COMMONWEALTH OF PENNSYLVANIA STD-21 REV. 5/08 

INITIAL CONTRACT COMPLIANCE DATA
PART I — THIS FORM SHOULD BE COMPLETED AND RETURNED WITHIN 15 DAYS AFTER THE AWARD OF ANY CONTRACT, GRANT, PURCHASE ORDER, AGREEMENT, ETC. All questions must be answered completely unless you are exempt. If you have completed an STD-21 within the past 12 months, or have fewer than 5 employees or all your employees are members of the same family, please request an exemption. Contact issuing state agency for assistance. If not exempt, return STD-21 initial data to issuing agency.  
Contract/Grant Number:      
	1A.
	Name and address of contractor’s principal facility related to contract

     
	1B.
	Name, address and telephone number of: 

Parent company if an affiliate corporation;

County Commissioner/County Executive if county government;

Chief Executive if grant; or
Superintendent, IU Director, or AVTS Dir. if local ed. Agency

	
	County where principle facility is located:      
Telephone number:      
Fax number:      
	
	     

	1C. 
	County Where Work Is Performed 
     
	2A.
	Employer’s Federal Identification Number (Enter your Employer’s ID number as assigned by the Internal Revenue Service and shown on your quarterly tax return.  If none, indicate SAP Vendor Number. To obtain SAP # call 877-435-7363.)
     

	2B. 
	Type of Business/Organization/Agency (Check all that apply)
	2C.
	Do you have any other current contracts/grants/ agreements with the Commonwealth of Pennsylvania? 

 FORMCHECKBOX 
   Yes                     FORMCHECKBOX 
   No 

If yes, with what PA state agencies are you holding them?

	
	 FORMCHECKBOX 
   Contractor                                       

 FORMCHECKBOX 
   Subcontractor 

 FORMCHECKBOX 
   Nonprofit/volunteer staff 

 FORMCHECKBOX 
   Individual (only one on contract)               

 FORMCHECKBOX 
   MBE &/or WBE DGS certified                
	 FORMCHECKBOX 
   Supplier 

 FORMCHECKBOX 
   Vendor

 FORMCHECKBOX 
   County Government

​​​ FORMCHECKBOX 
   Other (specify) 


	
	

	2D.


	Have any of the above or other agencies conducted a full document/on-site review of your company/organization within the past two years? 

  FORMCHECKBOX 
   Yes                    FORMCHECKBOX 
   No

If yes, what agency conducted the review:

Agency contact name and phone number:

Status:

     FORMCHECKBOX 
  in compliance     FORMCHECKBOX 
  noncompliance     FORMCHECKBOX 
  pending compliance

Compliance expiration date if in compliance:
	3A.
	Type of Contract 

 FORMCHECKBOX 
   Construction 

 FORMCHECKBOX 
   Non-construction 

 FORMCHECKBOX 
   Grant

 FORMCHECKBOX 
   Local Education Agency

	
	
	3B.
	$ Amount      

	
	
	3C.
	Effective Date      
Termination Date      

	4. 
	Does the company/organization/agency have a written Sexual Harassment policy, of which it has informed its employees? 

 FORMCHECKBOX 
   Yes                     FORMCHECKBOX 
   No
	5.
	Does the company/organization/agency agree to include the provisions of the nondiscrimination/sexual harassment clause in every subcontract? 

 FORMCHECKBOX 
   Yes                     FORMCHECKBOX 
   No

	6. 
	Does the company/organization/agency agree that it will not discriminate, on the basis of gender, race, creed or color, against employees, in the hiring of employees and in the award of subcontracts? 

 FORMCHECKBOX 
   Yes                     FORMCHECKBOX 
   No
	7.
	Does the company/organization/agency agree to furnish all necessary employment documents and records to and permit access to its books, records and accounts by authorized state agency representatives? 

 FORMCHECKBOX 
   Yes                     FORMCHECKBOX 
   No


Please include all formal on-the-job trainees on this chart and in the appropriate job categories on the next page.  If your company/organization/agency has no employees currently in formal on-the-job training, check here  FORMCHECKBOX 
.

	8.  Formal On-the-Job Trainees
	Total Employees
	Total Male (including minorities)
	Total Female (including minorities)
	Black Male
	Asian/Pacific Islander Male
	American Indian/Alaskan Native Male
	Hispanic Male
	Black Female
	Asian/Pacific Islander Female
	American Indian/Alaskan Native Female
	Hispanic Female

	White collar


	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	Blue collar


	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     


PART II — CURRENT WORK FORCE BREAKDOWN OF MAIN OFFICE/ORGANIZATION INVOLVED IN CONTRACT/GRANT
	1. 
	Total Employees in Establishment
	Minority Group

Employees

	
	
	
	
	Male
	Female

	Job

Categories
	Total 

Employees Including Minorities (1)
	Total 

Male Including Minorities (2)
	Total 

Female Including Minorities (3)
	Black (4)
	Asian/ Pacific Islander

(5)
	American

Indian/ Alaskan Native

(6)
	Hispanic

(7)
	Black

(8)
	Asian/ Pacific Islander

(9)
	American

Indian/ Alaskan Native

(10)
	Hispanic

(11)

	Officials & Managers 
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	Professionals 
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	Technicians 
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	Sales Workers 
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	Office & Clerical 
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	Craft Workers (Skilled) 
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	Operators (Semi-skilled) 
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	Laborers (Unskilled) 
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	Service Workers 
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	TOTALS 
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	Total Employment one 

year prior to this report 
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     


2. Dates of Payroll Period Used in Above Workforce Data (Both dates must be completed.)  Use Weekly, Bi-Weekly or Monthly Payroll period only. 
	PAYROLL BEGIN DATE:
	     
	PAYROLL END DATE:
	     

	
	MONTH / DAY / YEAR
	
	MONTH / DAY / YEAR


3. Will there be a change in the work force as a result of this contract/grant?   FORMCHECKBOX 
  Yes    FORMCHECKBOX 
  No     If Yes, how many employees do you anticipate hiring?        

PERSONNEL TRANSACTIONS WITHIN THE LAST 12 MONTHS  

Use additional 81/2 x 11 inch sheets, if needed.  

	NAME
	RACE
	SEX
	TYPE OF TRANSACTION

(CHECK AS APPROPRIATE)
	DATE OF TRANSACTION
	JOB CLASSIFICATION   

	
	
	
	NEW HIRE
	PROMOTION
	TERMINATION
	
	

	   
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	     
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	     
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     


PART III — CHIEF EXECUTIVE OFFICER/COUNTY EXECUTIVE/SUPERINTENDENT/IU DIRECTOR/AVTS DIRECTOR OR EQUAL EMPLOYMENT OPPORTUNITY OFFICER 

	Name (Type or print)    
     
	Signature 

     
	Date

     

	Title (Type or print)            
     
	Phone No.

     
	FAX No.

     


CONTRACTOR/GRANTEE SHALL PROMPTLY GRANT ACCESS TO ITS FACILITIES TO AUTHORIZED STATE AGENCY REPRESENTATIVE(S) FOR REVIEW OF DOCUMENTS/INFORMATION AND INTERVIEWS OF COMPANY PERSONNEL. 

DEFINITIONS

Sexual Harassment Policy – A notice that sexual harassment will not be tolerated and employees who practice it will be disciplined.

Officials and Managers – Occupations requiring administrative and managerial personnel, who set broad policies, exercise overall responsibility for execution of these policies, direct individual departments or special phases of a firm’s operations and are exempt from the minimum wage and overtime provisions of the Fair Labor Standards Act.  Includes:  officials, executives, administrators, middle management, plant managers, department managers and superintendents, purchasing agents and buyers and similar classifications.

Professionals – 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 specialists, physical scientists, physicians, social scientists, teachers, surveyors and similar classifications.

Technicians – Occupations requiring a combination of basic scientific knowledge and manual skill, which can be obtained through two years of post high school education, such as is offered in many technical institutes and junior colleges, or through equivalent on-the-job training.  Includes: computer programmers, drafters, mathematical aides, engineering aides, junior engineers, licensed, practical or vocational nurses, photographers, radio operators, scientific asst., technical illustrators, technicians (medical, dental, electronic) etc.

Sales – Occupations engaging wholly or primarily in direct selling.  Includes:  advertising agents and sales workers, insurance agents/ brokers, real estate agents/brokers, stock/bond sales workers, demonstrators, sales clerks, grocery clerks and cashiers/checkers etc.

Office and clerical – Administrative support occupations, including all clerical-type work regardless of level of difficulty, where the activities are predominantly non-manual, though some manual work not directly involved with altering or transporting the products is included.  Includes:  bookkeepers, billing and accounting clerks, messengers, office supervisors, office machine operators, shipping and receiving clerks, stenographers, receptionists, typists and secretaries, telephone operators, legal assistants and similar classifications.

Crafts 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 have usually received an extensive period of training.  Includes: the building trades (bricklayers, carpenters, electricians, plumbers, painters, sheet metal duct installers, roofers etc.), mechanics and repairpersons, skilled machining occupations, typesetters, metal engravers, pattern and model makers, stationary engineers, tailors and seamstresses, bookbinders, bakers, hand-painting and decorating occupations and similar classifications.

Operators (semi-skilled) – Workers who operate transportation or materials moving equipments, or who operate machine or processing equipment or perform other factory-type duties of intermediate skill level, which can be mastered in a few weeks and require only limited training.  Includes: apprentices (auto mechanic, bricklayer, carpenter, electrician, machinist, mechanic, plumber, building trade, metalworking trade, printing trade, etc.), operatives, attendants (auto service and parking), blasters, chauffeurs, delivery workers, sewers and stitchers, furnace workers, heaters (metal), laundry and dry cleaning operatives, milliners, mine operatives and laborers, motor operators, oilers and greasers (except auto), painters (manufactured articles), photographic process workers, truck and tractor drivers, textile machine operators, welders and flame-cutters, electrical/electronic equipment assemblers, butchers, inspectors, testers and graders and similar classifications.

Laborers (unskilled) – Workers in manual occupations that generally require no specialized training.  Perform elementary duties that may be learned in few days and require the application of little or no independent judgment.  Includes:  garage laborers; car washers and greasers; gardeners and groundskeepers, farm workers, longshoremen and stevedores; lumberjacks and wood choppers; laborers performing lifting, digging, mixing, loading, and pulling operations; and similar classifications.

Service Workers – Workers in both protective and non-protective service occupations.  Includes:  attendants (hospital and other institutions, professional and personal service, nurses aides and orderlies), barbers, child care workers, cleaners, cooks, counter and fountain workers, elevator operators, firefighters and fire protection, guards, doorkeepers, stewards, janitors, police officers and detectives, porters, waiters and waitresses, amusement and recreation facilities attendants, guides, ushers and similar classifications.

White Collar – Persons engaged in formal training for official, managerial, professional, technical, sales, office and clerical occupations.

Blue Collar – Persons engaged in formal training to be crafts workers, operators, laborers or service workers.

Race/ethnic designations as used here do not denote scientific definitions of anthropological origins. For the purposes of this report, an employee may be included in the group to which he or she appears to belong, identifies with, or is regarded in the community as belonging. However, no person should be counted in more than one race/ethnic group. The race/ethnic categories for this survey are:

White (Not of Hispanic origin) – All persons having origins in any of the original peoples of Europe, North Africa, or the Middle East.

Black (Not of Hispanic origin – All persons having origins in any of the Black racial groups of Africa.

Hispanic – All persons of Mexican, Puerto Rican, Cuban, Central or South American, or Carribean island origin regardless of race.
Asian or Pacific Islander – All persons having origins in any of the original peoples of the Far East, Southeast Asia, the Indian 

Subcontinent, or the Pacific Islands.  This area includes, for example, China, India, Japan, Korea, the Philippine Islands, and Samoa.

American Indian or Alaskan Native – All persons having origins in any of the original peoples of North America, and who maintain cultural identification through tribal affiliation or community recognition. 
