
QUARTERLY EMPLOYMENT REPORT (PA 1540 FORM)

INSTRUCTIONS

Please read these instructions carefully and complete all fields on the PA 1540 form.  If you have any questions when completing
the form, please contact the Contractor Partnership Program at 1-866-840-7214.

1. Program Office:  This is the specific Department of Public Welfare (DPW) office in which the funds have been awarded for
this contract (referenced on the PA 778 form:  “Office of Procurement - Only” section).

2. Contract Number:  This is the Contractor’s assigned contract number as indicated on the PA 778 form:  “Office of
Procurement - Only” section.

3. Reporting Period:  This is the time frame relating to the data being submitted.  These dates should coincide with one of the
quarters in the calendar year in which TANF hiring must be reported.  For example:  07/01/07 to 09/30/07 due October 15th;
10/01/07 to 12/31/07 due January 15th; 01/01/08 to 03/30/08 due April 15th; and 04/01/08 to 06/30/08 due July 15th.

4. Contractor’s Name:  A Contractor is a company or organization that has a contract with the Department of Public Welfare.
List the official business name of the Contractor receiving funds from DPW; this can not be the Subcontractor’s name (though
they may be performing the service).

5. Telephone Number:  List the telephone number for the Contractor.

6. Corporate Address:  List the corporate address of the Contractor.

7. Total Number of Vacancies or New Positions that Occurred:  This is the total number of vacancies/new positions that have
occurred for the Quarter being reported.

8. Degree vs. Non-Degreed:  All vacancies/new positions that require a Bachelor’s Degree or higher must be included in the
Degree column.  If the vacancies/new positions do not have an absolute requirement of a Bachelor’s Degree or higher, they
must be included in the Non-Degreed column; together they will total the amount listed in #7 above.

9. Total Number of Vacancies or New Positions Filled:  This is the total number of vacancies/new positions that have been filled
during the Quarter being reported.

10. Degree vs. Non-Degreed:  All filled positions that require a Bachelor’s Degree or higher must be included in the Degree 
column.  If the position(s) filled did not have an absolute requirement of a Bachelor’s Degree or higher, it must be included 
in the Non-Degreed column; together they will total the amount listed in #9 above.

11. Number of Public Assistance Recipients Agreed to Hire as Stated in Section II on the PA 78 Form:  Self explanatory.

12. Total Number of Public Assistance Recipients Hired this Quarter:  List the number of individuals with a hire date, within this
quarter, who 1) were receiving public assistance on the date of hire; or, 2) received public assistance within 60 days of their
hire date.

13. Public Assistance Recipients Hired Directly by Contractor:  Of the individuals listed in #12, list only those hired directly by the
Contractor.  Include the individual’s name, date hired, position and starting wage.

14. Public Assistance Recipients Hired Directly by a Subcontractor this Quarter:  Of the individuals listed in #9, list only those
hired directly by a Subcontractor.  A Subcontractor is an organization that has a contract with the Contractor to provide a set
of services.  Include the individual’s name, date hired, position and starting wage.

15. Public Assistance Recipients Terminated this Quarter:  List the names of all individuals receiving public assistance that were
terminated during the quarter, regardless of their hire date.  Include the individual’s name, date hired, date terminated and
reason for termination (i.e., voluntary resignation, attendance, performance, etc.).

16. Contractor’s Comments:  This section is optional. It can be utilized if the Contractor would like to provide additional 
information.  In cases where there may be extenuating circumstances, please elaborate and feel free to attach an 
additional sheet of paper if more space is necessary.

17. Contractor’s (Agent) Name and Title:  Self explanatory; must be completed.

18. Telephone Number:  A contact number for the person listed in #17 must be provided.

19. Contractor’s Signature:  The person listed in #17 must sign their name.

20. Email Address:  Self explanatory; must be completed.

THE SIGNED ORIGINAL MUST BE MAILED TO:  PA Department of Public Welfare, Office of Income Maintenance - BETP,
Contractor Partnership Program, Health & Welfare Building, 625 Forster Street, 2nd Floor, Harrisburg PA 17120

Phone:  1-866-840-7214; Fax:  1-717-787-4106;  Email:  RA-BETPCPP@state.pa.us

PLEASE MAKE 2 (TWO) COPIES:

COPY# 1 - MUST be mailed directly to your Contract Monitor 
COPY# 2 – KEEP for  your records 
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QUARTERLY

EMPLOYMENT REPORT

1) Program Office:

2) Contract Number:

3) Reporting Period:

4) Contractor’s Name:

6) Corporate Address:

7) Total Number of Vacancies or New Positions That 

Have Occurred in this Quarter

11) Number of Public Assistance Recipients Agreed to Hire 

as Stated on the PA 778 Form

16) Contractor’s Comments (Optional):

17) Contractor’s (Agent) Name and Title (Print or Type):

19) Contractor’s (Agent) Signature: 20) E-mail Address:

18) Telephone Number:

12) Total Number of Public Assistance

Recipients Hired this Quarter

8) 10)

9) Total Number of Vacancies or New Positions

Filled in this Quarter

5) Telephone Number:

From To

Degree:

Non-Degreed:

Degree:

Non-Degreed:

SECTION II:  TANF HIRING SECTION

SECTION III:  TERMINATIONS

13) Public Assistance Recipients Hired Directly by Contractor this Quarter

14) Public Assistance Recipients Hired Directly by Subcontractor this Quarter

15) Public Assistance Recipients Terminated this Quarter

SECTION I:  CONTRACTOR INFORMATION

Employee Name Date Hired Position For Which Hired Wage

Employee Name

Employee Name Date Hired Reason
Date

Terminated

Date Hired Position For Which Hired Wage

(          )
(Title)

(Date)
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