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APPENDIX “E”

Instructions for Current & Estimated Employee Data

JOB CATEGORY DEFINITIONS

Officials and Managers

Occupations requiring administrative personnel who set broad policies,
exercise overall responsibility for execution of these policies, and direct
individual departments or special phases of a firm’s operations. Includes:
officials, executives, middle management, plant managers, and
superintendents, salaried supervisors who are members of management,
purchasing agents and buyers, and kindred workers.

Professional

Occupations requiring either college graduation or experience of such
kind and amount as to provide a comparable background. Includes:
accountants and auditors, airplane pilots and navigators, architects, artists,
chemists, designers, dietitians, editors, engineers, lawyers, librarians,
mathematicians, natural scientists, registered professional nurses,
personnel and labor relations workers, physical scientists, physicians,
social scientists, teachers, and kindred workers.

Technicians

Occupations requiring a combination of basic scientific knowledge and
manual skill which can be obtained through about 2 years of post high
school education such as is offered in many technical instates and junior
colleges, or through equivalent on-the-job training. Includes: computer
programmers and operators, drafters, engineering aides, junior engineers,
mathematic aides, licensed practical or vocational nurses, photographers,
radio operators, scientific assistants, surveyors, technical illustrators,
technicians (medical, dental, electronic, physical science) and kindred
workers.

Sales

Occupations engaging wholly or primarily in direct selling.

Includes: advertising agents and sales workers, insurance

agents and brokers, real estate agents and brokers, sales-workers,
demonstrators, retail sales workers, and sales clerks, grocery clerks and
cashiers, checkers, and kindred workers.

Office and Clerical

Includes all clerical-type work regardless of level of difficulty, where the
activities are predominantly nonmanual though some manual work not
directly involved with altering or transporting the products is included.
Includes: bookkeepers, cashiers, collectors (bills and accounts),
messengers and office helpers, office machine operators, shipping and
receiving clerks, stenographers, typists, and secretaries, telegraph and
telephone operators, and kindred workers.

Craft Workers (skilled)

Manual workers of relatively high skill level having a thorough and
comprehensive knowledge of the processes involved in their work.
Exercise considerable independent judgment and usually receive an
extensive period of training. Includes: the building trades, hourly paid
supervisors and lead operators (who are not members of management),
mechanics and repairers, skilled machining occupations, compositors and
typesetters, electricians, engravers, job setters (metal), motion picture
projectionists, pattern and model makers, stationary engineers, tailors, and
kindred workers.

Operatives (semi-skilled)

Workers who operate machines or other equipment or perform other
factory-type duties or intermediate skill level which can be mastered in a
few weeks and require only limited training. Includes: apprentices (auto
mechanics, plumbers, bricklayers, carpenters, electricians, machinists,
mechanics, building trades, metalworking trades, printing trades, etc.),
operatives, attendants (auto service and parking), blasters, chauffeurs,
delivery workers, dressmakers and sewers (except factory), dryers,
furnace workers, heaters (metal), laundry and dry cleaning, operatives,
milliners, mine operatives and laborers, motor operators, oilers and
greasers (except auto), painters (except construction and maintenance),
photographic process workers, boiler tenders, truck and tractor drivers,
weavers (textile), welders and flamecutters, and kindred workers.

Laborers (unskilled)
Workers in manual occupations which generally require no special

training perform elementary duties that may be learned in a few days
and require the application of little or no independent judgment.
Includes: garage laborers, car washers and greasers, gardeners
(except farm) and groundkeepers, stevedores, wood choppers, labor-
ers performing lifting, digging, mixing, loading and pulling opera-
tions, and kindred workers.

Service Workers

Workers in both protective and nonprotective service occupations.

Includes: attendants (hospital and other institutions, professional and personal
service, including nurses aides and orderlies), barbers, char-workers and cleaners,
cooks (except household), counter and fountain workers, elevator operators,
firefighters and fire protection guards, doorkeepers, stewards, janitors, police
officers and detectives, porters, waiters and waitresses, and kindred workers.

DESIGNATION OF PERSONS BY RACE, COLOR,
OR NATIONAL ORIGIN

American Indian or Alaskan Native

A person having origins in any of the original people of North and South America
(including Central America), and who maintains tribal affiliation or community
attachment.

Asian

A person having origins in any of the original peoples of the Far East, Southeast
Asia, the Indian subcontinent including, for example, Cambodia, China, India,
Japan, Korea, Malaysia, Pakistan, the Philippine Islands, Thailand, and Vietnam.

Black or African American
A person having origins in any of the Black racial groups of Africa. Terms such
as “Haitian” or “Negro” can be used in addition to “Black or African American.”

Hispanic or Latino

A person of Cuban, Mexican, Puerto Rican, South or Central American or other
Spanish culture or origin, regardless of race. The term, “Spanish origin,” can be
used in addition to “Hispanic or Latino.”

Native Hawaiian or Other Pacific Islander
A person having origins in any of the original peoples of Hawaii, Guam, Samoa,
or other Pacific Islands.

White, not of Hispanic Origin
A person having origins in any of the original peoples of Europe, the Middle East
or North Africa.

The designations listed above are in conformity with the OMB Ad Hoc
Committee on Race/Ethnic categories’ recommendations. To the extent that
said designations are modified by the OMB Ad Hoc Committee, this section
shall be interpreted to conform with those modifications.
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A. GENERAL INSTRUCTIONS FOR INITIAL AND

FOLLOW-UP SUBMISSION

Initial Submission Requirements. EDA Regulations at 13 CFR
Part 317 establish the requirements for employment data required
from applicants and “Other Parties” that apply for or will benefit
from EDA assistance. (The meaning of the term “Other Parties”
is discussed below.) In most cases these requirements are tied to
the combined total number of permanent jobs to be created or
saved by the Applicant or “Other Party” in their own workforce
as reported in item 5 and 6 of the form ED-612. Except in those
cases under (c) below when an “Other Party” is not identified at
the time of project application, the form must be submitted to
EDA as part of the application for investment assistance.

(a) Applicants creating or saving fewer than 15 permanent jobs
shall fill out only items 1 through 4 plus 7 and 8 of the form.
(b) Applicants creating or saving 15 or more permanent jobs shall
fill out the entire form.

(c) “Other Parties” creating or saving 15 or more permanent jobs,
and either specifically identified as such in the project application
or locating in an EDA building, port, facility, or industrial,
commercial or business park before EDA’s final disbursement is
made, shall fill out the entire form.

Follow-up Annual Report Requirements. EDA may require
annual or periodic submissions to the ED-612 by Applicants and
“Other Parties” that fall under GENERAL INSTRUCTION
Numbers 1(b) and 1 (c) above. These submissions shall contain
data as requested by EDA.

EDA Civil Rights Evaluation. EDA Civil Rights Guidelines
describe the basis upon which EDA evaluates an ED-612 form.
Applicants and “Other Parties” must develop estimates taking
into account the character of the local labor market as reported in
item 7 of the form. Information obtained in the ED-612 will not
be used as the sole determinant of a noncompliance finding.

Limitations on Data Required. Public applicants

such as towns, cities and counties that employ more than 1,000
persons need only submit data for the subdivision, agency, unit,
or department that actually administers the project or uses the
funds. “Other Parties” and non-governmental applicants need
only submit data for the site, facility or plant actually being
assisted, unless such assistance is extended to the applicant or
“other party” as a whole entity (i.e., including all of its plants and
facilities).

Job Categories. The nine job categories on the ED-612 form are
the standard ones used in Federal reporting and are defined on
the front of this page.

Designations of Persons by Race, Color, or National Origin.
The minority group designations used are the standard
designations adopted for Federal reporting and are defined on the
back page of the form. They are not scientific definitions of
anthropological origins. Employees should be included in the
group with which they identify, or to which they are regarded as
belonging by the community. No person shall be counted in
more than one category.

B. INSTRUCTIONS FOR SPECIFIC NUMBERED
ITEMS

The following instructions apply to the initial submission of the
ED-612 form. If there is no information to enter for a specific
item leave the space blank.

ITEM 1 - Self Explanatory.

ITEM 2 - Check One Box. An “Other Parties” is an entity that does
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not receive EDA financial assistance itself, but benefit from such assistance,
perhaps by locating in an EDA-assisted building, industrial park or by using
an EDA funded infrastructure improvement such as a water line. “Other
Parties” are defined fully in 13 CFR §317.1 (c)(1).

ITEM 3 - Include only part-time seasonal and temporary
employees. Do not include permanent employees.

ITEM 4 - By job category and sex, enter the minority group data
and totals (minority plus non-minority) requested for current
employees in permanent jobs only. ”Permanent jobs” are defined
here as full-time year-round jobs of indefinite term. They must be
at least 35 hours a week and 10 months a year. All other jobs will
be considered part-time, seasonal, or temporary and are reported
only in item 3.

ITEM 5 - Enter the number of new permanent jobs estimated to

be created as a result of EDA assistance or benefits to “Other Parties”. These
estimations should take into consideration the racial, ethnic, and gender
populations of the work force available in the area. Applicants for and
“Other Parties” of EDA'’s assistance should develop these estimates in a
manner consistent with creating or maintaining a work force that is reflective
of the diversity of the assisted area. Do not include jobs counted in items 3
or 4, nor part-time, seasonal or temporary jobs.

ITEM 6 - Enter the number of current permanent jobs that are
expected to be lost if EDA assistance or benefits are not received.

ITEM 7 -- All data to be entered here must cover the Labor Market Area
(LMA), as defined by the U.S. Department of Labor and the

State Employment Service, in which the project will be located. In most
areas of the United States, LMAs consist of one or more whole counties,
metropolitan and urbanized LMAs usually are coextensive with Standard
Metropolitan Statistical Areas (SMSASs) as defined

by the Office of Management and Budget and the Bureau of the Census.

It is almost always the case that the data requested here is readily available
from the local office of the State Employment Services. If necessary, EDA’s
Economic Development Representative (EDR), local and State planning
offices and commissions or Economic Development District offices also can
assist.

As noted in General Instruction Number 3, Section A, above, Applicants and
“Other Parties” must take their data into account when they prepare their
estimates for the future employment of minorities and women, as well as age.
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ITEM 8 --The ED-612 form must be signed by an authorized official of the
reporting organization except when it is submitted by EDA Applicants as an
integral part of an EDA Application form.

C. Annual Reports

EDA may require periodic reports. Specific data will be requested at those
times. Follow-up reports are required prior to final disbursement from
Applicants and those “Other Parties” who have located in the EDA building,
port, facility, or industrial, commercial or business park or site since project
approval.
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