INFORMATION ON EMPLOYEES

Counting Veterans. Some veterans will fall into more than one of the qualified
covered veteran categories. For example, a veteran may be both a disabled
veteran and an other protected veteran. In such cases the veteran must be
counted in each category.

Number of Employees. Provide all data for regular full-time and part-time
employees who were disabled veterans, other protected veterans, Armed Forces
service medal veterans, or recently separated veterans employed as of the
ending date of the selected payroll period. Do not include employees specifically
excluded as indicated in 41 CFR 61-300.2(b)(2). Employees must be counted by
qualified covered veteran status for each of the 10 occupational categories (Lines
1-10) in columns L, M, N, and O. Column P must count all employees, including
qualified covered veterans, in each of the 10 occupational categories (Lines 1-
10). Blank spaces will be considered zeros.

New Hires. Report the number of regular full-time and part-time employees who
were hired, both veterans and non-veterans, as well as those who were hired by
veteran category, and who were included in the payroll for the first time during
the 12-month period preceding the ending date of the selected payroll period.
The total line in columns Q, R, S, T, and U (Line 11) is required. Enter all
applicable numbers, including zeros.

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

DEFINITIONS:

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

‘Job Categories’ means any of the following: Officials and Managers
(Executive/Senior Level Officials and Managers and First/Mid Level Officials and
Managers), Professionals, Technicians, Sales Workers, Administrative Support
Workers, Craft Workers, Operatives, Laborers and Helpers, and Service Workers
and are defined in 41 CFR 61-300.2(b)(3).

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




