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INSTRUCTIONS FOR COMPLETING THE
MONTHLY EMPLOYMENT REPORT FOR
THE AMERICAN RECOVERY AND REINVESTMENT ACT OF 2009 (“Recovery Act”)
(Form BDC 60)

Contract No.:  For construction contracts, use the 6-digit OGS-assigned number that includes the trade suffix.  For consultant contracts, use the 5-digit OGS-assigned number (no trade suffix).
Report Month:  This is the calendar month that the report covers. Enter in mm/yyyy format.

Award No.:  This is the federal contract number assigned by the awarding federal agency.

Contracting Agency:  NYS Office of General Services (OGS).
Project Description:  Enter the project title, facility name and address, and the county where the facility is located.

Prime Contractor/Consultant Name and Address:  Enter vendor’s company name, address and Dun & Bradstreet (D & B) DUNS number.

Employment Data:  For direct, on-project jobs funded through the Recovery Act under this contract, the prime contractor or consultant is required to indicate the number of employees in those jobs and the number of hours worked during the reporting month in the following two categories:
1. “Jobs or positions created” means those new positions created or filled, or previously unfilled positions that are filled, as a result of Recovery Act funding.

2. “Jobs or positions retained” means those previously existing filled positions that are retained as a result of Recovery Act funding.
Please note that on-project jobs that were previously-filled jobs that would have remained filled regardless of Recovery Act funding should not be reported as jobs created or job retained.

All information required must be reported by the prime contractor for itself and for each of its subcontractors, with totals shown at the bottom of the section.  
Description of Jobs Created or Retained:  A narrative description of the employment impact of the Recovery Act funded work. This narrative is cumulative for each calendar quarter and, at a minimum, shall address the impact on the prime contractor’s (or consultant’s) workforce and the workforces of any subcontractors (or subconsultants).  
Provide a brief description of the types of jobs created and jobs retained in the United States and outlying areas. This description may rely on job titles, broader labor categories, or the recipient’s existing practice for describing jobs, as long as the terms used are widely understood and describe the general nature of the work.
Prepared by:  The report’s preparer (CEO or payroll official) for the prime contractor or consultant should sign the document and enter their name, title, and the date the document was prepared.
Each monthly report must be received by OGS not later than 4:30 p.m. EST on the second business day following the last day of the reporting month (except for the December 2009 and December 2010 reports, which must be submitted by Jan. 4, 2010 and Jan. 3, 2011, respectively). Reports must be submitted to the following address:
NYS OGS - Design & Construction Group

Division of Contract Administration

35th Floor, Corning Tower, GNARESP

Albany, NY 12242

Electronic (e-mail or fax) submission of the signed report on the due date is acceptable so long as the original is mailed on the same day.
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