form and return it in the enclosed postage-paid envelope within
14 days. Your timely response saves tax dollars by reducing the need for follow-up mailings. If
you have any questions, call our office at <Insert telephone number, hours of business
between _ _a.m.and ___ p.m. (time zone) Monday through Friday” and a website address
if applicable>. Thank you for your cooperation.

Sincerely,

<Insert Name of appropriate State official>
<Insert State official Title>

Enclosures

1. Sentence (1) should be included by those States in which the survey is mandatory. These States have a specific
State law referenced at the top of the refiling form mandating completion of the form. The ““1”” and the
surrounding parentheses should be omitted.
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2. Sentence (2) should be used by those States in which the survey is voluntary. If there is an applicable law, it
should be mentioned. The number “2”” and the surround parentheses should be omitted.
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6.6 Obtaining ARS Forms

Form Templates/Fonts/Logo

BLS-Washington will provide the necessary Xerox LPS-based 3023 ARS form templates (and
accompanying fonts and logo) automatically to States and SunGard whenever new forms are
approved for production use. Prior to distributing the necessary form templates/fonts/logo, BLS-
Washington will request the following information from States via email:

1) Where they will print the forms (in-State, SunGard)

2) Transmission medium

3) Delivery address

This also applies whenever existing form templates are modified or if new fonts are introduced.
Note that BLS-Washington currently supports Xerox LPS-based form templates, fonts, and logo
(.FRM, .FNT, and .LGO files). Examples of Xerox LPS-capable printers are Xerox 87xx, 97xx,
4050, 4090, 4135, 4635, 4850, and 4890 printers.

The Xerox LPS-based ARS form templates, fonts, and logo are typically transmitted to States
and SunGard via Xerox LPS-formatted 5.25” and 3.5” floppy disks. These same resources can
also be transmitted via other transmission media such as regular DOS-formatted disks (3.5”) or
email attachments, if requested. However, please note that transmission of these resources
via DOS disks or e-mail attachments depends upon the specific Xerox printer and/or
system setup that you use. Do not request these transmission media if they are not
applicable to your particular environment.

For ad-hoc requests of Xerox LPS-based ARS form templates, fonts, or logo, the State can send
an e-mail to the group NAICSForms (with a cc to appropriate BLS regional office staff) and
include the same three pieces of information requested above.

ARS form templates, fonts, and logo for Hewlett-Packard (HP) printing are currently supported
for EXPO Service Center States and maintained by the EXPO developers and the State of lowa.
The same is true for 3020 MWR and 3021 RFEW forms.
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6.7 ARS Processing

Listed below are various activities and suggestions that will assist States in their review of
returned ARS forms. Although the States may vary the order in which these activities are
conducted, all steps must be completed before the end of the annual ARS cycle. Flowcharts
summarizing procedures for processing returned 3023-NVS, 3023-NVM, and 3023-NCA forms
are available in Exhibits 6D (NVS, NVM) and 6E (NCA).

When ARS forms are returned by the employer to the State agency, State staff scan the barcode
(if applicable) to note the returned forms and prevent an inadvertent follow-up for non-response.
States should then assign ARS Response Code 31 to pending forms that have not yet been
reviewed. The forms should be sorted into various groups --- NVS (single-unit establishments),
NVM (multiple-unit establishments), and NCA (unclassified establishments). The primary
reason for these groupings is that different questions appear on each form and it is more efficient
to review a group of similar forms. State coders may utilize the High Employment Indicator (/)
optionally printed onto the ARS form to prioritize their review and possible updates of the
information for the large employers.

Procedures for reviewing ARS forms may vary. The questions asked and the actions required
differ by form. After the three groupings are set, further sorting may be helpful. The goal
should be to handle a particular form as little as possible and to reduce the total staff time
required to perform all tasks. Listed below are recommended best practice review procedures for
selected data elements on the ARS forms. Please note that only key (numbered) decision points
from the processing flowcharts at the end of this section are detailed below.

1. Mailing Address (direct mailing address, i.e., and not a third-party address) ---- Was the
address updated?

NO Does the current mailing address have complete information --- see example below of
a good and bad mailing address. Does it contain a number and street name or a Post
Office Box number, City, State, and Zip Code? If it is not a good address and the
employment is large, contact the employer or use the web as a source to update the
State micro database.

Example of a bad mailing address (no Zip Code or City):
2 Mass Avenue
Utana

Example of a good mailing address:
2 Mass Avenue
Silver City, Utana 04000
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YES Does the new mailing address have complete information? Does it contain a number
and street name or a Post Office Box number, City, State, and Zip Code? If yes,
update the mailing address on the State micro database.

Note: The Address Type (AT) code, which represents the address type of the printed mailing
address, can be found in the Office Use section at the bottom right corner on the front side of the
NVS and NCA forms. If the form’s printed mailing address is the record’s Mailing/Other
Address, valid Address Type code values are:

1 = Physical Location

2 = Mailing Address

3 = Corporate central office mail address
9 = Unknown/other

Otherwise, the Address Type code should be:

U = Printed Mailing Address is the record’s Ul Address
P = Printed Mailing Address is the record’s Physical Location address

2. Physical Location Address ---- Was the address updated?

NO Does the current physical location address have complete information? See example
below of a good and bad physical location address. Does it contain a number and
street name, City, State, and Zip Code? If it does not and the employment is large,
contact the employer or use the web as a source to update the State micro database.

Example of a bad physical location address (no street address, Zip Code):
Silver City, Utana
Or
Main Street, Gold Canyon

Another example of a bad physical location address includes the intersection of two
streets:
Intersection of Oak and Maple streets

Other bad physical location addresses include post office boxes or rural route
numbers:
P.O. Box 123, Utana
Or
Route 1, Utana

Example of a good physical location address:

2 Mass Avenue
Silver City, Utana 04000
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YES Does the new physical location address have complete information? Does it contain a
number and street name, City, State, and Zip Code? If yes, update the address on the
State micro database.

If the address was blank and is now filled, is it usable and complete? Does it contain a
number and street name, City, State, and Zip Code? Is the address within the State?
Update the address on the State micro database.

Note: The alphanumeric fields like street addresses, City, etc., do not have QCEW edits that
discover data entry or typographical errors making it extremely important that the data
entered to these fields is correct.

3. Geographic code ---- Was this information updated? With each new physical location
address, the analyst should review the current County code assigned (and Township code in
New England States and New Jersey) and determine if the answers to both questions are
consistent. If no, contact the employer to resolve the inconsistencies and update the State
micro database.

NO Isthe physical location address information consistent with the County (or Township,
Independent city, Parish, Island) code currently assigned? If no, contact the employer,
resolve the issue, and update the State micro database.

YES Is this information consistent with the physical location address that was reviewed
(and possibly updated)? If yes, no action is needed. If the current County code is
99X, make the changes on the State micro database.

4. Single/Multi Establishment Status (NVS and NCA form only) ---- Did the employer
check the single establishment box?

YES The employer is a single employer. Proceed to the next question.

NO The employer has multiple locations. Review the list of establishments that the
employer provided and determine whether the employer should be solicited for
completing an MWR. The MWR rule is that the employer has multiple locations
within the State under the same Ul Account Number and that the sum of the
employment in all of the secondary locations is greater than 10. The primary location
is defined as the location with the largest employment. If the employer meets the
MWR criteria, copy the form and provide it to the MWR staff for solicitation
purposes.

5. NAICS Code Verification (NVS and NVM form) ---- Did the employer check the box
indicating that the printed NAICS industry description provided was correct?

YES Complete review of the ARS form.
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NO or Not Sure Review and compare the economic activity information provided by the
employer to the printed NAICS industry description.

Look at the printed NAICS industry description. Are these economic activities related or
are they vastly different? Could they reflect a shift from one product or service to
another? Was the current NAICS code based on a response from the employer or was it
system assigned during the NAICS conversion? Could this be a situation where the
employer doesn’t understand the difference between retail and wholesale trade? Does this
information necessitate a change in the assigned NAICS code?

NO The economic activity information provided by the employer indicates that the printed
NAICS industry description is incorrect and should be updated on the State micro
database.

State coders are encouraged to use AutoNAICS, the automated NAICS coding software, in
assigning NAICS codes to establishments. AutoNAICS features the NAICS Manual as well as
an easy-to-use keyword search function. A published edition of the NAICS Manual is available
to State coders as well, although it does not contain BLS-specific NAICS industries found in the
Construction Sector. AutoNAICS is available for download at
http://Imi.state.oh.us/Special/AutoNAICS.htm. The required password is available from the
regional offices. Please note that AutoNAICS may not be shared with the general public.
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EXHIBIT 6D Procedures for Processing Returned 3023-NVS and 3023-NVM Forms

3023-NVS and 3023-
NVM forms returned
to State

'

Scan the barcode for the
forms (if applicable)

3023-NVS 3023-NVM

Is the
establishment
out of business?

Assign Response
—» Code 64

Can coder
obtain valid
address?

Is the
establishment a
P.O. Return?

Assign Response
Code 63
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1. N
Is the mailing

Y

address
correct?

2.
Is the physical
location address
correct?

3.

Is the
geographic code
correct?

Update microfiie
with new mailing
address

Update microfile
with new physical
location address

Update microfile
and enter new code
as CCS update
(Response Code 46)
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4,
Is the
establishment a
single? (NVS only)

Send an MWR to
establishment

5.

Is the NAICS code
correct according to
the employer?

N Update microfile
e and enter CCS
update (Response

Code 46)

Enter Response
Code 42
(incorrect/correct)

Did employer
incorrectly
indicate change?

Were there any
updates to
geographic or
NAICS codes?

Submit updates on
CCS with 1*
quarter EQUI

Assign Response
Code 41 (clean
record — no updates)
to establishment

3023-NVS and 3023-NVM form
review complete
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EXHIBIT 6E Procedures for Processing Returned 3023-NCA Forms

3023-NCA forms
returned to State

'

Scan the barcode for
forms (if applicable)

Is the
establishment
out of business?

Y Assign Out of
Business indicator

Can coder
obtain valid
address?

Is the
establishment a
P.O. Return?

Y N
Update Assign Response
microfile Code 63
N and re-mail
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L . N Update microfile
Is the mailing with new mailing
address address
correct?

Update microfile
with new physical
location address

2.

Is the physical
location address
correct?

3.
Update microfile Is the
and enter code geographic code
correct?

Is the
record on
ARS file?

y

Add to ARS for NECC
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4. Update microfile with
Is the . .
; known worksites with
establishment a g
. status “9
single?

A 4

Send a Multiple
Worksite Report to
establishment

Assign the correct
NAICS code to the
establishment

Submit updates on
next quarter EQUI

GOZ&NCA form review complete>
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6.7.1 Most Common ARS Response Codes

When entering the results of the ARS form review into the CCS, coders will most often use these
ARS Response Codes:

41  Reviewed, no CCS changes (no changes to the NAICS code, geographic code, or
ownership code) on a single or subunit record. This code also applies to master records
with usable ARS responses, with or without any code changes.

42  Employer misunderstood industry description but codes are correct.

46  Clean record with CCS updates from the ARS (changes to the NAICS code, geographic
code, ownership code, or any combination of these codes).

The below response code (50) indicates a code change as a result of information from non-ARS
sources. These records may or may not have been in the current year’s ARS.

50  Code changes from non-ARS sources. Establishments not already on the ARS Control
File receive ARS Response Code of 50.
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6.8 Mailing and Collection Methods

Mailing the Forms

Presently mail is the only way most employers receive the ARS. Similarly, most responses from
employers are also received by mail. Postage costs on outgoing as well as incoming mail have
been increasing, thus new ways must be found to make the ARS more cost effective.

Some States have found that postage costs can be reduced by using pre-sorted first class mail.
This means that before sending the mail to the Post Office, it is sorted by Zip Code. Other
discounts are available if the four-digit Zip Code extension and barcodes are used. States should
check with the US Postal Service for details on these cost-savings methods. All States should
evaluate their postage costs related to the ARS and develop ways to reduce postage expenses.

Other Collection Methods

The following sections discuss other methods that are currently available to collect employers’
responses to the ARS. The Touchtone Response System (TRS) saves return postage costs as
well as staff time devoted to opening envelopes, interpreting responses, and entering Response
Codes. Central Review saves postage costs because forms are not printed or mailed, and it helps
standardize the industry codes assigned to multi-establishment employers with locations
throughout the country.

6.8.1 Touchtone Response System

The TRS is a data collection tool for the ARS and is used in all States. Eligible single
establishment employers call a toll-free telephone number and answer a few questions. If there
are no changes to the pre-printed information on the survey form the employer received in the
mail, the employer can then successfully complete the call. If there are any changes necessary to
the pre-printed information (mailing address, physical location address, NAICS code, additional
location) the employer is asked to mail the form to the State using the postage-paid return
envelope. States make employers aware of the TRS by including a TRS specific cover letter
and/or a TRS flyer in the envelope with the survey form. The text in item 13 of the NVS form
also provides employers with the telephone number, State code and Unemployment Insurance
account number needed to access the system.

The TRS became mandatory in all States in FY 2004.
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The advantages of data collection by TRS are:

1.  Significant postage cost savings because a postage-paid envelope does not need to be
returned.

2. Reduced State staff time spent opening mail and processing (i.e., scanning, reviewing, and
filing) ARS forms.

3. Increased efficiency because one system job loads all responses into the State processing
system and there is no additional data input.

4.  Provides an additional tool to help States reach their ARS response rate.
5.  System is continuously operational and available 24 hours per day, 7 days a week.
6. No paper forms to store.

There are four phases that need to be completed each year for States to use TRS. These phases
are: TRS Preparation, TRS Mailout, TRS Update, and TRS Conclusion. Please note that BLS-
Washington will provide detailed TRS State Instructions for each ARS cycle to help States
through the process.

The below information describes each phase of TRS and contains steps within each phase that
can be used to help accomplish TRS-related activities.

TRS Preparation Phase

During the Preparation Phase, States will have to decide which solicitation/advertising method
will best inform employers about the TRS. BLS recommends that States use both the TRS-
specific cover letter (Exhibit 6F) and the TRS flyer (Exhibit 6G). The TRS cover letter and TRS
flyer must be reviewed in advance by the State’s BLS regional office and BLS-Washington
before States reproduce or send them to employers.

The Preparation Phase also includes using the State systems (EXPO or WIN-202) to create the
TRS Eligible File. This file then must be sent to BLS-Washington, which is done by posting the
file at SunGard or another pre-determined secure location. States must notify BLS-Washington
when the TRS Eligible file is loaded to the TRS server.

Step 1: Decide which supplemental materials to use — letters and flyers — and draft them
for the current year.

Each survey form must be accompanied by a cover letter; either your State’s standard
letter or one specifically geared to TRS, and may include a TRS flyer. Samples of both
the letter and the flyer appear in Exhibit 6F and 6G. BLS strongly recommends that
States use a flyer and a TRS-specific cover letter. In a test, the combination of the TRS
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letter and the flyer generated higher TRS response rates than either the TRS-specific
letter or the combination of standard letter and flyer.

Send the draft letter(s) and flyer to your BLS regional office for approval.

Be sure that the correct TRS toll-free telephone number and the State’s help line number
appear in TRS-specific cover letters and flyer. You can incorporate State-specific
information and data uses into the sample letter or flyer. Send your draft cover letter(s)
and flyer to your BLS regional office for approval prior to duplicating them. Both the
BLS regional and BLS National Office must approve your cover letters and flyer.

Create the ARS Control File and update the file with leftover TRS responses from
the previous year’s ARS TRS.

In preparation for TRS, you will create your fiscal year ARS Control File. Use the
appropriate EXPO or WIN-202 system functions to create your ARS Control File. In
EXPO, the ARS Control File must be created before the TRS Eligible File. In WIN-
202, creation of both files is done at the same time.

Next, update the new Control File with last year’s remaining TRS responses.
Create the TRS Eligible File.

States will create and submit a TRS Eligible File. 1t will be used as the initial load file
into the BLS-Washington TRS data collection system and will identify those
respondents who will be offered the Touchtone Response System to reply to the ARS.
The Collection Mode Indicator (CMI) value of 01 is system-assigned by EXPO and
WIN-202 to TRS-eligible records. The program also generates counts of eligible
records that States can use for printing flyers or other materials. As noted in Step 3,
creation of the TRS Eligible File in the WIN-202 system is done at the same time as
creation of the ARS Control File. Exhibit 6H provides the file format of the TRS
Eligible File.

TRS Mailout Phase

Once the TRS cover letter and TRS flyer have been approved, the State can then reproduce them.
States can look at the number of Ul accounts in the TRS Eligible File to know how many cover
letters and flyers will be needed for the first mailing. States should also coordinate with their
mailroom on procedures to stuff and mail the envelopes and develop a timeline for follow-up
mailings.

States must first receive notification from BLS-Washington that the TRS eligible file has
been received and loaded to the TRS server before mailing any TRS eligible form. If the

TRS server does not have the list of eligible accounts, the system will not recognize employers
that are responding via TRS.
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Once approved, print TRS flyer and letters.

There are no EXPO or WIN-202 system features for printing the TRS flyer or TRS-
specific cover letter. BLS recommends printing the TRS flyer on colored paper so that
it stands out from the other materials. In TRS-specific cover letters and flyers, it is
important to ensure that the correct TRS toll-free telephone number and the State’s help
line number are included in these materials. States should use the BLS-recommended
letter or flyer (Exhibits 6F and 6G) and incorporate State-specific information and data
uses as needed.

Notify and receive confirmation that the TRS Eligible File is sent and available to
the BLS-Washington TRS server before sending out the mailing.

Please send an e-mail to trs202@bls.gov and cc your region to notify BLS-Washington
and your BLS regional office that you have created the TRS file. Include information
on when it was created and where it is located for retrieval. BLS-Washington will
return a confirmation e-mail that the file has been loaded and provide a test Ul number
and TRS script.

Please do not mail until you receive confirmation from BLS-Washington that the TRS
file has been loaded in the TRS server.

Print NVS Forms.

Use the appropriate EXPO or WIN-202 system functions and/or parameters to print
NVS forms for TRS-eligible accounts. The NVS form for TRS-eligible employers will
display the appropriate text in Item 13 of the form:

If you answered YES to Items 3, 4, 5, 6, 8, and 10, please call our Touchtone Response System
toll free at 1-888-256-0864 and follow the instructions. Keep the form for your records.

Your state code is: 99 Your U.l. account number is: 1234567890

If you answered NO to any of these items, return your completed form within 14 days,
using the postage-paid envelope provided. Thank you for your cooperation.

Step 4:

Prepare and conduct the TRS mailout.

States are responsible for their own ARS/TRS mailouts. Each mail package will contain
the NVS form, a cover letter (standard or TRS-specific), a return envelope, and a TRS
flyer (if the State is using one).

Prior to each mailout, notify BLS-Washington (trs202@bls.gov) of your planned
mailing date, with a cc to your BLS regional office.
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Important: Follow-up mailings.

e Update the ARS Control Files with TRS respondent data before each mailing. (See
Step 1 under TRS Update Phase.) This will ensure that follow-up mailings go only to
firms that have not previously responded.

e Use the features of EXPO or WIN to remail NVS forms with the updated TRS
respondent data. The user will choose the settings, and then the EXPO or WIN system
will automatically generate NVS forms to remail to respondents for ARS Response
Codes 01, 02, 03, 04, and CMI Code 01 or 07. Forms will not be printed (nor
remailed) in this situation for records with CMI Codes 02, 08, 09, or ARS Response
Codes 11, 12, 41, 42, 46, 50, 63, 64, and 65.

TRS Update Phase

Once responses have been received, BLS-Washington will transmit the information to the States
via the TRS output file. Updating the ARS Control File with this latest TRS respondent
information is critical. BLS-Washington will send an e-mail message to States whenever a new
response file is ready. These files are typically posted monthly as indicated in the TRS State
Instructions.

The State systems (EXPO and WIN-202) have pre-programmed jobs that will take these files and
update the ARS Control File. States should load these TRS files to their ARS Control File as
soon as they are received. Additionally, States must update their ARS Control File with TRS
responses just prior to printing forms for a follow-up mailing. This ensures that employers
who have previously called TRS do not receive forms in subsequent mailings. To request an
additional TRS file outside the normal download cycle, notify trs202@bls.gov.

The TRS production activity will be posted on the State Summary Management Reports (SMR)
and counts of the responses will be sent by e-mail to the State and regional office contacts.

Step 1: Download TRS output file and update ARS Control File

The TRS update schedule will be established and sent out before the beginning of the
ARS.

BLS-Washington will send a monthly message to trsgroup@bls.gov. This message
will notify all States that the TRS output files are posted and ready for State access and
download. These TRS files contain records of all calls to the TRS system as of the
cutoff date for the file. If more frequent files are needed, please notify trs202@bls.gov
by e-mail. Please remember to incorporate the most recent TRS responses to update
ARS Control Files before printing the follow-up ARS mailings.
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The TRS output files provided by BLS-Washington will have the naming convention
“TRSstnnn.txt” where st = State Abbrevation and nnn = a sequence batch number. For
example, if this file is the first TRS output file sent from BLS-Washington for Montana,
the filename will be TRSMTOOL.txt.

For EXPO Service Center (SC) States, TRS output files provided by BLS-Washington
will reside at your SunGard CENCO site under the file area YBUscX.A145.CENCO
(where sc = State FIPS code). For example, the first TRS output file provided for
Montana (an EXPO SC State) would be named TRSMTOOL.txt under the area
“YBU30X.A145.CENCQO”.

For EXPO Non-Service Center States, TRS output files provided by BLS-Washington
will reside on EUSWeb in the QCEW Program, Download, QCEW TDE Files area for
your State with the naming convention “TRSstnnn.txt”. For example, the first TRS
output file provided for Oregon (an EXPO non-service center State) would be named
“TRSORO001.txt”.

The dataset name convention for the EXPO job that actually updates the ARS Control
File with the TRS output file will be “YBUscX.A145.CENCO.TRSstnnn.txt” where:

sc = State FIPS code
st = State postal code (State Abbreviation)
nnn = a sequentially assigned batch number (001, 002, etc)

For WIN-202 States, TRS output files will be provided from BLS-Washington in the
same manner as for EXPO Non-Service Center States.

States should use the appropriate EXPO and WIN-202 system functions to update ARS
Control Files with the TRS output file data.

The file layout of the TRS output file provided from BLS-Washington is:

Position Length Field Name

1-2 2 State FIPS Code

3-12 10 Ul Account Number
13-14 2 Collection Mode Indicator
15-18 4 ARS Refile Year

19-20 2 ARS Response Code
21-30 10 Fax Number

Step 2: Report and Address TRS System Problems

Respondents may notify your State of operational problems that interfere with the use of
the TRS system. Examples of problems include (1) respondents calling and getting a
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busy signal, (2) being unable to enter a State FIPS code or Ul Account Number, or (3)
not hearing the script. If you are notified or learn of an operational problem:

Complete a TRS Problem Reporting Form (Exhibit 61). This form specifies all of
the information needed so that BLS-Washington and the phone line supplier can
track down and remedy the situation.

Immediately notify BLS-Washington by e-mail at trs202@bls.gov. Your message
should include the caller’s city, state, telephone number, and the date and time you
received the call.

Part of the Problem Reporting Form is a question to the respondent about whether
there were changes to the preprinted information on the NV'S form (see the “State
Actions” portion at the bottom of the form in Exhibit 61). If there are no changes,
tell the respondent that you will take care of the call. When the system is again
operational, use the information from the Problem Reporting Form to update the
employer’s record. If there are changes, ask the respondent to mail back the form
using the envelope provided.

Exhibit 6J (Touchtone Response System (TRS) Cheat Sheet) is included to help the State track
their TRS cycle.

End of Refiling Year for TRS

The TRS continues to function through September of the fiscal year. Before the beginning of the
next ARS refiling year, BLS-Washington will update the State offices with the latest respondent
information. The old TRS-eligible file will remain in the system until replaced with next year’s
refiling file. There is no further TRS action required by the State offices at the end of the ARS

year.
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EXHIBIT 6F Touchtone Response Cover letter

Stat@tana

Division of Employment Security and Labor Market Information
P.O. Box 1234, State Capitol, UA 99999 (999) 999-9999

Month, Year
Dear Employer,

Like everyone else in business, the SESAXXXXX0 XXXXXXXXL XXXXXXXX2 XXXXXXXX3 XXXXXXXX4
XXxXxXxxx5123456 wants to save time and money! Periodically, we contact all StatexxXXxxxxxx
employers and ask them to verify or correct our information about their firms. Most businesses will be
able to confirm the information in this Industry Verification Survey with one quick toll-free telephone call
to the Touchtone Response System. The system is easy to use, the call will take only a minute or two,
and there’s no paperwork for you or for us. That saves your tax dollars.

We need to hear from you whether or not anything has changed, and the Touchtone Response System
makes it easy. If all the preprinted information on the form is correct, please call the number shown in
Item 13, answer a few questions, and keep the form for your records. Why wait? Do it today! The
system is available 24 hours a day, seven days a week, so you can call at your convenience.

If you have changes to the preprinted information, please make them directly on the survey form. Use the
envelope provided to return the survey by mail within 14 days. You cannot use the phone system to
update this information.

Why are we conducting the Industry Verification Survey? Our office, along with the U.S. Bureau of
Labor Statistics, compiles economic statistics based on business activity and geography. We prepare
profiles of labor markets for your local area, for Statexxxxxxxxx, and for the nation as a whole. We need
accurate and up-to-date information to be sure that the statistics show the correct picture. Private
businesses, community leaders, academic researchers, and government agencies use these data for
research, economic analyses, policy decisions, and planning.

This survey is authorized by 29 U.S. Code, Section 2. [It is mandatory for employers in StateXXXXXXXXX
under the STATE LAW XXXXXXXXXXXXXXXXXXXXXXXXXXX XXXXXXXXXXXX XXXXXXXXXXXXXXXXX]. The
information collected on this form, by the Bureau of Labor Statistics and the State agencies cooperating in
its statistical programs, will be used for statistical and Unemployment Insurance program purposes, and
other purposes in accordance with law. [In addition to these specific purposes, <insert individual State
variations here.>

Thank you for your cooperation. If you have any questions, please call our office at [1-8XX-XXX-XXXX
insert State toll-free number] between the hours of ___a.m.and ___ p.m. [time zone] time Monday
through Friday.

Sincerely,
Name and Title
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EXHIBIT 6G Touchtone Response Flyer

TOUCHTONE RESPONSE SYSTEM

Like everyone else in business, the SESAXXXXX0 XXXXXXXX1 XXXXXXXX2 XXXXXXXX3
XXXXXXXX4 XXXxXxxx5123456 wants to save time and money—both yours and ours!
We've developed the quick and easy Touchtone Response System for our Industry
Verification Survey. If all the preprinted information on your survey form is correct,
and you meet the conditions below, please respond by phone. You'll save tax
dollars, your call should take only a minute or two, the call is free, and you can call at your convenience.
Our system is available 24 hours a day, seven days a week. Why wait? Call today!

Use the Touchtone Response System if you have access to a touchtone phone AND:

The Statexxxxxxxxx business listed in Item 2 is an active operation, and

The mailing address and business location information are correct (YES to Items 3, 4, and 5), and
The answer to Item 6 is YES, and

The business operates in only one location (Yes to Item 8), and

The main activity shown in Item 9 on the back accurately describes your business in StateXxxxxxxxxx.

You are NOT eligible to respond by phone if:

J The Statexxxxxxxxx business is no longer operating.

. The answer to any of Items 3, 4, 5, 6, 8, or 10 is NO.
If you are not eligible to respond by phone, please complete the survey form and return it by mail to
the address shown in Item 14. We've provided a postage-paid envelope for your convenience. You
cannot use the phone system to update this information.

Calling instructions

e Before you call, locate your State Code and ten digit Unemployment Insurance account number (U.I.
account number) in Item 13 on the back of the survey form.

e Dial 1-888-256-0864. A recorded message will prompt you to enter the State code and U.l. account
number. Be sure to enter any zeros at the beginning or end of the State code or U.I. account number.

e  The system will prompt you for your responses.

After your call, please retain the survey form for your files. Please do not mail the form back unless
the system instructs you to do so.
Remember, we need to hear from you whether or not anything has changed.

Questions? Need help? Can’t verify account number? Not sure if you're eligible?
Call the Statenamexxxx Help Line at 1-ZZZ-YYY-YYYY. Our staff will be happy to help you. We're
available for assistance between __a.m.and ___ p.m. [time zone] time, Monday through Friday.

Thank you for participating in our survey!

1-888-256-0864 To PRy
TOUCHTONE RESPONSE SYSTEM .
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Position Length | Field Name Field Description

1-2 2 State FIPS Code Numeric State FIPS code number

3 1 Filler (blank)

4-13 10 Ul Account Number Ul Account Number

14 1 Filler (blank)

15-16 2 Collection Mode Indicator CMI =01

17 1 Filler (blank)

18-21 4 ARS Refile Year Current control file ARS Refile Year

22 1 Filler (blank)

23-24 2 ARS Response Code ARS Response Code as it appears on
the control file each time the TRS
Eligible File is created

See TRS Preparation Phase for additional details on this file.
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EXHIBIT 61 TRS Problem Reporting Form

TRS Problem Reporting Form

DIRECTIONS:

Record all calls from respondents who report difficulties with accessing or using the TRS system.
Problems could include a continuous busy signal, being unable to enter a State Code or Ul Account
Number, not hearing the script, or other difficulties.

Obtain enough information from the respondent so that if there are no changes, the respondent does
not have to repeat the call. When the problem is corrected, your State office should call in the
respondent's information. If there are changes to mailing or physical location address, number of
units, or industry, ask the respondent to return the form by mail.

Notify BLS-Washington immediately when you learn about a problem (TRS202@BLS.GOV). You
may also telephone BLS at 202-691-6492 or -6479; however, the email message will reach a larger
group of people.

INFORMATION ABOUT THE CALL

State reporting the problem:

Date: Time: AM PM

Respondent

Name:

Company name:

Ul Account Number (10 digits):

Area code and telephone number: ( )
City and state of caller:
Description of the Problem (Check all that apply):
[]... Constant busy signal []...Can't hear script
[]... Constant ring/won't pick up []...Dead space during script
[]... Can't enter State code []... Script not responding appropriately
[ ]... Can't enter Ul Account Number []...Other (Describe)

STATE ACTIONS

(Ask respondent) Are there any changes to the printed information in items 3,4,5,6,8 or 10?

..

Yes ...(Tell respondent) Please make corrections or updates directly on the form, and return it to us in
the envelope provided.

No...... (Tell respondent) Thanks for your call. Since you weren't able to get through, we'll take care of it

L]

for you.
[]... BLS-National notified by email (Date, time)
[]... No-change response entered (Date, time)
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EXHIBIT 6J Touchtone Response System (TRS) Cheat Sheet

Touchtone Response System (TRS) Cheat Sheet

TRS Checklist

Step | TRS Activity Y
Or
N
1 Decide which supplemental materials to use—letters and flyers—and draft them for the
current year.
2 Send the draft letter(s) and flyer to your Regional Office for approval.
3 Create the 20xx ARS Control file and Update the 20xx ARS Control File with carryover TRS
responses from the FY 20xy TRS
4 Create the 20xx TRS eligible file
5 Once approved, print TRS flyer and letters.
6 Notify and receive conformation that the TRS-eligible file is sent or available to the BLS
National Office TRS Server before sending out the mailing.
7 Print NVS Forms
8 Prepare and conduct the mailout
9 Download TRS output file and update ARS Control File
10 Report and address TRS System problems

xx = last two digits of year

TRS CMI Codes TRS File Availability Schedule

Dates to Be Announced at the

CMI Brief Definition Beginning of the ARS year
00 Not eligible for TRS

01 TRS selected, no response

02 Successful TRS response

07 TRS but not eligible

08 TRS and mail

09 TRS selected, mail response

Reporting TRS Problems:
Please refer to the “TRS Problem Reporting Form”

Email: TRS202@BLS.GOV or telephone 202-691-6492 or 202-691-6479.

Reqguesting Additional TRS File Updates:

Please request additional updates to: TRS202@BLS.GOV




QCEW Operating Manual
June 2007 Annual Refiling Survey Page 6-46

6.8.2 BLS ARS Review

Respondent burden, labor, and postage costs are three significant issues for any program,
especially one as large as the QCEW. One of the initiatives to address these issues in the ARS is
for BLS-Washington to review selected data elements of some private sector and government
establishment records instead of requiring each State to mail BLS 3023 ARS forms and review
address and industry information independently. Goals of the review include NAICS coding
accuracy and improved MWR information. The result of this review will be that the small
investment of time spent examining these establishments will reap larger gains by improving the
accuracy of the addresses for our Fed/State surveys and the precision of industry and geographic
detail of the QCEW program.

The private sector establishments included in this review are chosen by BLS-Washington based
on EIN, relative homogeneity of industry codes, and employment level. Centrally reviewing the
addresses and industry codes of these large establishments is a cost-effective initiative with
maximum potential benefit. These establishments have EINs that fall within the regular ARS
selection criteria of the year that they are centrally reviewed. In addition, EINs for Electronic
Data Interchange (EDI) reporters will be reviewed by BLS-Washington in cooperation with the
Chicago EDI Center and the company contacts who provide industrial activity information for
their respective enterprise EINSs.

Government establishments included in the BLS review during any year will all be in the same
ownership code. One year Federal government establishments will be reviewed, then the next
year State government, followed by a review of local government establishments. The objective
of these government reviews is to improve NAICS coding and increase physical location
addresses and MWR reporting for government establishments in all ownership codes. Flexibility
is given to the States as to how they reach these goals. BLS regional offices are expected to
work closely with States to develop action plans for data improvement. BLS-Washington will
provide information and resources to the regional offices and States when possible to assist in
meeting these data objectives.

Federal government reporting has shown vast improvements in accuracy and timeliness. State
government, where traditional reporting is highly aggregated, accounts for a small percentage of
units but a higher percentage of employment and wages. Finally, local government is important
to review because it is the largest government employer and has the most number of
establishments. Regional staff should also work with State staff to obtain more breakouts of
State government units where possible to help in achieving more industry and geographic detail.

A QCEW technical memorandum is provided at the beginning of each year’s ARS detailing the
procedures for that year, including information on the EINs covered in the central review.

An attachment to the memorandum lists the worksites with NAICS codes that do not appear to
conform to the companies’ recognized economic activity. The NAICS codes were evaluated
using company internet web sites, business directories, and other information. Another
attachment provides information on improving MWR reporting for EINs in the central review.
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By conducting the preliminary review centrally and providing only questionable codes for State
review, this process minimizes State workload and eliminates postage costs for the centrally-
reviewed employers.

Please note that many central review activities will be limited during the FY 2007 ARS due to
the NAICS 2007 conversion. The central review will include all Government establishments that
are coded in a split industry.

6.8.3 Centralized ARS (CARYS)

CARS provides State offices with printing, mailing, receiving, scanning and sorting services for
the Annual Refiling Survey. This project underscores an initiative to:
* Reduce costs associated with printing, stuffing, mailing and data collection services
(opening, scanning, and sorting/batching) for the ARS.
* Reduce State staff time dedicated to ARS administrative and clerical tasks. This labor
savings should allow the staff to use their limited time in a more productive manner.
» Use commercial advantages related to printing, stuffing, mailing, and data collection.

The project currently is available for the printing of NVS forms. State offices may inquire and
sign up for this project through their regional offices.

Overview of CARS Processes

A. CARS Set-Up

Participating States provide the following to their regional office:

a) System-generated CARS Employer Information Files. EXPO SC States place their files at
State-specific SunGard locations, WIN States place their files at their EUS Direct sites.
The SunGard and EUS sites will be the same as those used by TRS.

b) Printable final versions (camera copy version, electronic file version — either Adobe
Acrobat 6.0 or higher or Microsoft Word Office XP) of TRS/ARS Cover letters (initial
and follow-up) to their regional offices (RO will forward them to BLS-Washington).

c) State authorization statement file (for Item 1 of form), State agency name file (for printing
the State agency name above Item 1 and below the OMB number), State office, contact
information file and return address (for the outgoing envelope).
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B. CARS Printing and Mailing

The ARS is printed and mailed by the contractor following specifications provided by BLS
and according to a schedule established by BLS. This schedule takes into account workload
issues for the State offices and the TRS (for example, mailing needs to be staggered).
Detailed print specifications for the NVS form will be provided to the contractor by BLS-
Washington, to ensure all currently required information is printed onto the form.

C. CARS Processing

The contractor performs the following activities:

a)

b)

c)
d)

Opens all responses and sorts them by State. For each State, the contractor reviews the
forms, and groups them based on response categories (see Exhibit 6K). This is done to
reduce the sorting of forms at the State offices.

For each response form within a bundle, the contractor scans the barcode (i.e., a 2-digit
State Code followed by a 10-digit Unemployment Insurance (UI) Account Number) and
assigns a sequence code, a batch number, and a response code. This information is
placed in a data base file for the State.

Within each group, the contractor places the responses in bundles, up to 100 forms.
During the ARS processing year, CARS database response files are provided to State
offices one business day before receipt of the response forms. The schedule for
providing the files and forms is weekly for two months after the initial mailout, then
weekly for one month after the follow-up mailing. Any response that includes a payment
(i.e., checks, money orders, etc.) will be sent within three (3) workdays of receipt to BLS-
Washington and forwarded immediately to the appropriate State.

State offices import database response files into their State systems and process returned,
sorted forms. BLS-Washington notifies participating States that the CARS Response
Files are ready for retrieval, by system job or other method, at the designated State
SunGard or EUS Direct site.
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NVS Form (excluding updates to
Blocks 1, 7,12-14)

Subject Area

Sorted Group
Assighment

1) No corrections to form -- not returned to the State
2) No corrections to the form, but white mail*
attached (return to the State)

n/a

0

Any corrections to Block 2 or 4

“No” in Block 3 and corrections on Block 2
“No physical location” written in Block 2 or 4
“No physical location” written in Block 3 and
nothing checked

No other corrections to the form

Addresses

“No” in Block 5
Or if they have written “No Physical Location”
No other corrections to the form

Geographic Descriptions

“No” in Block 8

Or if they have written “No physical location”

Or if photo copies are sent with the original -- staple
copy to original, code original

No other corrections to the form

Single and Multi Status

“Yes” in Block 10 and any information written in
Blocks 9, 10 or 11
No other corrections to the form

Industry Classifications

“No” in Block 10 (information may or may not be
written in Block 11)

Or if they have something written in Block 11, but
did not check Block 10

No other corrections to the form

Industry Classifications

All other changes or a combination of changes

Or “No” in Block 3 and nothing is corrected

Or they checked company out of business/moved
Or if there is any writing in Block 3

Or forms that come back with “Business closed -- no
longer in business” messages written on the form

Or blank surveys -- no responses answered - no
comments

Combination of above

Forward to States

NAICS 2007 Revisions
(FY 2007 only)

n/a

Undeliverable Mail -- Forward to the correct States
White Mail - no forms enclosed (see white mail*
below)

Address Incorrect, OOB

n/a

*White Mail: Payments (return to the States via
BLS), non-payment attachments (attached to form
and returned to States), if white mail and no form -
return to the State

QCEW provides written correspondence at the beginning of each year’s ARS detailing the

CARS processes for that year.
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6.9 Dealing with Professional Employer Organizations

It is important to clarify the treatment of establishments classified in NAICS 561330,
Professional Employer Organizations (PEOs). Unlike establishments classified in NAICS
561320 (Temporary Help Services), PEOs operate in a co-employment relationship with their
client companies. For this reason, the client companies of a PEO should be identified as separate
establishments on the MWR and assigned the industry code based on their own primary
economic activity -- not activity of the PEO. The same principle applies to the client’s
geographic code. Only those employees administering the core functions of the PEO are
classified in NAICS 561330. Only if the State Agency is unable to identify the activities of the
PEQ’s clients for the MWR report should they report the entire employment and payroll under
NAICS 561330.
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6.10 Reports for BLS

Summary Management Report (SMR)

The SMR is a valuable tool in assessing a State’s progress in meeting the necessary response
rates for the ARS. It includes counts of records by mailing date and response status as well as
response rate percentages. States should refer to the SMR frequently during the ARS to assess
their progress.

The SMR can be produced in electronic format by the standard State processing system. This
file should be generated by each State between the 20" and 25" of each month of ARS
processing and submitted to the BLS regional office by the 25" of the same month. BLS
regional offices then review and transmit the file to BLS-Washington by the end of the month.

The SMR file that is generated by the State processing systems must follow the file naming
convention: "AASMrMMY'Y .txt"

Where:

AA is the State alpha abbreviation
MM is the numeric month

YY is the numeric 2-digit year

Further detailed information on how SMR data are to be submitted to BLS-Washington can be
found on Stateweb at http://199.221.111.170/program/es202/misc/SMR_Instructions.htm.

Appendix R gives the SMR file format.

Unclassified Processing Report

The Unclassified processing report is available to monitor the processing of BLS 3023-NCA
forms, which are mailed to unclassified establishments. Processing of unclassified
establishments is not part of the normal ARS processing but should be done on a flow basis
throughout the year. States should assign a NAICS code to new establishments as soon as
possible and should work to obtain a valid NAICS code for those establishments without one on
the file. A State should not have more than 0.5 percent of employment of the total file in any
quarter with NAICS 999999 (Unclassified). Each time a state runs the NCA processing
program, a management report should be generated and supplied to their BLS regional office.
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6.11 Usable Response Rate and Total Response Rate

The Usable and Total Response Rates measure a State's progress on the ARS. The State's
processing system calculates the two response rates using formulas based on Response Codes.
Appendix Q lists the valid response codes and Section 11.4 discusses their effect on the CCS.

The two response rates, expressed both for units and for employment, are noted at the bottom of
page 2 of the ARS and SMR reports. Separate Usable and Total Response Rates are shown for
singles, subunits, carryovers, and for "all." All refers to all single-unit records as well as all
subunit records, since master records (MEEI 2) are always excluded from the response rate
calculations. By counting subunits instead of masters, the formulas give greater weight to multi-
unit respondents. "Carryovers" refers to single-unit records and subunit records that started the
year as nonrespondents. The Usable Response Rate is the measure used to track a State’s
compliance with the Cooperative Agreement.

Usable Response Rate

The numerator includes records with the following Response Codes:
Centrally Collected Data (32) —Response Code Discontinued
Reviewed -- no CCS changes necessary (41)

Codes correct; employer misunderstood the industry description (42)
TRS respondent to ARS refiling (43) —Response Code Discontinued
Clean records with CCS updates (46)

Code change from other sources (50)

The denominator includes records with the following Response Codes:
Mailable, not yet mailed (00)

Mailed once (01)

Mailed twice (02)

Mailed three times (03)

Mailed four times (04)

Clean subunit in a mailable multi (11)

Updated, but has a CCS I-error (30)

Not reviewed - Pending (31)

Centrally Collected Data (32) —Response Code Discontinued
Reviewed, no CCS changes (41)

Codes correct; employer misunderstood the industry description (42)
TRS respondent to ARS refiling (43) —Response Code Discontinued
Clean record with CCS updates (46)

Code change from other sources (50)

Refusal (65)
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Records carried over as nonrespondents from last year's survey are not included in the
denominator unless they are also included in the numerator. Thus, carryover nonrespondents are
only included in the formula if the record has a final, usable response (Response Code 41, 42, or
46) and the carryover records that remain as nonrespondents do not reduce the response rate in
any way. Meanwhile, the carryover records that get a usable response give a significant boost to
the Usable Response Rate.

Total Response Rate

In contrast to the Usable Response Rate, which represents the percentage of survey forms mailed
that were usable responses, the Total Response Rate represents the percentage of forms mailed
out that were simply returned. The Total Response Rate, like the Usable Response Rate,
excludes master records (MEEI=2).

The numerator includes all reporting units with these usable or unusable ARS Response Codes:
Updated but has CCS I-error (30)

Not reviewed - Pending (31)

Centrally Collected Data (32) —Response Code Discontinued
Reviewed, no CCS changes (41)

Codes correct, employer misunderstood the industry description (42)
TRS respondent to ARS refiling (43) —Response Code Discontinued
Clean with CCS updates (46)

Code change from other sources (50)

Post Office Return (63)

Out of Business (64)

Refusal (65)

The denominator consists of all reporting units with the following ARS Response Codes:
Mailable, not yet mailed (00)

Mailed once (01)

Mailed twice (02)

Mailed three times (03)

Mailed four times (04)

Clean subunit in a mailable multi (11)

Updated, but has a CCS I-error (30)

Not reviewed - Pending (31)

Centrally Collected Data (32) —Response Code Discontinued

Reviewed, no CCS changes (41)

Codes correct, but employer misunderstood the industry description (42)
TRS respondent to ARS refiling (43) —Response Code Discontinued
Clean record with CCS updates (46)

Code change from other sources (50)

Post Office Return (63)
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e Out of Business (64)
e Refusal (65)
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Chapter 7 — Collecting and Loading the Quarterly
Data

State data come from employers primarily through Quarterly Contributions Reports (QCR).

QCR data are initially placed on the Unemployment Insurance (Ul) tax file, from which they are
extracted to the QCEW micro file database. Other methods of QCEW data collection include
Multiple Worksite Reports (MWRS), which collect data from multi-establishment employers,
and Reports of Federal Employment and Wages (RFEWS), which collect data for Federal
installations. Some data are delinquent or missing initially, so States follow up to obtain as much
of these data as possible and then impute (estimate) the rest.

This chapter begins with a brief summary of State processing, then follows with sections dealing
with Quarterly Contributions Report data, extracting data, and loading MWR and Federal
installation data. Topics include the types of information that should be extracted, the number

and timing of extracts, and MWR issues. Discrepancies between the MWR and the contribution
report, for instance, must be resolved in an effective manner.

7.1 Recommended Data Flow of State Processing
7.2 Data from the Quarterly Contributions Report
7.3 Extracting Data and Delinquent Accounts

7.4 Loading Data for Multi-unit Employers and Federal Installations
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7.1 Recommended Data Flow of State Processing

Although States have some options for the processing sequence (as described in Section 12.1),

the State QCEW Program and the State Ul Tax section of every State should perform all the

following activities. Most of them are described in greater detail in Section 1.5.

e Mail contributions, MWR, and RFEW forms to employers or their agents. States should not
mail forms to reporters that report centrally to the EDI Center (EDIC) in Chicago or via
MWRweb.

e Upon receipt, enter data from the contributions reports to the Ul tax file, screen the reports,
and generate missing data notices.

e Extract micro data from the Ul tax file and load it to the micro file (the respective database of
the QCEW standard State processing system used in each State).

e Upon receipt, process and enter MWR and RFEW data onto the micro file. Some MWR and
RFEW data are provided electronically by the EDIC (central reporters) or BLS-Washington
(MWRweb).

e Perform an initial edit on complete reports. Ul mails out notices for delinquent contributions
reports.

e Review edit listings from the first extract.

e Enter corrections and comment codes from the edit review onto the micro file.
e Generate missing data notices.

e Enter missing data to the micro file.

e Refer wage corrections to the Ul tax section.

e Contact delinquent MWR or RFEW reporters, especially those with significant employment.
See Section 3.4.4 for additional MWR delinquency information and sample cover letters.

e Impute missing data for all incomplete contributions reports on hand.
e Extract micro data from the Ul tax file a second time.
e Impute for all missing or delinquent contributions report, MWR, or RFEW data.

e Perform a second edit. Note that this edit, at least, should include the full integrated edit
(both micro and macro levels).
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Review second edit listings.

e Enter additional corrections and comment codes onto the micro file.

e Review totals to ensure accuracy.

e Generate the Enhanced Quarterly Unemployment Insurance (EQUI) file.
e Submit the EQUI file to BLS-Washington as described in Section 12.3.

e Make additional updates and corrections to the micro file and generate an EQUI correction
file. (See Section 13.3.)
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7.2 Data from the Quarterly Contributions Report

Quarterly Contributions Reports are due one month after the end of the quarter. The Ul Tax
department may receive contributions report data on hardcopy forms for some employers and via
data files for others. Many States require large employers to submit their Ul wage records via
data files; the contributions report data may be included on the file as well in these cases.

Payroll processing firms that file contributions reports on behalf of employer clients also
generally provide this information via data files. State and local government agencies typically
report via data files as well. Upon receipt in the Ul Tax department, hardcopy reports will be
keypunched or scanned into the tax system and data files will be loaded. The data will be
available on a flow basis for the State QCEW unit to extract into their standard State system
(EXPO or WIN-202).

The Ul Tax department does little or no editing of contributions report data before the State
QCEW unit extracts them. Employer reporting errors as well as keypunch errors will be present
in the data as extracted from the Ul tax system. The comprehensive edits in the standard QCEW
State systems perform a critical function in identifying these errors for resolution by the State
QCEW staff. Chapters 9 and 10 discuss editing in detail.

Missing Data and Delinquent Accounts

In addition to errors present in reported data, missing and delinquent data must also be addressed
by the State. An employer is referred to as delinquent when no report is received at all. In other
cases, a report will be received, but it will be missing critical data items, most commonly the
monthly employment figures. The standard State QCEW systems have the ability to denote the
appropriate data fields for these employer accounts as having missing data (even if zero-filled) to
distinguish them from reported zeroes.

Notices must be sent to delinquent employers and employers whose reports were missing data.
In most States, the Ul Tax department will automatically send follow-up notices to delinquent
employers. In the case of missing data, especially missing employment data, some Ul Tax
departments are unlikely to follow up. In these circumstances, the State QCEW unit must take
responsibility for the follow up and use the features of the standard system to generate missing
data notices. Additionally, the QCEW unit must take responsibility for sending notices to
Federal agencies whose RFEW is delinquent (Federal agencies which report centrally via the
EDIC are excluded). Delinquency and missing data notices should be sent to employers
regardless of their size. The requests should be sent as soon as possible after the due date or
receipt of the incomplete report to allow time for submittal of the information from the employer.
Such follow up is critical to the overall quality of the State’s QCEW data. Missing and
delinquent data follow up minimizes the number of imputations that will have to be generated by
the State’s QCEW system and included on the EQUI deliverable.
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All costs associated with the follow up of missing and delinquent data from quarterly
contributions reports are the responsibility of the Ul Tax department. If the State QCEW unit
takes the responsibility for collecting missing data, they should make arrangements to be
reimbursed by the Ul Tax department. Costs include staff time, printing and processing of
notices, and postage. The QCEW program must assume the cost of following up for missing and
delinquent data from MWR and RFEW forms.
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7.3 Extracting Data and Delinquent Accounts

Every State uses a standard QCEW State processing system and is expected to work from
standard data element definitions (given in Appendix B). Nevertheless, the Ul tax file and other
data sources vary from State to State. Each State develops its own extract programs to provide
the input data for its QCEW system. This section outlines the issues related to extracts. Consult
your regional office if you have any questions about changing or improving your State's extract
programs.

A generic “tax file” is usually referred to as the primary source for the extract. When reviewing
data sources, identify specific files and options used to build the QCEW micro file. File formats
should be obtained and reviewed, definitions assessed, and programs rewritten to extract data for
all required records and all required and optional fields, as appropriate.

Most required data are on the tax file. In some States, however, quarterly contributions data are
separate from the administrative or master file information. In these cases, information about
ownership transactions, addresses, contacts, liability status, etc. are on a file apart from the
employment and wage data. In rare cases, employment is not added to the file with wages and
must be extracted separately.

If a State transaction file is used, identify which records/data elements are included. Your
strategy for doing this should consider the following issues: Is this a data entry file of new
information and changes waiting to be loaded to the tax file or is it similar to an audit trail of
changes already made to the tax file? Are multiple entries included for a single record? If so,
can they be processed in sequence to ensure that more recent information is not overlaid with
older data?

In some cases, data are available from multiple sources. For instance, data may reside on a
transaction file until the data are loaded to the tax file or even after the data are loaded. Search
the transaction file if it contains the appropriate information; otherwise search the tax file. Due
to their size, tax files are usually more expensive to search, but they often have more fields and
more information than a transaction file. If the State is considering extracting from transaction
files, ensure that all appropriate transactions are included. Transaction files may be more
accessible but may not use any internal tax system edits or processing that would benefit the
QCEW staff.

Some States maintain files for selected types of records (e.g., pending legal action, set up but not
active, pending possible awarding of a business contract, receiverships to close out accounts,
etc.). Each of these types of records must be examined, based on State law, to determine if the
records should be extracted and included on the State micro file.

Timing and Frequency Issues — States must extract all current quarter data at least twice
each quarter. Additionally, at least one extract should include prior quarter data received
since the previous extract. Note that the prior quarter is defined as the quarter immediately
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preceding the current reference quarter. These extracts include all data for the current quarter,
including any non-quarterly or quarterly fields that may have changed.

Each State should work with the regional office to optimize when these extracts should be run.
Additionally, the data source may influence the timing. For instance, if transaction files are
used, it may be easier to manage the workload by loading and processing the transaction file
more frequently, resulting in several smaller listings.

How a State handles missing and delinquent data may also impact timing. If a State imputes
missing and delinquent data at the onset of processing, the review may be redundant when the
data are subsequently reported. By delaying the imputation and waiting until more records are
reported, the number of imputations that need to be reviewed may be reduced. However,
running imputation earlier in the cycle may facilitate using the integrated edit (including edits at
the level of the macro cell) instead of initially editing at the micro level only. (A detailed
discussion of editing options appears in Section 12.1.)

Consider how the State sends missing data and delinquency notices, how late data are processed
and loaded to source files, and how timing effects the levels of imputed data. Since current data
are extracted at least twice per quarter and prior quarter data are extracted at least once per
quarter, it is important to remember that reported data would replace estimates for many active
records.

Another area of concern is whether previously extracted data can be distinguished from data that
have not been extracted or were not available at the time of the last extract. A few States have a
field on the tax file to identify extracted data.

If the same data are extracted more than once, how are the data processed? If corrections are
included in a subsequent extract, the updated information should be loaded to the micro file and
edited. On the other hand, if the data are re-extracted without change, these data should not
replace data already on the micro file. In cases where State QCEW staff may have already
manually corrected the data, a new extract should not overlay the corrected data.

Many States may find that an initial extract from the tax and other source files followed by
succeeding extracts from transaction files provide a more efficient approach; however, this
would also require additional programming.

Complete Extracts — While most records on State tax files are covered and included in the

extracts, some records on the source files should not be on the micro file. Activity Status and

Type of Coverage are discussed further below and in Appendix B, Data Element Definitions.

Other issues to consider are:

e Which employers are covered?

e Which record types are included? Does the State micro file include all required records?
What record type may be missing?

e How is an active account defined?

e When is an account determined to be inactive?
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e How long is the record zero-filled on the source file?

Does the State tax file include pending accounts?

How are pending accounts defined?

How is missing employment identified?

What are the procedures to solicit missing employment?

How are delinquent accounts identified?

What procedures are used to obtain information on delinquent accounts?

How are zero reporters distinguished from non-reporters on the tax file?

When and how are retroactive accounts added to the tax file?

How can replacement data be identified on the tax file?

When should replacement data be extracted?

Does the tax system allow the employer to provide more than one report for the account that
must then be aggregated to generate a complete report? How are these augmented data
reports processed?

e How and when does the State set up multi-establishment breakouts?

e How are multi-establishment consolidations handled?

e When and how are predecessors and successors identified on the State tax file?

e How are mergers identified on the tax file?

e How are partial transfers handled on the tax file?

Coverage — Coverage issues should not cause many problems. Typically, if State Ul law
considers an account covered, the record should be included on the State extract. (For purposes
of the QCEW program, “covered” refers to Ul-covered or UCFE-covered.) Some States include
non-covered data on the tax files. Each State has specific coverage requirements. For example,
some States cover the State National Guard, local elected officials, and lay persons working for
religious organizations. (See Type of Coverage in Appendix B, Data Elements.)

Only covered accounts are required in the QCEW program; however, States may opt to include
non-covered accounts as well. If they choose to include them, the non-covered record should be
clearly marked by using the appropriate Type of Coverage code.

Samples of coverage issue questions include but are not limited to the following:

Are there any records for which the Ul coverage is in question? Are these records extracted or
excluded? Do pending court cases or legal rulings impact coverage? For instance, in some
States poll workers are covered but in other States these workers are not covered due to a legal
ruling. Consult your regional office for answers to specific questions.

Another important consideration related to coverage is the type of coverage and data maintained
on the source files. If the State uses the tax file or source files as a multi- purpose file where data
are maintained on Ul taxes, personal income taxes, and other State taxes, it may be difficult to
distinguish which records are only covered and active under the unemployment compensation
laws.

Record Types — States must identify the different types of record codes included on the tax file
or other source files to determine if a record should be extracted. These codes may include the



QCEW Operating Manual
July 2003 Collecting and Loading the Quarterly Data Page 7-9

following: activity status, pending codes, liability codes, reporting codes, organization types,
transfer codes, payment or billing codes, mail codes, forms codes, business activity status,
receipt dates, etc.

There are limitations to the codes that may result in omitting records that are needed, or
extracting records that should have been excluded. For instance, if a receipt date is used, only
records with reported data might be extracted (i.e. delinquent accounts which should have been
included would be excluded). In this case, delinquent reports would only be included if a QCR
was eventually received for at least one of the quarters extracted. If the account was never
received in time to include on an extract, it would never be imputed and never appear on the file.
The size of the unit would not matter. A large unit with several thousand employees could just
as easily be missed as a unit with only a few people.

Non-quarterly Data — Non-quarterly data fields are those fields that will only appear once on
the State QCEW micro file although they should be updated with changes each quarter, as
appropriate. Most of these fields are frequently referred to as administrative or address
information. These fields include Ul Account Number, Reporting Unit Number, names,
addresses, initial liability date and other related date fields, refiling information, etc. (The Ul
Account Number and Reporting Unit Number are the SESA ID or record key and can not be
modified.) Quarterly data fields, on the other hand, are fields that appear every quarter. They
include not only the economic data (such as employment or total wages) but also industry and
geographic codes; type of coverage; or activity status (described below).

Activity and Coverage Information

The information obtained from the Status Code, Tax Rates, and Type of Coverage is required to
process each record.

Status Code — The status codes in the standard State QCEW systems are limited to three codes:
active (1), inactive (2), or pending (9). (In addition, the BLS-Washington system uses code 3 for
a previously submitted record that is no longer submitted and is presumed inactive.) Almost all
State Ul systems include many more designations of status. Some of these designations are
actually reporting designations (e.g., the unit may be identified as delinquent with its Quarterly
Contributions Report but may have a different designation if delinquent for two consecutive
quarters). Others use different codes if the employer owes money for delinquent Ul taxes or
special use codes to determine if the employer has a legal action taken against it by the State.
Many States have a wide array of codes for different types of inactivity or presumed inactivity.
Several States even designate different types of reporting patterns (e.g., seasonal reporter, zero
reporter, special contractor, special event).

Each code should be closely examined to determine if the record should be included or excluded
in the extract. Also examine other types of codes. It is possible that an “activity status” on Ul
files is used for other situations, and a different code actually identifies records which are active,
inactive, or pending. Once the appropriate codes are identified based on the definitions in
Appendix B, then map the State-specific codes to the codes used in the standard QCEW systems.
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Type of Coverage and Tax Rates — Coverage and rating information are used in imputing,
prorating, editing, and data submittals. The Type of Coverage code was expanded to distinguish
between accounts with employee contributions and those with only employer payments. In
addition, Federal government has a unique code, thus eliminating the need to use either the
ownership code or combination of type of coverage and ownership to identify strictly Federal
government data or strictly contributory accounts. These codes may match the standard QCEW
system codes.

State-specific coverage codes have been a source of confusion and misuse in the past. In some
States, records with a limited selection of codes were extracted resulting in the absence of
covered records from the file. In other cases, records were miscoded into incorrect standard
QCEW codes because the State codes were confusing. Some State tax files maintain non-
covered information for units that are eventually expected to meet coverage requirements. It
may be difficult to identify when records switch from non-covered to covered. Other extracts
have assumed that all records are covered when some should be excluded.

Some States maintain special records on separate files, such as phantom, suspense, or pending
accounts. Each State may define these same types of records with a different name. For
instance, a pending record in one State may be non-covered pending meeting a wage threshold.
A pending record in another State may be active, but one in which the State has taken legal
action for nonpayment of taxes that were assessed using the employer’s tax rate.

The tax rate is the rate assigned to the employer based on an industry, flat rate structure, new
employer designation, or experience-rating. This rate should exclude any excise taxes, surcharge
levels, or other amounts resulting in taxes that are not added to the unemployment insurance trust
fund. Any employee tax rate should be added to the lookup file and will be submitted on the
EQUI header record (described in Appendix K). In States collecting employee contributions, a
single employee tax rate is used for all applicable accounts.

Information for Inactive Employers

The Employment and Training Administration (ETA) requires that a unit not currently reporting
employment or paying wages subject to the State’s unemployment compensation law, or paying
no wages during the eight calendar quarters immediately preceding the current quarter be
terminated, administratively inactivated, or granted permission to suspend filing Quarterly
Contributions Reports (excluding seasonal accounts).

States also have numerous categories for inactive records. These may include:

e Zero reporters that do not want to lose their account and tax rate because they may operate in
the State again.

e Units that have stopped reporting but have not provided out-of-business dates or notifications
to Ul.

e Qut-of-business accounts which still have financial debts or obligations to the State.
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e Employers that stopped reporting but have not been audited or investigated by UI.

e Units that sold their operations but never notified Ul.

e Units that purchased new operations and obtained new account numbers without transferring
the previous owner’s history or activities.

e Accounts that notified Ul of closure and were terminated by the State.

e Accounts that were investigated by Ul and found to be inactive.

e Accounts where the QCEW analyst determined that units were inactive.

Accounts known to be inactive should only be extracted if new information is obtained (e.g., a
previously unknown end of liability date is added to the file). Delinquent records still considered
active on the tax file should be extracted; however, the features of the standard QCEW State
system must be used to process the record. States should use the EXPO/WIN-202 features that
will inactivate a record on the micro file if it has not been reported or imputed for several
quarters. In these cases, the status code is changed to two (inactive), and even though the record
continues to be extracted from the tax file, it requires no processing by the State and is not
submitted on the EQUI.

If this option is not used, the system will assign unique employment and wage indicators of “N”
to the file to indicate that the record has not been reported or imputed for several quarters. These
records will be processed through the system and submitted to BLS-Washington.

When is a record inactive? To answer this question, consider. The tax file may have termination
dates, end of liability dates, out-of-business dates, closing dates, closed dates, inactive dates, etc.
On the QCEW micro file, the end of liability date is required for inactive records and should be
the last date the account was active and had employment and wages. If the end of liability date
on the tax file identifies when the account no longer sustained a legal or financial obligation,
then this date is not the actual end of liability date for purposes of the QCEW program. Each
date should be reviewed to determine which most closely matches the required definition.

Other types of records, such as retroactive accounts, pending accounts, delinquent accounts, etc.
should be reviewed to determine if they are active accounts. For instance, a retroactive account
may be set up for all quarters that it was active but could exclude data for quarters for which it
did not meet unemployment insurance definitions as a subject employer.

Classification Codes

Classification codes are fields that describe the ownership, industry, or location of the record.
Coding standards for most of these are provided in Chapter 2. Many of these fields are initially
extracted from the tax or source files and subsequently maintained through the QCEW systems.
Fields include:

e NAICS Code

e Ownership Code

e County Code
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e Township Code
e Township Extension (a.k.a. Zone Code)
e Organization Type Indicator

Note: Many Ul tax departments may change incorrect codes when identified or if an employer
disputes the code and the State Ul opts to change the value. The QCEW program does not allow
for mid-year non-economic code changes. These changes should not be extracted. They should
be held until first quarter and assigned to the Code Change Supplement using the data elements
discussed in Chapter 11.

NAICS and Ownership Codes — QCEW staff frequently assign these codes when the account is
set up. This information should be extracted for new units or for reactivated units, but should not
overwrite information on existing QCEW micro file accounts because these fields are maintained
independently as part of the QCEW program and Annual Refiling Survery (ARS) processing
requirements.

NAICS replaced the SIC as the primary basis for industry coding. States should work with their
BLS regional offices and State Ul tax divisions as necessary to ensure that extracts are always
properly designed to capture the correct industry code information from the tax files. Extracts
should capture the correct industry code information before moving the information to the
QCEW micro files. When a NAICS code is present on the tax file, it should be extracted for new
or reactivated units. Existing SIC codes will be retained but new units will not be coded with an
SIC code and consistency between the NAICS and SIC code will not be checked or maintained.

Location Codes — County information is required for all States. When new accounts are initially
set up on the tax file, county codes are assigned as well as ownership and industry codes. The
county code should be extracted and updated as part of routine editing, refiling, and other
processing functions.

Some States use township codes (and township extension/zone code, where applicable) or other
sub-county location designators on their tax files. If the data are maintained on the source file, it
may be useful to extract them. It might be helpful to ask how the sub-county data are updated.
If they are not maintained on the source file or in the micro file, do not use them. New Jersey
and the New England States are required to maintain township codes.

Organization Type Code: More than 40 States collect selected organization type information
on their Status Determination form. These include information on different types of
partnerships, associations, non-profit organizations, trusts, estates, companies, corporations, sub-
divisions, joint ventures, etc.

The organization type code should be blank for all Federal, State, and local government records.
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Date Fields

Most State tax files or other source files contain many dates, some with very clear names and
definitions and others that are not so clear. These include reporting dates, liability dates, liability
incurred dates, effective liability dates, dates incorporated, end of liability dates, termination
dates, setup dates, reactivation dates, reinstall dates, reissue dates, transaction dates, transfer
dates, effective transfer dates, filing dates, penalty assessment dates, partial change dates, rating
dates, coverage dates, employment dates, contributions due dates, billing dates, update dates,
contact dates, inactive dates, active dates, code assignment dates, entered dates, keyed dates, etc.

The QCEW micro file includes fields for five dates:
e [Initial Date of Liability

e End of Liability Date

e Setup Date

e Reactivation Date

e Predecessor/Successor Transfer Date

The State should review all possible dates on the Ul tax file or other source files to determine
which dates meet the QCEW definitions as described in Appendix B. There may be instances
where additional dates have been added to the source files when that date already existed under a
different name.

When these dates are not extracted, the standard State processing systems will assign them in
certain circumstances, as shown in the following chart.

MEEI Initial Setup Date Reactivation End of Predecessor/
Code Date of Date Liability Successor
Liability Date Transfer
Date
1,2,4,or | Extract Extract these Extract these | Extract Currently this
6 (single, | these from | from the tax file | from the tax these from | is an optional
master, or | the tax file | using the proper | file using the | the tax file | use field -
multi using the | definition. If not | proper using the this date may
reporting proper included on definition. proper be left blank.
as a single) | definition. | source files, then definition
the date this when
account is first applicable.
extracted is
system-assigned.
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MEEI Initial Setup Date Reactivation End of Predecessor/
Code Date of Date Liability Successor

Liability Date Transfer
Date
3or5 The first The actual date | The first day | The last The actual
(worksite) | day of the | that the worksite | of the quarter | day of the | date of the
quarter was assigned an | that has an quarter that | predecessor/
that has an | active status active status has an successor
active code. code after at | active transaction.
status least one status code
code (or quarter with (or
employme an inactive employme
nt and status code. nt and
wages). wages).

Ownership Transactions: Predecessors, Successors, and Mergers

In many States, the QCEW definition of a predecessor/successor situation does not match the
legal Ul definition of an ownership transaction. The QCEW program defines a
predecessor/successor relationship as one where the successor performs similar operations to the
predecessor using some or all of the predecessor’s employees. These operations are frequently
but not necessarily performed at the same location as the predecessor.

In some States, Ul considers the buyer a successor account only if legal and financial liabilities
and status are transferred (i.e., debts, trust fund balances, and experience-rating). In other cases,
the account is transferred at the option of the buyer and seller. In a few States, Ul rarely
transfers account numbers between owners.

Caution: While Predecessor or Successor Ul Account Numbers are usually present on the Ul tax
file (or other source files), the corresponding Predecessor or Successor Reporting Unit Numbers
are typically not available. Whenever this occurs, the Predecessor/Successor RUNSs should be
set to zero initially, during the extract. Later, after researching the transactions, QCEW staff can
enter specific Predecessor or Successor RUNSs as needed. In some cases involving changes to the
reporting level, QCEW staff may set Predecessor/Successor RUNSs to all nines (99999). There
are even situations in which staff may set Predecessor or Successor Ul numbers to all nines.

This is discussed in detail in Section 5.2.

Orphans and other Multi-establishment Situations

Most States do not store individual multi-establishment worksites on the tax file. For those that
do, the RUN assignment may not be the same as required for the QCEW program. In these cases
where a multi-establishment employer sells or closes all but one worksite, the remaining Ul
worksites should be dropped, and the data from the QCR should be reported using RUN
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“00000.” Any orphaned or single worksites with the Ul and a RUN greater than zero will fail
the micro edits because this does not follow QCEW reporting requirements.

Locking Fields to Prevent Changes

Each standard QCEW system has procedures for locking selected fields. Normally, State staff
should lock fields when the State Ul tax system does not follow the same guidelines as those
required by BLS-Washington. Each system also has a mechanism to compare extracted data
against locked data to manually determine if changes are needed. The EXPO or WIN-202
documentation should be reviewed for specific details.

Unlocked Quarters on State and BLS-Washington Files

For those quarters that are unlocked in BLS-Washington, as described in Section 12.2.3, all
corrections made to the State QCEW micro file should be included on the EQUI and submitted
to BLS-Washington.

For the prior and current quarters, extract data from the tax file or other sources. New
information (information since the last extract) is available for active accounts, retroactive or
reactivated accounts, reported data for delinquent accounts, corrections, etc. These changes must
be made to the State QCEW micro file so they will be included on the EQUI file that is
forwarded to BLS-Washington.

Retention of Delete Records
“Deleted” data are held in the system in case there is a need to restore the information at a later
date. These records are “marked” as deletes and their status codes are changed to “2” (inactive)

for any unlocked quarters.

The State systems retain deleted records until each of the last six quarters and the current quarter
has a status code of “2”. Once this time period is met, the deleted records are rolled off the file.
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7.4 Loading Data for Multi-unit Employers and Federal
Installations

State staff typically enter data from MWRs, since this information is not normally available on
the Ul tax file. As explained in Chapter 3, the MWR provides disaggregated data for the
individual worksites that are included in the total for the Ul account (the total data for the
employer, as reported on the Quarterly Contributions Report).

Increasingly, MWR data are collected/processed by the EDIC and MWRweb and provided to the
States electronically, as described in Chapter 4. The standard State processing systems provide
the means to directly load MWR data files provided by the EDIC and MWRweb to the State
micro file. When the MWR data files contain new reporting units (new worksites) for an
existing multi-unit account, the State processing systems will create the appropriate new records
on the micro file.

Edits for Multi-Unit Employers

The standard State systems add the employment and wage data reported on the Multiple
Worksite Report, and compare the totals obtained to those on the contributions report. If there is
a discrepancy between these sets of data the system assigns edit flags as described in Section 9.4.
The QCEW staff should determine whether the difference makes up a significant proportion of
the total for the employer or for any of the industry and county combinations where these data
will be reported. Other Level 8 edits verify the proper reporting configuration for multi-unit
employers, including Multi-Establishment Employer Indicator (MEEI ) codes, Reporting Unit
Numbers, and so on (as described in Chapter 3). As mentioned in the previous section, single or
"orphaned" worksite records in a multi-unit account will fail these edits.

Resolution of Discrepancies

If further investigation is warranted, the following procedures should be followed to resolve the
discrepancy.

First, check to make sure that data for each establishment listed on the Multiple Worksite Report
have been included on the State QCEW micro file and have been keypunched accurately. If the
keypunching is verified as complete and accurate, then consult other sources until the
discrepancy is resolved.

One source of information is the employer. (This does not apply to data received from the
EDIC. Individual State offices should not contact employers that report MWR data to the
EDIC.) Sometimes different offices within the firm complete the Multiple Worksite Report and
the contribution report. Contacting these offices may resolve the discrepancy.
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Another source of information available in most States is the wage record for the employer. This
document or file lists the total wages for each person employed by the firm during the quarter.
The wage record is only useful for this purpose if the establishment where the employee works is
identified. In the event that the wage records can be used to derive establishment totals, compare
these totals with the data on the Multiple Worksite Report. One limitation of the wage record is
that it includes information for all employees of the firm for the quarter and not just those
employed during the pay period that includes the 12™ of the month.

Another possible source of information on multi-unit employers is the Current Employment
Statistics (CES) program, which contains employment and hourly earnings information for non-
supervisory personnel. Although not every employer that is covered by Unemployment
Insurance submits CES data, most large employers submit CES data for one or more of their
establishments.

To find out whether or not a firm reports in the CES program, the QCEW staff should arrange
with the CES staff in the State to have access to the sample members. If all or some of an
employer's establishments are respondents in the survey, the QCEW staff may compare the data
reported on the Multiple Worksite Report with those reported on CES data. It should be noted
that industries covered under the State Ul laws may differ from those solicited in the CES
program. The QCEW staff should refer to individual State laws. (See Chapter 3 for a more
detailed discussion of the uses and limitations of wage records and CES data.) Because of the
nature of these data, CES data are more helpful in resolving differences in employment than
resolving differences in wages.

Other possible sources of information on multi-unit employers are reports describing work
stoppages or layoffs.

After discrepancies between the data reported on the Multiple Worksite Report and on the
contribution report have been resolved, taxable wages and contributions should then be imputed.
(See Chapter 8 for procedures for imputing taxable wages and contributions.)

Review of Federal Installation Reports

Employment and wage reports from Federal installations should be screened for completeness
and entered onto the QCEW micro file for mechanical editing, similar to the same way Ul data
are edited. However, Federal data are exempted from some edit conditions (for example, the
checks for missing physical location address). MWR and RFEW data received from Federal
installations should be processed in the same manner as other Multiple Worksite Reports
described at the beginning of this section. (Note that some Federal data are provided
electronically by the EDIC as described in Section 4.6.) Reporting requirements for Federal
installations are stated in Section 3.6.
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Chapter 8 — Imputation of Missing and
Delinquent Data

When employers do not provide complete and timely data, imputed (estimated) data are used
instead. This chapter describes in general terms how the standard State processing systems
(EXPO-202 and WIN-202) impute economic data that are missing or delinquent. The formulae
used by the State systems are described in detail in Appendix J. Even though imputed data are
computer-generated, State staff should edit and review the imputations and revise them where
appropriate. When reported data become available, the State should replace the imputed data on
their file.

8.1 Overview of Data Imputations
8.1.1 Follow-ups of Incomplete and Delinquent Reports
8.1.2 Types of Imputations

8.2 Determining How Long to Impute Delinquent Records

8.3 Imputing Missing and Delinquent Data
8.3.1 Guidelines by Data Element
8.3.2 Multi Establishment Reporters

8.4 System Options
8.5 Imputation Codes and Indicator Flags
8.6 Reviewing Imputations

8.7 Replacing Imputations with Live Data
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8.1 Overview of Data Imputations

Within five days of the end of each quarter, the States mail Quarterly Contributions Reports
(QCRs), Multiple Worksite Reports (MWRs), and Reports of Federal Employment and Wages
(RFEWS) to employers. The completed reports are due 30 days after the end of the quarter.

Data from submitted QCRs are entered onto the Unemployment Insurance (Ul) tax file and
subsequently extracted and loaded to the QCEW micro file. Typically, State staff enters data
from the MWR and RFEW forms directly to their QCEW micro file. Some multi-unit employers
report their MWR data to the Electronic Data Interchange Center (EDIC) rather than to the State,
as described in Chapter 4 — Multiple Worksite Central Reporting. The EDIC provides files of
these MWR data to the States, and the files should be loaded directly to State QCEW micro files.

Sometimes data are missing (the employer omitted some data elements) or delinquent (the form
IS not received in time to use for file deliverables or to meet program needs). Missing and
delinquent data must be imputed. Imputation is a process that enables the States to use estimated
data when the actual data are unavailable. It is based on the assumption that historical trends are
still valid and can be used to effectively estimate current data.

8.1.1 Follow-ups of Incomplete and Delinquent Reports

After information from the submitted QCRs is entered, the accounts should be screened
mechanically for missing data. It is important that the Ul tax file systems be able to distinguish
between zero-reported data and missing data. This may be accomplished by indicator codes,
date fields, or other mechanisms. If it is not possible to make this distinction, notices may be
sent to accounts that already reported zeroes, or data may be imputed for Ul accounts that
correctly have zero-filled data fields.

Request notices for missing data should be computer-generated for all QCRs with missing data.
The State should send these requests to every employer who submitted an incomplete quarterly
report, regardless of size or the amount of reported wages. The State should send the requests as
soon as possible after receiving the incomplete reports. This allows the employer’s time to
submit amended data. Once the State receives the missing data, these data should be entered to
the Ul tax file and extracted for the QCEW micro file.

All costs associated with the collection of data missing from employers' Quarterly Contributions
Reports

are the responsibility of the Ul tax unit. If the research unit is responsible for collecting these
missing data, they should arrange to be reimbursed by the Ul tax unit. Costs include staff time,
printing, processing of notices, and postage.

Most data for Federal government installations, as well as some reports for multi-establishments,
are collected through the EDIC. The EDIC will resolve any reporting problems with accounts
they handle, as described in Section 4.4. The State research unit is responsible for obtaining any
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missing data from MWRs and RFEWSs that are not collected by the EDIC. The research unit
must assume the cost of missing data follow-ups on incomplete MWRSs, as well as those rare
cases of missing data follow-ups for RFEWS.

QCEW micro files in both the EXPO and WIN-202 systems use indicator flags to distinguish
between reported and missing data. The indicator flags are listed and identified in the Indicator
Flag table at the end of Appendix J — Imputation Formulas.

About six weeks after the end of the quarter, the Ul tax file should be scanned for delinquent
accounts. The Ul tax unit is responsible for determining which Ul accounts are active and
delinquent, while the research unit is responsible for determining if MWRs and RFEWSs are
delinquent. The Ul tax unit should generate and mail delinquency notices for all delinquent
QCRs. The research unit is responsible for collecting data for delinquent MWRs and RFEWSs.
The EDIC is responsible for obtaining delinquent reports from those accounts that it handles. A
second notice, if necessary, should be sent eight to ten weeks after the end of the quarter.

In addition, the research unit should monitor the delinquency of large QCR respondents. If the
Ul tax unit does not successfully follow-up for missing data or missing QCRs on a consistent
basis, the research unit should initiate follow-up with the non-respondent. A telephone call can
determine if an employer is no longer an active business or has moved. For large employers who
are still active, the research unit can collect missing data by phone.

As with the collection of missing data, all costs associated with the follow-up for delinquent
employer Quarterly Contribution Reports are the responsibility of the Ul tax unit. The research
unit must assume the cost of follow-up for delinquent Multiple Worksite Reports and delinquent
Reports of Federal Employment and Wages. Costs include staff time, printing, processing of
notices, and postage.

8.1.2 Types of Imputations

The standardized State systems generate micro level imputations for the following situations:

e A delinquent account that last reported within a parameter-controlled number of quarters
(typically two).

e A delinquent MWR (represented by the subunit records) when the account’s QCR
(represented by the master record) was reported.

e A delinquent QCR and MWR when the account’s last reported QCR was within the last two
quarters.

e A delinquent QCR when the account’s MWR was reported.

e Missing current quarter employment when current quarter Total Wages were reported.
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e Missing current quarter Taxable Wages or Contributions when current quarter Total Wages
were reported.

e QCR and MWR data that were already imputed when new data were received that replaced
the missing data for one or the other.

The systems will not impute for the current quarter in the following cases:

e Aninactive account.

e An account that did not report for a parameter-controlled number of quarters (typically two).
o Worksites (subunits) with missing data when at least one worksite reported on the MWR.

e Animputation that is not allowed by the program parameters.

e An account that is fully reported.

e A subunit that does not have a matching master record.
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8.2 Determining How Long to Impute Delinquent Records

If a report was not submitted for the two previous quarters and a report has not been received for
the current quarter, the State system does not automatically impute an account for the current
quarter. Instead, it flags this account for review by the research unit. Ul accounts which are
delinquent for two or more quarters should be contacted by the Ul tax unit, if necessary, to
determine if they are still active. Only if they are still active should the research unit prepare
imputations for these accounts.

The research unit should carefully monitor nonresponse and imputation for larger employers.
Missing data for large employers may cause inaccuracies or revisions in QCEW data -- both
employment and wage data and measures coming from the LDB.

An important goal is to minimize the number of accounts for which imputations have to be
made. A number of factors can influence the number of accounts to be imputed and how long
these accounts are imputed. While many factors influence nonresponse, some of these factors
are under control of the research unit, and some are not.

The States should regularly review their operations to consider the following factors:

Use of well-designed Ul forms with clear instructions.

e The proper use of scanning equipment to ensure accurate data entry files.

o Timely identification and review of predecessor/successor ownership transactions and
linkages to prevent or reduce the number of inappropriate imputations for predecessor
accounts.

e Use of reporting penalties to discourage delinquency.
o Use of interest charges to encourage timely payment of contributions.
e Adjustments to tax rates in response to late or problem reporting.

Also, please remember: imputations for delinquent accounts should not be made
automatically from previous imputations for an extended period. Such a practice
compounds errors from previous quarters. However, since it may be difficult for Ul tax units to
resolve delinquency problems and determine if the account is still active (or has a successor), it
may take a couple of quarters of imputations before the reporting problems are addressed. It is
also acceptable to incorporate imputations for the current quarter of one data type (e.g., Total
Wages) in imputing another missing data type (e.g., Taxable Wages) for the sake of consistency
within the quarter.
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Meanwhile, if a reporter submits an incomplete report, it is acceptable to impute the missing data
item(s) for that record even if the data field was not reported for the two prior quarters. Since
some data are reported, it is likely that the employer is still active. Unfortunately, some
employers tend not to report employment even though they do report wages.

Imputations should be replaced on the State micro file when actual data are received and edited.
At first glance, real data that are several quarters old may seem to be of limited value. However,
data replacement can be useful for future imputations, particularly if an employer often reports
on a lagged basis.

States need not extract actual data from accounts older than the BLS’s correction policy. See
Section 12.2.3 for more details on the correction policy.

When the State research unit has confirmed that an employer is still operating, an imputation is
required for inclusion in the State’s micro file and subsequent EQUI submittal, even when the
employer’s data are more than 12 weeks delinquent. Every effort should be made to collect
current QCR data from these employers if their employment level exceeds 500. After addressing
the largest delinquencies, State staff should follow up on other critical reports.

Imputation Exceptions

Exceptions are allowed in several States for domestic employers (NAICS 814110) and for some
small units in Minnesota, where legislative changes provide for annual reporting. For employers
falling under these exceptions, State systems allow data to be imputed for three continuous
quarters instead of just two.
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8.3 Imputing Missing and Delinquent Data

Imputation formulae used by the standard State systems are listed in Appendix J along with
examples for each formula. For most data fields, multiple formulae exist that may be used based
on the availability of historical data or related data.

The imputations calculated from the formulae are usually reasonable, but there are numerous
situations that cannot possibly be anticipated in the mechanical imputation process. Hence, an
analyst's knowledge of the limitations of the formulae in various situations becomes essential in
reviewing the validity of the mechanically-generated data.

Large imputed records that turn out to have been reported under a different Ul account
(predecessor-successor linkages) or reported for a firm that has actually gone out of business can
cause substantial inaccuracies in QCEW data. Subsequent corrections could result in significant
revisions and may also affect data coming from the Longitudinal Database. In addition,
inaccurate imputations affect other economic data series, including the State’s own CES
benchmarking process. To reduce the impact of erroneous imputations, States should review all
records with imputed employment levels of 500 or more. If corrections are necessary, they
should be made prior to the EQUI submittal.

8.3.1 Guidelines by Data Element

The standard formulae used by the State systems frequently yield inaccurate imputations when
the past employment and wage data used in the calculations represent economic aberrations. In
these cases, the standard formulae's chief assumption — that previous patterns will recur — does
not apply. Similarly, the standard formulae may miss critical current economic changes that
differ from historical patterns in the data. In still other cases, it is possible that there is not
enough historical data to use the formulae. Alternate formulae are listed in Appendix J to
compensate for inadequate historical data.

The standard formulae are based on the assumptions and explanations outlined above. This
section includes suggestions and exceptions that analysts should consider when reviewing the
imputed data for monthly employment, Total Wages, Taxable Wages, and Contributions Due.

Guidelines for Monthly Employment
1. The formulae in Appendix J are most effective for large accounts (for example, accounts
with Average Monthly Employment, or AME, of 50 or more) with five quarters of previous

data.

The over-the-year change formulae are clearly inappropriate if five quarters of data are not
present. For these cases, copy the third month of the previous quarter to all three months of
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the current quarter. If any month of the current quarter is reported, review the record to
determine if the remaining months should be zero-filled or imputed.

2. In cases where some but not all months are reported, imputations should be calculated from
the most recently reported month. For instance, if the first month employment for the current
quarter (MX1c) is three times the third month employment of the prior quarter (M3p), and the
data for M2c and M3c are missing, then the report may have been filled out incorrectly by
the employer. It is quite possible that the respondent took the total of all three months in a
quarter and placed the sum in M1c. An analyst should not automatically impute M2c and
M3c from M1c in this case because the initial error will be compounded. The analyst should
use both judgment and alternative sources of information to assess the validity of the reported
value of M1c. However, if M1c is the only data item in the current quarter and it appears
reasonable in light of past trends, then it may be reasonable to project M1c for the second and
third months as well. On the other hand, it may be reasonable to leave the last two months
zero-filled if it appears the unit is being inactivated. Since the EXPO and WIN systems will
attempt to impute these data, those imputations that flag on edit output should be reviewed
for their reasonableness and consistency with historical data or other data within the county-
ownership-industry macro cell.

3. Aberrations in monthly employment could stem from a variety of unusual economic factors
(e.g., supply bottlenecks, seasonal demand, strikes, etc.). States may want to consult
comments from prior quarters to help explain current employment patterns. Phenomena such
as adverse weather conditions or fire damage could explain the existence of incomplete and
delinquent reports.

4. Delinquent accounts that are known to be both active and seasonal should be imputed using
seasonal formulae. If these do not work, then it is possible that the historical data no longer
represent the current seasonal patterns of other units within the same cell.

5. When Total Wages are reported and employment levels are missing, an analyst can use the
reported Total Wages data to assess the reasonableness of the employment imputation(s).

6. Review employment imputations for large employers carefully. Verify that the employer is
still operating and attempt to collect the data by phone. Validate that the account is not part
of an undetected predecessor/successor ownership transfer.

Guidelines for Total Wages

1. Inthe absence of five quarters of back data, copy the previous quarter Total Wages to the
current quarter.

If the prior quarter of an active non-seasonal account has been imputed, and if efforts have
been made to contact the firm for total wage information for current and previous quarters
without success, then repeat the most recent reported total wage value for current Total
Wages.
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Skewed historical Total Wages can result in distorted imputations. Relevant examples
include changes in labor costs (e.g., a negotiated wage increase) that took place in a prior
quarter or year, but are not scheduled for the current quarter. Unscheduled bonuses or raises
could also distort a total wage imputation.

In reviewing total wage imputations when current quarter employment data exist, evaluate
the validity of the imputation by comparing the relationship between Total Wages and
reported current employment levels. If a consistent relationship between Total Wages and
employment levels has been established in previous quarters, then this relationship should be
maintained by imputations for the current quarter.

Imputed Total Wages for large employers should be carefully reviewed.

Guidelines for Taxable Wages

1.

The ratio between Taxable and Total Wages in the current quarter will presumably equal the
ratio of the same quarter one year before. However, many factors affect Taxable Wages such
as changes in taxable wage basis, tax law changes, and employment changes. Therefore,
review taxable wage imputations carefully.

If employment and Total Wages are reported for an account while Contributions and Taxable
Wages are missing in contrast to previous quarters, then investigate the possibility that the
account has switched from non-reimbursing to reimbursing.

With an uncharacteristic hiring of large numbers of employees late in a prior year (e.g., the
third or fourth quarter), the taxable wage to total wage (TAXW/TOTW) ratio becomes higher
than usual. This distorts the imputation of the TAXW/TOTW ratio for the current quarter
and year. Taxable Wages will be higher than normal because the paid annual income of the
new employees will not have exceeded the taxable wage base.

The imputation for Taxable Wages should generally not exceed the taxable wage base times
the Average Monthly Employment for the current quarter (AMEc).

Taxable Wages should never exceed Total Wages in any quarter.

If a State changes the taxable wage base, the effectiveness of taxable to total wage ratios will
diminish between these years. Hence, analysts may make adjustments in the TAXW/TOTW
ratios when taxable wage bases are different between years and manual imputations are
needed.
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Guidelines for Contributions Due

Compute contributions by multiplying the Taxable Wages, whether reported or imputed, by the
account’s Tax Rate. If the account is a multi-establishment reporter, use the same Tax Rate for
all units of the account when generating contributions.

8.3.2 Multi Establishment Reporters

Two reports are received each quarter for multi-establishment reporters: a QCR and an MWR
(multi worksite report). When either report is delinquent or incomplete, imputation or proration
may be required.

The QCR (the master or “parent” summary) provides the sum of employment and wage data for
all related worksites. When the QCR is delinquent but current worksite data are available from
an MWR or the EDI Center, QCR data can be derived by simply summarizing worksite data.

Prorations

Alternatively, a current QCR may be available when the MWR is delinquent or missing critical
data. In this case, the State can derive worksite data by applying previously derived ratios to
current QCR data. These derived data are referred to as prorations.

When a QCR for a multi-unit account has been received, but the corresponding MWR is
incomplete or delinquent, the State should first contact the employer and attempt to obtain the
current worksite (subunit) information. If the data are not available for the missing worksites,
the formulae provided in Appendix J are performed by the EXPO and WIN systems to prorate
detailed employment and wage data.

Proration Problems

When the employment and wage ratios of individual units to the master account are stable from
quarter to quarter, the proration procedure is quite reliable and MWR data can be prorated from
reported QCRs indefinitely; however, the longer these prorations continue, the less reliable the
data become.

For example, when worksites open or close, the number of units comprising the multi-unit
account will change. The distribution of employment and wages across the new firm structure
may change as well. In this case, prorations become less reliable. Particularly for large master
accounts, States should contact the respondent and obtain current subunit data when they become
aware of a significant worksite opening or closing. The State reviewer should examine subunit
prorations and attempt to obtain reported MWR data on at least an annual basis.
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The proration may also become unreliable when seasonal or economic trends differ across the
subunits. In addition, seasonal industries present a special problem since the unit-to-account
ratios may be subject to seasonal change as well.

It is imperative that the State thoroughly evaluate questionable prorations and, where
appropriate, modify the results prior to EQUI transmittal. Prorations based on larger master
records (Ul accounts with 500 or more employees) require careful review at least annually to
ensure that prorations are reasonably accurate.

Taxable Wages and Contributions

Taxable Wages and Contributions are not collected at the worksite level on the MWR, but
instead are derived using current data from the QCR. Similarly, contributions can be derived for
each unit by multiplying its Taxable Wages by the account’s tax rate.

Federal Reporters

Typically, imputations for missing data from an incomplete or delinquent RFEW use the same
methodology as those used for private sector multi-establishment accounts. Since Federal
government data are not reported on QCRs, the missing master record data are imputed using the
single-establishment methodology. These imputed master record data are then distributed
amongst the multi-establishment subunits.

Taxable Wages and Contributions Due for Federal government accounts are always equal to
zero.

Imputed Prorations

If both the QCR and MWR are delinquent, impute the QCR using the single unit methodology
and then prorate the data for the multi-establishment subunits. Because the prorated data are
based on an imputation, the derived worksite data are also considered an imputation.

Taxable Wages and Contributions are not collected at the worksite level on the MWR, but
instead are derived using current data from the QCR. This means that when the QCR is
delinquent or does not include data for Taxable Wages and Contributions, the worksite detail
must be prorated from an imputation. The State must first impute Taxable Wages and
Contributions for the master record using the single-establishment formula. Then the State can
prorate the imputation to derive worksite imputations. Similarly, contributions can be imputed
for each unit by multiplying its Taxable Wages by the account’s tax rate.

Multi-establishment subunits whose data are generated from a reported QCR are treated
differently than those whose data are generated from an imputed QCR. Those from reported
QCRs are referred to as prorated and are not considered imputed since they are derived from
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current quarter, reported data. Prorations based on imputed QCRs, however, are considered
imputations.
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8.4 System Options

The EXPO User and Technical Documentation or the WIN-202 Documentation should be
referenced for details on system options for each imputation processing. Several possible
options exist when running these jobs. It may be possible to run the following:

e Separate jobs to sort imputed records by size and type of imputation (using indicator flags).
e Separate jobs for multi-establishment prorations from single accounts.
e Separate jobs for missing employment from delinquent accounts.

e Separate jobs for each of missing employment, multi-establishment prorations, and
delinquent accounts.

e Separate jobs for imputations from edits or combinations of edits and imputations.

e Online, individual record or multi-establishment family imputation.

e Separate jobs or queries to identify imputed large establishments for detailed review.
e Employment and wage edits as well as specific imputed record edits.

Imputations can be run at any time in the processing cycle once the quarters are rolled and the
reference quarter is the system’s current quarter. The earlier in the cycle that imputations are
generated, the more imputations will be generated for the micro file. Since States should be
attempting to obtain missing and delinquent data, it is possible that some of the imputations will
be reviewed by analysts and later replaced with live data.

Running imputations late in the cycle allows additional time for data collection of previously
missing or delinquent accounts. Running them too late in the cycle, however, may not allow
adequate time for their proper review. States should run imputations early enough to allow
adequate review time for large employer imputations.

Imputations can also be rerun if the analyst feels that partial data may have been received that
would affect the quality of the imputations. Keep in mind that if the imputations are rerun, they
should be reviewed or checked afterwards for any significant problems or fluctuations.
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8.5 Imputation Codes and Indicator Flags

Each standard State system assigns an Indicator Flag to all employment and wage data items to
indicate its source. An additional code is generated and displayed for State review when
imputation or proration is attempted for a missing data field.

Imputation Report Codes

Imputation Report Codes describe either the formulae used for successful imputation, or the type
of failure the system encountered during imputation. These Imputation Report Codes are not
stored, but are displayed on the imputation reports as a useful tool for State review.

When an imputation is successfully generated, the Imputation Report Code is a three-letter alpha
abbreviation of the field (e.g., EMP for employment, TOT for Total Wages, TAX for Taxable
Wages, and CTB for Contributions) followed by a number designating the formula that was
used. For example, TOT4 is the code for Total Wages that were successfully imputed using the
fourth formula for Total Wages, TotW(cq) = TotW(pq). These codes are listed and defined at
the end of Appendix J in the table entitled Imputation Report Codes: Successful Imputation
Codes.

If the system could not generate the data, the three-position abbreviation of the data field is
followed by one alpha character indicating the last formula attempted. For example, TOTD
means that Total Wages were not imputed because of an imputation error for the master account.
The full list of these codes and their definitions appears in the table entitled Imputation Report
Codes: Imputation Failure Codes, also in Appendix J.

Imputation codes are not stored in the State system. They are only displayed for reference on the
successful imputation and failed imputation reports generated as part of the imputation runs.

Indicator Flags

In contrast to Imputation Report Codes, Indicator Flags are stored for each Monthly
Employment, Total Wage, Taxable Wage, and Contributions data field on the State micro file.
These indicator flags are also submitted to BLS on the EQUI file. The indicator flags are listed
and identified in the Indicator Flag table at the end of Appendix J.

As the State initializes a new quarter in their processing system, the indicator flag for all
collectable data fields on the micro file is set to “M” (missing). As actual data arrives and are
entered via online entry, Input Micro Transaction (IMT) files, EDI load programs, or other batch
routines, the indicator flag changes from an “M” to an “R” (reported). The indicator flag is also
used to identify late reports (“L”), or data collected in response to missing data notices (“D”).
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Note that if a particular data element was never reported, imputed, prorated, or changed, its
indicator flag will remain M — whether or not the entire account (the QCR) is delinquent.

Indicator flag values also indicate when data are imputed or derived through proration. These
flags are useful to monitor workload associated with nonresponse and imputation. Indicator
flags are also useful for State data collection management. They can also be used to assess data
quality -- how much of employment is reported versus imputed -- or possible areas of
improvement. For example, if the State is finding it necessary to override system-generated
imputations with manual corrections, the imputation formulae may need review and
improvement. Other codes, such as those used to identify data obtained as a result of sending
missing data notices or delinquency notices, are useful for evaluating the workload associated
with collecting late data. This may indicate that forms changes are needed, that better public
relations and education about the value of the data may be needed, or that the requirements may
need to be modified.
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8.6 Reviewing Imputations

Failed imputations (when the system could not successfully generate an imputation from the
programmed formulae) should be reviewed for employers of all sizes. If live data cannot be
collected and the record must be imputed, the State may have to manually create the imputation
in lieu of a system imputation.

System-generated and manually-produced imputations should be processed through micro edits
and integrated (macro) edits. This ensures that the data are reasonable and consistent with
historical data and with the data of other employers within the cell.

The State should review all records with imputed employment levels of 500 or more prior
to EQUI submittal. If corrections are necessary, they should be made prior to submitting the
EQUI. See additional information on Large Employers below.

During the review process, analysts should draw upon additional resources to assess the quality
of imputations. Industry patterns across the State, or more current industry data from the Current
Employment Statistics program, can be used to review the reasonableness of imputations. At the
employer/worksite level, the analyst’s familiarity with the particular account is an important
input to evaluation. Using outside sources of information -- other local indicators and media --
may be helpful in arriving at more meaningful estimates.

When actual data are received, they should replace the mechanically-generated estimates.

Problem Areas

Several problems can occur when imputing data. These issues are discussed below for large
employers, new units, predecessor/successor units, discontinued units, prior data with an unusual
trend or atypical seasonality, and partial imputations. Large employers are also mentioned in the
other subtopics as helpful.

Large Employers

Large employers (with employment of 500 or more) merit additional attention and scrutiny since
these imputations can create critical errors in the QCEW data. Subsequent corrections could
result in significant revisions and may also affect data coming from the Longitudinal Database.
In addition, inaccurate imputations affect other economic data series, including the State’s own
CES benchmarking process.

When missing or delinquent data are imputed for these employers, the State should carefully
review the employer’s status to verify that the business is still operating and that a change in
ownership has not resulted in accidental double counting. If an imputation is required for a large
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nonrespondent, the State should give the imputations careful review in light of current economic
trends and seasonal fluctuations.

New Units

Most imputation procedures rely on historical information; therefore, it is very difficult to impute

data for new units with no reporting history. When reviewing imputed data for new accounts,

always consider the following:

e Check the Initial Date of Liability to ensure that data are not being imputed for a time period
when the account is not yet active.

o Check the status determination form for information on anticipated employment.

o Check wage records if they were reported separately (e.g., via magnetic media).

o Contact the employer for information, particularly if the new unit is expected to employ a
large number of people.

o Check the Internet and other media sources.

e Use CES reports.

e Consider using industry averages derived from similarly classified units.

o Determine if the unit is a successor and use information from the predecessor unit.

Predecessor/Successor Units

It is important that the Ul tax unit or the research staff identify units that were sold. If the unit
was sold, imputation for the predecessor would create an employment overcount because the
imputed data on the predecessor duplicates the employment and wages paid on the report of the
successor. Predecessor/successor edits may identify this error, or the error may be reflected in
integrated macro edits when it causes an abnormal significant increase.

It is critical that either the predecessor’s or the successor’s data be on the file. If neither the
predecessor nor the successor reports, and data are not imputed, then an employment and wage
undercount will result.

Predecessor/successor transactions involving large employers require thorough investigation to
reduce possible overcounts or undercounts.

Discontinued Units

It is important that the Ul tax unit or the research staff identify units that no longer report or are
out of business.

Unfortunately, it may take the Ul tax or audit units a couple of quarters to identify these closures.
For this reason, the imputation formulae usually allow two quarters of delinquency for non-
reporting. This should allow enough time for the Ul tax or audit staffs to contact the employer
and determine its reporting status. If a record was imputed but should have been inactivated, a
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retroactive inactivation in the appropriate quarter will change the Status Code. This, in turn,
causes the system to ignore the imputed data during aggregation, in the integrated (macro) edit,
and for other uses.

Note that if a unit is discontinued or an employer is delinquent for two consecutive quarters,
QCEW program policy recommends that data for the second quarter not be automatically
imputed by the system. (This can be controlled, to some extent, by settings in the State system.)
Instead, the system should be used to list these accounts so that State staff may attempt to verify
that the unit or account is still active. If it is active, then they should make a manual imputation.

The following actions should be considered in the review of delinquent accounts:

o Check the End of Liability Date or the Status Code to ensure that data are not being imputed
for a time period when the account is no longer active.

o Check for a successor account.

o Contact the employer for information.

e Check the Internet.

e Use CES reports.

e Use Mass Layoff reports.

If a multi-establishment employer closes a unit and the reviewer finds an End of Liability Date or
an inactive status code, and the employer does not report the MWR, adjustments exist in the
proration formulae to exclude prior data from the ratio computations for the inactive unit.

Meanwhile, several State legislative changes now allow domestic employers (NAICS = 814110)
to report once a year instead of each quarter, and in Minnesota, certain small units are allowed to
report annually. State systems allow three continuous quarters of imputation for these units.

Prior Data with an Unusual Trend or Atypical Seasonality

If the historical data of the unit are atypical, the analyst may need to manually override the
imputation to compensate for the anomaly. Similarly, historical data may not accurately reflect
atypical economic or seasonal changes in the current period. Additional information can be
obtained from the following actions to help modify the imputation:

o Check wage records if they were reported separately (e.g., via magnetic media).

o Contact the employer for information.

e Use CES reports.

e Check for an upcoming or future quarter.

Partial Imputations

The imputation formulae typically treat each data element independent of the other elements.
There are a few cases where one data field is used in the formula to impute another data field
(e.g., Total Wages are used in some of the employment formula). There are only a few situations
where the absence of one data field will cause another data field to fail to be imputed. As a
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result, there are several instances where part of the record may be imputed but the other data
field(s) are not. These failed imputation cases should be reviewed. Partial imputations will
result in missing employment or wages, create skewed average wages, and affect the quality of
the data. These errors can be particularly critical when they involve large reporters.

Information Sources

Possible sources of useful information in the States include the following:

1.

Comments — Analysts should examine narrative or coded comments for previous quarters to
ensure that the previous data follow a typical trend. The appropriateness of seasonal
formulae can be more accurately judged if the quarters or months from which the data items
will be projected are not deviations from the normal trend. If an aberration occurred in the
past, the imputation for the current quarter should not be calculated simply by using the
general formulae. Finally, comments may point to other information sources that may help
in the imputation process.

Upcoming Quarter Data — It may be possible to review a QCR or MWR for the next quarter.
These data could then be used in conjunction with the prior quarter data to establish a range
for imputing missing items in the current quarter.

Information Generated from Imputation Procedures — Imputation procedures should produce
the following information to assist an analyst in reviewing the imputation:

a. A list of all accounts that are delinquent and their imputation data.

b. A list of each account which either:
« Reported zero-data last quarter and did not report this quarter, or
. Did not report last quarter and did not report this quarter.

c. For all large (50 or more employees) delinquent and missing data accounts, a list of the
imputations and the previous five quarters of data.

CES Data — Data reported in the CES survey by a firm may be used to aid in the review of
mechanical estimates for the firm. Estimates replaced with CES data must be assigned an
indicator code of A to clearly identify the data source for CIPSEA restrictions.

Employee Wage Records — The tally of all employees listed should equal or exceed monthly
estimates, depending on turnover, seasonality, etc.

Layoff Reports — Reports showing the time period including the reference week may be used
to revise estimates of employment and should provide an idea of why wage levels fluctuated
since last quarter.
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10.

11.

12.

13.

14.

15.

Predecessor/Successor Codes — A transfer in ownership may be a clue to finding a

delinquent or missing report.

Status Codes — By determining whether a firm is active or inactive for Ul purposes, it is

possible to tell whether the report is delinquent or whether the firm is actually out of
business.

Initial Date of Liability and End of Liability Date — These dates are useful when determining
if the account was active for all months of the quarter, was not active at the beginning of the
quarter, or was closed before the end of the quarter. Both standard State systems use these
dates to adjust the Status Code for the record.

Local News Media — The local news media is an important source for information on local
establishments, particularly the closing of large businesses.

Local Office Information — Analysts or other staff in the local offices should keep abreast of
community happenings that impact their labor market, particularly business closings.

Industry Averages — As an additional tool for certain estimation procedures, quarterly
industry averages of employment and wages for each industry would be useful. To impute
current quarter data for a new account for which only the prior quarter's data are available, a
ratio of change for the industry as a whole from prior-quarter-a-year-ago to current-quarter-
a-year-ago can be applied to the previous quarter's data for the account. In addition, industry
averages can be used to calculate industry trends that can then be compared to imputed
quarterly changes for individual accounts.

Employer — The employer is generally the best source of information. The analyst can often
call the employer to verify unusual fluctuations or to obtain missing information. The
employer will sometimes be the only source for resolving a data problem, such as erroneous
employment reporting. However, some employers will not always be cooperative.

Analyst Judgment - The QCEW analyst's knowledge of the State economy, especially in
their immediate area, is invaluable. A senior analyst may have information regarding a data
situation that occurred in the past or general information about a local company or industry
that will help resolve a flagged record or failed imputation. Analyst knowledge and
background information also play an important part in making judgment calls about whether
a flagged record is suspicious or not.

Internet - The Internet can be a useful tool to obtain additional information about the
reporter. Possible information may include:

« Subunit locations

. New locations

« Employment levels

. Predecessor/successor transactions

. Mergers
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General Suggestions and Considerations

Large employer imputations should always be carefully reviewed by appropriate State
specialists. Consider the size of the employer when reviewing imputation formulae and
alternative methods.

State analysts should keep abreast of legislative changes. They may affect Ul taxes.
If imputations for Total Wages, Taxable Wages, or Contributions will be written back to the Ul

tax file, then coordination may be needed to ensure that the data are acceptable to all interested
staff.
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8.7 Replacing Imputations with Live Data

When missing data or delinquent accounts are finally reported by the employer, State staff
should replace imputations with the actual data on the State micro file. The State system will
then generate an Enhanced Quarterly Unemployment Insurance (EQUI) update record for BLS-
Washington. The EQUI update will replace the earlier imputations sent to BLS-Washington
with the reported data, provided that the update occurs within the time frame permitted by the
BLS correction policy described in Section 12.2.3.
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Chapter 9 — Editing Micro Data in the States

This chapter and the next discuss using the edits in the standard State systems, reviewing edit
results, and making corrections. The edits are automated: a computer processes the data, assigns
edit flags according to certain conditions, and identifies flagged records. State staff then use the
edit results to review, research, correct, and explain suspect data. Editing in the standard State
processing systems, EXPO-202 and WIN-202, follow BLS requirements explained in detail in
Appendix F (Edit Conditions and Formulas).

When State staff conscientiously review and follow up on edit results, data quality improves in
several ways:

e Erroneous data are corrected.

e Unusual data changes are verified and explained by a comment code or narrative.

e Reporting problems are identified and resolved.

e Data from Quarterly Contribution Reports (QCRs) and Multiple Worksite Reports

(MWRs) are consistent.
e Imputations are adjusted, where necessary, to reasonably predict missing data.

While correcting erroneous data dominates the quarterly effort, verifying and documenting
questionable data helps data users understand economic events, and also prepares for the review
of future data.

9.1 Edit Types and Edit Levels

9.2 Editing for Reasonable Employment and Wage Levels
9.2.1 Edits for Monthly and Average Employment
9.2.2 Edits for Total and Average Wages

9.3 Address Editing: At Least One Clean Address
9.4 Multi-Establishment Editing

9.5 Using Wage Records in Editing

9.6 Using BLS Comment Codes

9.7 Setting the Parameters

9.8 Determining the Research Needed

9.9 Resources for Researching Suspect Data

9.10 Resolution of Suspect Records

9.11 Improving Data Quality
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9.1 Edit Types and Edit Levels

The standard BLS edits consist of several types:

e Micro edits — These identify invalid or questionable data associated with individual
establishments (individual reporting units).

e Macro edits — These identify questionable data that have been summed to a macro cell
level. Macro cells are typically the aggregation of individual reporting units in a detailed
level industry, ownership, and area.

e Integrated edits — The State systems and the BLS-Washington system process macro edits
in combination with comparable micro edits. In this way, the individual reporting units
that cause or contribute to the macro flag can be identified and corrected (or explained).
Macro editing and the integrated edit are discussed in Chapter 10 — Macro File and the
Integrated Edit.

e Predecessor/Successor edits — These examine the relationship between previous and
current business owners to ensure that consistent classification codes are used and to
prevent data overlaps or gaps.

e Multi edits — These ensure consistency within multi-establishment Unemployment
Insurance (Ul) accounts, including between QCR data (reported on the master record)
and MWR or EDI Center or MWRweb data (reported on the subunit or worksite records).

e Wage record edits — These edits use data from wage records as a tool to determine
whether employment and wage levels are reasonable. They are performed in the State
systems, if the wage records are available, but not in the BLS-Washington system.

The edits are grouped into nine levels, based on the type, purpose, and severity of the error or
flag. The first six edit levels are routine micro/macro edits and are ranked in ascending order
according to their seriousness. In general, edit Level 1 flags are the most serious and edit Level
6 flags are the least serious. Detailed information about priorities for edit review and cleanup
appears in Section 13.3.2. Edit Levels 7 through 9 are special purpose edit levels that focus on
specific issues.

Individual edits are grouped within edit levels and have a unique, three-digit code assigned to
them. For a small number of data elements, there is no edit code, and the edit will force invalid
data to the default value without manual intervention.

I-errors indicate invalid data and must be corrected. Warning edits (W-flags) indicate a record
has failed an edit because of questionable data and that the data should be reviewed for possible
errors. All error flags occurring in edit Levels 1-4 are I-errors. All flags in edit Levels 5, 6, 7,
and 9 are W-flags. Both I-errors and W-flags occur in edit Level 8.

For more detail concerning edit flags, see Appendix F.
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The Nine Edit Levels

Level 1 — Pre-edit I-errors (edits 001-006)

Pre-Edits ensure that each record’s identifying information is properly formatted as numeric or
alpha-numeric, has the expected values, and can be loaded to the BLS-Washington system.
These errors rarely if ever occur in State systems since the data elements are usually system-
controlled. These edits are important in the BLS-Washington system to ensure that the correct
State’s data are loaded to the database for the correct year and quarter and are processed as
instructed by the State.

Level 2 — Key Field I-errors (010-016)

Key fields (industry, ownership, and county) are essential classification fields which are most
used for aggregation, sampling, and other data uses. Errors in these fields render a record
fundamentally unusable.

Level 3 — Date and Status Code I-errors (021-025)

The date and status code edits ensure that the record has adequate information to properly
determine its status (active, inactive, or pending). The status code and the date fields (such as
initial liability, end-of-liability, and reactivation dates) are used to determine whether or not the
record should be edited, refiled, aggregated, and provided to various State and BLS users.

Level 4 — Remaining I-errors (031-080)

Level 4 edits review the data elements for the following:
e Valid numeric or alpha conditions
e Valid responses from a limited set of expected values
e Valid relationships between two or three data elements

In almost all cases, these edit flags must be corrected. There are a few situations where the State
systems will override an invalid response with a blank, or will zero fill.

Level 5 — Large Record Employment and Wage Edits (085-086, 091-099)

Several of the employment and wage edits are divided into significant changes (Level 5) and
important but not as large changes (Level 6). This was done to help reviewers focus first on
those changes that have the greatest impact on the data. Most of these edits are performed at
both the micro and macro level. The micro and macro versions of the same edit share the same
three digit code.

Level 5 edits identify:
e Significant fluctuations over time in employment or wages
e Significantly large new, discontinued, or imputed records
e Records with high wages but no employment



QCEW Operating Manual
December 2004 Editing Micro Data in the States Page 9-4

e Records with high employment but no wages
e Records with wages that are equal to the sum of the three months employment, if
employment is large

The parameter/tolerance values used in Level 5 are greater than those used in Level 6. Because
of this, records flagged during a Level 5 edit indicate a more significant employment or wage
fluctuation than their comparable counterparts in edit Level 6. Though similar, Level 5 edits
have different three-digit codes than their equivalent edits in Level 6.

Most of these records warrant further review, possible corrections, and usually some explanation
if not corrected. Problems can be researched:

Using wage records, or

Using Ul correspondences or supplemental information, or

Using similar units of a multi-establishment employer, similar employers in the cell, or
By contacting the employer.

Level 6 — Warning (W) and Other Summed Level Edits (088 and 101-146)

The same type of edits performed in Level 5 are performed in Level 6 but with a different,
smaller set of parameters. Level 6 edits identify fluctuations in the economic data (on both
micro and macro records) that are smaller than at Level 5, but still significant. For example, an
employment change of 50 people from one month to the next might flag at Level 6 but pass at
Level 5.

Edits in this level also include most other W (Warning) edits that flag questionable data of other
types (such as address fields, missing physical location addresses on large records, telephone and
fax numbers, tax rate, Employer Identification Number (EIN), missing taxable wages (on
experience-rated accounts), relationships between classification codes, code changes, and records
that have an unclassified industry code with higher employment). While the flagged data may be
accurate, they are sufficiently unusual that data users would look for an explanation.

Records flagged by these edits should be reviewed and corrected (where necessary) or explained
with an appropriate comment code.

Level 7 — Predecessor/Successor edits (156-164)

Predecessor/Successor edits are designed to identify potential relationship problems between
predecessor and successor units. In these cases, either the predecessor of a new or merged unit is
identified and/or the successor of a partially or completely discontinued unit is identified.

Level 7 edits identify two general types of errors, code discrepancies and suspect economic data.

First, a comparison of the predecessor’s and successor's data fields may show unexpected
differences in one of the following codes:
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e NAICS
e County

e Township (for certain States)
e Ownership

Usually, the codes of the predecessor and successor are the same unless the successor had an
immediate economic code change at the time of the ownership transfer. If there was a non-
economic code change (e.g., the predecessor was incorrectly coded and the successor is assigned
the correct code), the change should be held until first quarter. There are two exceptions to this
rule:

e The employment is 25 or less in the months immediately before and after the change of
ownership, or
e The change is from an unclassified to a classified industry or geographic code.

The parameters used in these edits should exclude these smaller units. If the code change should
be held until the next first quarter, follow instructions in Chapter 5.

The second type of error is an overlap or gap in reporting economic data. When both the
predecessor and successor — or neither the predecessor nor the successor — reported during the
reference period, there is either an overlap or a gap in reporting.

For QCEW purposes, when both the predecessor and successor both have employment and
wages, one of the following has generally occurred:

1. One of the units was imputed and the imputed record should have been inactivated, or
2. Both the predecessor and successor reported, and only one should have.

To correct these:
e The predecessor should have employment and wages changed to zero, or
e The predecessor should be inactivated for the reference period, or
e The successor should have its employment and wages changed to zero and the record
coded as pending until the appropriate quarter when it would be activated.
3. The transfer of ownership occurred in the middle of the reference period and the information
should be handled in either one of two ways:
e Merged under one unit, or
e Properly explained using numeric or narrative comments.

If neither the predecessor nor the successor reported during the reference period, the following
should be determined:

e |f the business’s employees continued to work during the reference period.

e And if so, who paid their wages?
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The appropriate record’s data should be either reported or imputed based on the data of the
predecessor’s last report.

Level 8 — Multi-establishment edits (171-185)

These edits review the relationships among records within a Ul account, or compare the total
employment or wages of the sub-unit records with the master (parent) record. These edits ensure
the following:
e That the sum of the economic data from sub-units is relatively close to the amount
reported for the master record.
e That each multi-establishment account (family) has a master record with at least two sub-
units (worksites).
e That all members of the family have the same Ownership Code and EIN. Also, for
Indian Tribal Councils, all members of those families should have the same Special
Indicator value of T.

Level 9 — Wage record edits (not performed in BLS-Washington) (191-198)

These edits are a tool which can be used in conjunction with the employment and wage edits to
help determine if the employment or wage change is supported by data changes in wage record
data. These edits should only be run if the State can obtain and load automated files of wage
record data.

Note: States using these editing tools should ensure that data for their wage records include all
Ul-covered employees and that wage data on wage records include adequate dollar field length
for the total wage amount.
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9.2 Editing for Reasonable Employment and Wage Levels

The data on each micro record can mostly be classified into two types: quarterly and non-
quarterly. Non-quarterly data elements include the micro file key fields (UI/RUN), predecessor
and successor IDs, address-related fields, date fields, Annual Refiling Survey (ARS) fields, EIN,
and other special codes and indicators. These are data elements that rarely change, or whose
current value is the only one used. Quarterly data, on the other hand, include the economic data
fields (employment, total wages, taxable wages, and contributions), the classification codes,
Status Code, Type of Coverage, and other data elements used to generate current and historical
aggregations of the economic data. The two sections that follow discuss the quarterly edits for
the essential economic data: monthly employment and total wages.

Editing Effects of Shifts Between Reporting Units

At most edit levels, the standard BLS editing is applied to individual reporting units (individual
UI/RUNS). The exceptions are:

e Macro edits that apply to county-ownership-industry aggregations,

e Predecessor/successor (Level 7) edits that connect reporting units using predecessor or
successor IDs. The use of predecessor and successor IDs is described at length in
Chapter 5.

e Multi-establishment (Level 8) edits that compare reporting units within the same Ul
account.

One example of a major data event that is not the result of error is the shifting of employees from
one reporting unit or Ul account to another. Some of these employment shifts will cause the
State to consider whether to change an account from a single to a multi-unit account, a process
described in Chapter 3 — Special Processing for Multi-unit Employers. The shifting of
employees to and from professional employer organizations (PEOs) will also cause employment
fluctuations. In the case of a PEO, the State should make every attempt to have the employment
reported in the correct industry code. This situation is described in detail in Section 15.3.

Inter-quarter fluctuations may be caused by a restructuring, a change in ownership, or the
breakout of a multi reporter. Indication of the latter two situations may occur in the State Ul
system. A distinct possibility is that the data for either the current or prior quarter are incorrect.
These data must be examined and corrected based on the procedures described in this chapter.

Significant Employment and Wage Situations
Employment and wage edits are divided among two edit levels: edit Level 5 and edit Level 6.

Level 5 edits flag records that have excessively large fluctuations of employment or wage levels.
Because the records flagged by Level 6 edits do not have the large data fluctuations as those
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records flagged by Level 5 edits, they have less of an impact on the macro level data. Five edits
selected for special consideration are given in the following table.

Table 9.1 - Codes and Descriptions for Edit Levels 5 and 6

Level 5 Edit | Level 6 Edit | Edit Description

Code Code

091 126 Monthly Employment Change Check