INSTRUCTIONS

VENDOR ACTIVITY SUMMARY REPORTS

You should complete 4 blank Vendor Activity Summary
Reports with your AA-302, Employee Information Report
Renewal Application package. These 4 Reports are to be
completed for new hires, promotions, transfers and
terminations that took place between the time you
received your Certificate of Employee Information
Report (hereafter referred to as "Certificate™) and the
date of your Renewal Application.

The Vendor Activity Summary Reports must be completed
to show your firm"s total personnel actions for the
previous Certificate period. For example, 1f your firm
renews its Certificate every 3 years, one of the
reports should indicate the total number of people
hired during the entire 3-year period during which you
held the Certificate. Another report should indicate
the total number of people terminated during that 3-
year period. The third report should indicate the total
number of people transferred during that 3-year period
and the final report should indicate the total number
of people promoted during that 3-year period. Please
note, there 1s no need to re-state the information
provided on the AA-302 form.




