PUBLIC HEALTH SOLUTIONS
HIV Care Services

DLS SUPPLY AND SERVICE EMPLOYMENT REPORT GUIDELINES
These guidelines summarize key information contained in the enclosed Instructions for the Supply and Service Contractor’s Employment Report. Note that the DLS Certificate of Compliance letter is valid for two (2) years.

For organizations with an expired Certificate of Compliance letter or no prior contract with a NYC government agency:

Important Note: If your total contract value with Public Health Solutions/HIVCS is $100,000 or less, the DLS Employment Report is not required and should not be submitted. This is a change from previous years, when the threshold was $50,000.
1. Less than 50 employees within the entire organization - Complete and submit only the Less Than Fifty Employees Certificate (page 13).

2. 50 - 149 employees within the entire organization - Complete and submit Parts I and II, including the Signature Page (page 8) and the Less Than 150 Employees Certificate (page 14) along with a copy of your organization’s Equal Employment Opportunity (EEO) statement.

3. 150 or more employees within the entire organization - Complete and submit Parts I, II and III, including the Signature Page (page 8) along with a copy of your organization’s EEO statement.


NOTE:
Part II - The documents requested are required. These documents may be in the form of printed booklets, brochures, manuals, memoranda, etc. Please make certain that your organization’s most current documents are submitted, including all applicable amendments to the plans or policies. If your organization does not have written policies, attach a full explanation of the practices. Label each document and/or explanation according to the question to which it corresponds (e.g. 11a, 11b).

Part III - Employment Data Tables - You are required to complete all information. If any information is not available or if you have any questions, you may contact the NYC DBS Division of Labor Services/Contract Compliance Unit at 212-513-6342.

For organizations who have previously completed a Supply and Service Employment Report with a NYC government agency:
1. Less than 50 employees within the entire organization - Complete and submit only the Less Than 50 Employees Certificate (page 13).

2. Organization has a current Certificate of Compliance letter - Complete and submit Part I, including the Signature Page (page 8) along with a copy of your organization’s Certificate of Compliance letter and a copy of your organization’s EEO statement.

3. Organization has completed a DLS Supply and Service Employment Report within the last 12 months, but has not yet received a Certificate of Compliance letter - Complete and submit Part I, including the Signature Page (page 8) and a copy of your organization’s EEO statement.  Be sure to complete question 9c on page 3 and indicate the date that the DLS Supply and Service Employment Report was submitted.
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