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CENSUS 2000 NEW CONSTRUCTION PROGRAM 

I. INTRODUCTION 

The Decennial Management Division (OMD) is responsible for describing and defining 
the requirements. schedules, and workflow for each Census 2000 operation. This 
Program Master Plan (PMP) describes the preparatory and operational activities 
required to conduct the New Construction progmm for Census 2000. 

The Census Bureau implemented the New Construction program based on concerns 
raised by our local and tribal government partners. Local and tribal governments were 
concerned that Census 2000 would miss addresses added after the Block Canvassing 
operation and U.S. Postal Service file updatcs.A These addresses would be primarily 
from housing units constructed since the Block Canvassing and other census operations 
and which have not been added to the U.S. Postal Service's delivery file. Newly 
constructed housing ul"!its arC defined as housing units that have been built, or housing 
being buill, for which basic construction has been completed (closing the structure and 
having a roof, windows, and doors in place) by Census Day, April J. 

The major objective of the New Construction program is: 

~ 	 To obtain the addresses of housing units. for which basic construction will be 
completed (closing the structure and having a roof, windows, and doors in place) 
between January 2000 and Census Day, April 1, through a partnership with local 
and tribal governments. 

The program operates as follows: 

• 	 The program is offered to entities only within the mailoutfrnaiback1 (MO/MB) 
areas. All entities within MOIMB areas arc eligible to participate, regardless of 
whether or not they participated in the Local Update of Census Addresses 
(LUCA). However, for LUCA participants, addresses submitled cannot be among 
the universe of addresses involved in the Appeals process. 

[Type ofEnumeration Area (TEA) 8 blocks (Urban UpdatelEnumerate) were included in the New Construction 
universe even though these blocks are not a part of the mailouUmailback universe. The Field Division is considering 
another operation to hand verification and enumeration of addresses submitted by participants in these areas that arc 
not found during UpdatclEnumerate. The workload is expected to be very small. 
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• 	 Each paflicipating local or trib~ll government designates a liaison [0 review the 
ponion of the Census 2000 ,address list that covers its jurisdiction. The liaison is 
subject to the same restrictions on revealing census informmion as arc cenSllS 
workers. The ~!ddfcSS list is confidential under Title l3, anJ participanls must 
sign 'u Confidentiality Agreement promising to protect the confidentiulily of the 
addresses. 

• 	 The Census Bureau sends the liaison the Census 2000 address list {in either paper 
or eomputer·readable fonn}. the related maps covering their jurisdiction, and a 
tally of housing unit addresses for each Census 2000 collection block, 

" 	 The liaison identifies the addresses of newly constructed housing units and sends 
those addresses to the Census Bureau, 

• 	 The Census Bureau processes (for electronic participants) or keys (for paper 
participants) lllllhc addresses sent by the local or tribal govemment The Census 
Bureau then matches. the addresses to the Master Address File (MAf~). 

• 	 The Census Bureau adds the addresses that do not match the MAP. These 
addresses are then provided to the Decennial MAF (DMAP) for inclusion in the 
Coverage Improvement Followup (ClFU) operation, During the CIFU operation, 
enumerators verify that the addresses identify housing units that existcd on Census 
Day, If the housing unit existed on Census Day, the enumcmtor completes a 
questionnaire fot any persons living at the address on Census Day, ifoccupied, or 
else as a vacant housing unit';. ' 

Preparation for activities starts in October 1999, when leuers of inviwlion are mailed to 
all c;igible functioning governmental units. Review ml:1tcnals are sen! out starting in 
Dcct;mbcr 1999, with the last materials shipped in March 2000. The review period is 
from January through April l, 2000, Data capture and matching of adds is from May. 
through June, 2000, with the newly added addresses provided to the DMAF in June. 
200(1. Added addresses arc verified and enumerated in the CJFU QPcrntion in July 
through August 2000. 

The divisions responsible for the planning, preparation, and/or implementation are: 
Administrative and Customer Services Division (ACSD): Decennial Systems and 

lAddresscs submitted by participant!> in TEA 8 blocks thai were not found dunng tbe UpdatclEnuli":fate 
npcr':llion wi!! be handled and enurneraioo tit the discretion of the regional director, 
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Contmcls Management Office (DSCMO): DMD; Dcccnni'll Statisti<.:al Studicl' Division 
(DSSD); Field Division (FLD); Geography Division (GEO): the National Proce~sing 
Cenler (NPC); and Technologies Management Office (TMO). 

2. GENf:RAL DESIGN AND WORKFLOW 

In October 1999, the NPe mails letters invi1ing approximately 18,600 local and tribal 
governments inside or partially inside MO/MS areas to participate in the New 
Construction program. For those governments that indicate thallhey want to 
participate, return a signed Confidentiality Agrccmcllt3• and select.a product type (paper 
or computer-readable fonnat). the GEO produces address hsts and block summary lists. 
The: NPC creates the Map Image Metafilcs (MIMs). plots the maps, and ships: them to 
the participating governments. The NPC prints thc address Itsts ~md related files on 
paper or produces them on diskette or CD-ROM, and ships them to the participating 
governments:. 

Each participating government that returns a signc:d Confidentiality Agreement and 
selects a proouct type has until April 1,2000 to complete their review and return the 
addresses for newly constructed housing units th'll ;lre not on their address list to the 
Regional Census Center (RCC) responsible for that government. The materials must 
have a postmark of April 3, 2000, or earlier to be processed. The RCC reviews the 
addresses for legibility (paper address lists and maps), adherence to Census Bureau 
forr~at (computer-readable address files). and completeness. The RCC then resolves 
any problems with the participant and provides preliminary feedback to each participant 
documenting the number of addresses that the participtlrlt submitted. Once problems 
are resolved, the RCC ships the paper listlngs to the NPC for keying or posts Ihe 
computer-readable <.tddress file to the GEO Alphu machine at the Bowie Computer 
Cenfer, 

For participants that choose paper as their product type, the NPC keys the addresses. 
The NPC crcalcs: a Master Address File Update File (MAFUF) from the keying and 
transmits the MAFUF to the GEO. For participants that choose compu(er~rcadablc 
file~" the OEO processes the participants' added addresses and creates a MAFUF. The 
OEO also processes the ~'1AFUF created from the NPC keying. The RCCs digitize any 
feature updates returned by the participant info the TIGER data base, 

JEnliiies thai partlcip,11Cd in the LUCA 1998 program a.nd have already submitted a signed Confidcntialily 
A,sreemelll will not have to submit a new agreemen1. but will have In add any new persons' signalHtc.~ who will be 
reviewing the address Ust. 
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The GEO matches the addresses s.ubmitted by the pal'(icipants (0 the MAF that has been 
updated with U.S, Po~tal Service files. POI' aU addrcssGs that do not match to the MAF, 
the GEO creales <I MAF extract and provides it to the DSCMO. The DSCMO 
incorporates the new addresses into the DMAF for the CIFU operation. 

2.1. Major Steps 

The illustration on the next pages shows the major steps nccdcd to complete the New 
Construction program, 
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2,1.1. Ini1hd Preparation 

Invite [..Dcal and Tribal GOJ'CTllI1lelltS to Participate 

Before the New Conslmction program can sIan, all eligiblcl~ local and tribal 
governments must be invited to participate. In October 1999, the NPC sends to the 
Highest Elected Official and each known LUCA 19981iaisoo for each eligibIe 
governmental unit listed in the Geographic Programs Participant (GPP) data base: 

.. An invitation letter, 
• A participant registration and materinls selection form: 

.. A Confidentiality Agreement form: and 

.. Confidentiality and security guidelines, . 


The local or tribal government must respond within two weeks of receiving the letter. 
The RCCs send a closeout invitation letter to all governmental units that have not 
responded hy November 2, J999.c Aillocni and tribal governmenls must respond to the 
invitation JcHer by November 24, J999Y 

Identify I'articipants 

As local and tribal governments respond to the letter of invitation und return <1 signed 
Confidentiality Agreement and completed mUlcrial specification (onn, the RCCs enter 
the government's response into the GPP datu base, A "Yes" response initiates the 
production of the Census 2000 address list and maps, In order for a govermnental unit 
to review any Census materials. every person who reyiews the materials must sign the 
Confidentiality Agreement. 

CIOM.!Ollt of Invitation (0 Participate!! 

The GEO prepares invitation closeout letters for the RCCs to send to entities that do not 
respond to the invitation letter by returning the three registration (onns, The RCCs 
begin mailing the closeout letters to nonrcsponding entities on November 3. 1999 and 
complete the mailing on November 16, 1999. The RCCs tben has: until December 3, 
1999 to update the OPP. 

6 




PMPfi1r the ";ell-' CQnsmutimt Program 
712J/Ofl Census 

2000 
2.1.2. J)roduce and Heliver MaterialsI' 

l)oper Listings 

Each participant who requests their matefi~lls on paper receives two address list 
products: 

• 	 An address list containing all residential addresses from the MAF within the legai 
boundaries recorded in the TIGER data base and within the MOIMB area of the 
participating entity_ There is an address list format for nontribal entitles. and a 
second address list formal for tribal entities, 

• 	 A Census 2000 Collection Block Summary List containing a count of the number 
of residential addresses in each Census 2000 collection block 

Ill.addition. each partkipnOl receives: 

• 	 Copies of the House Number/Strcct Name Address Add Page, in nontribal and 
tribal versions; 

• 	 Copies of the Non~House Number/Street Name Address Add page, in nontribal 
and tribal versions; 

• 	 A cover letter/packing 11st; 

• 	 The Technical Guide; 

• 	 A Title 13 U.S.C. notice; and 

• 	 A Program Materials RclUm Inventory form. 

The (lEO creatcs and notifies the NPC that the files are avuilahlc. The NPC produces 
the address lists and Census 2000 Collection Block Summary List on the DOCUPRINT 
printing system. The NPC also is responsible for inspecting a sample of printed 
products to ensure that tbe print quality is consistently good. that ali required datu.arc 
printing on each page, lmd that all rL-"tJuircd pages have printcd. Once alllhe products 
for an entity have been produced and inspected, the NPC entcrs the date the last product 
is pJin,ted into the Production Control System. 
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Aftl)r all products have been produced and have passed the inspection of the product. 
the NPC packages at! the products IOgclhcr and ships Ihe package directly to the 
participant. The NPC then enters the date shipped imo the Production Control System. 

CtJmpll(er~Readable Listings 

Each participant th<!t requests materials in a computer-readable format receives two 
comma-delimiled ASCH teit fites and a "readmc_oc,txt" documentation file on either a 
CD-ROM or a PC-formatted 35" floppy diskette. 

• 	 An address list containing all residential addresses from the MAF within the Jegal 
boundaries and inside the MO/MB area of the participating entity. 

• 	 A Census 2000 Collection Block Summary List containing n CQunt of the number 
of resjdentlal addresses in each Census 2000 collection block. 

In addition, each participant receives: 

• 	 Copies of the House Number/Street Name Address Add (,'age, in nontribal and 
tribal versions; 

. 
• 	 Copies of Ihe Non~House Number/Street Name Address Add page. in nontribal 

and tribal versions; 

• 	 A cover letter/packing list; 

• 	 The Technical Guide; 

• 	 A Tille 13 U.s.c. notice; and 

• 	 A Program Materials Return Inventory form. 

The CEO creates the files and notifies the NPC that the files arc available and where the 
rncs arc posted. All files follow a standard naming convention. The NPC produces the 
CD-ROMs :tnd floppy diskettes on IBM-compatible personal computers with 
CD~wri(ing software, CD and 3.5" floppy diskette drives, 

The NPC also is rcs)'Xmsible for inspecting a sample of CD~ROMs and diskettes to 
ensure thal all required files arc present and readable, that data in cach file are not 
garbled or otherwise missing, and that the CD-ROM or diskettc is properly labeled, 

8 




pMf'for/lit! New COflslruClifm ITogram cenedsus7121!0fJ 

2000 
Ollce all the products for an enlity have been produced und inspected, the NPC enters 
th': date the last produci was created into the Production Conlrul System, 

Afu::r all products have been created and hl1ve passed the inspcclion of the product, the 
NPC packages all the products together and ships the package directly to the 
participant. Once the products are shipped, Ihe NPC enters the date shipped into the 
Production Control System. 

Mnp products are entity~based, and include index maps and inset maps (if necessary). 
and one..quarter mile fringe area depicting Census 2000 collection block numoors. 
Local and tribal governments participating in the program receive the following map 
products; 

*' 	 An index mar showing the location of the map shect(s) and their corresponding 
map sheet numbcr(s), any inset shcet(s) and inset sheet number(s) for an entity, 
and for the one quarter mile of fringe ilrea outside the entity. 

• 	 Subject area nll.lp sheets that comprise the partIcipating governmental unit, plus a 
one..quartcr mile fringe area around the entity, These maps show all the featuTCs 
and feature names, governmental unit boundaries und 2000 collection block 
numbers. The maps also show the extent of the New Construction review area, 
(he portion of the govemmentalunit inside the "blue line," The local and tribal 
official uses these map sheets for annotation and updming purposes. 

*' 	 Inset map sheets for areas of heavy feature congeslion due to dense street features. 
the inability to display all named roads. and so fonh. The maps must contain the 
same infonnalion as the parent map sheet, such as the rIPs codes and numes, 
features and feaiure names, govcmmcntal unit boundaries, and 2000 collection 
block numbers. The local and tribal official uses these inset map sheets for 
annotation and updating purposes. 

• 	 A Map Sheet~to~Block Number Relationship Usl that identifies (he map shcet{s) 
on which a given collection block number appears, 

The GEO produces the files necessary to create each map product. The NPC then 
creates the MIMs, the Map Sheet-to-Block Number Relationship List, and plots/prints 
the m;tp products. Headquaners: staff and NPC staff also inspect a sample of mup 
products for legibility and quality. Once all the maps for un entity have been produced 
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.and a sample inspected, the NPC cnler:; the dale the last map sheet was ploued into the 
Production Control System. 

Afler all map producls and Map ShCCHO-Biock Number Relationship Lists for an entily 
have been ploued/printed and have passed the sample inspectl0n, the NPC packages all 
tht: map products together and ships the package directly to the participant. The NPC 
then enters the dale shipped into the Production Control System. 

2.1.3. Local ~md Tribal Governments Review Materials 

Lo:al and tribal governments have until April 1, 2000 to review the address list and 
m<lps. The GU returns all added addresses that they believe are missing from their list 
10 the respective RCC. All returned materials must be postmarked by April 3,2000, to 
be processed. 

Th,:: local and tribal government can make tbe following llpdates to the maps: 

• Correct feature names, including street type and dircctionnl prcfi~ or suffix. 

• Delete features that do not exist. 

• Add features thaI. ure missing from the map, 

2.1.3.1 Closeout of the New Construction I)rogram 

To bring the New Construction program to a close, the Bureau senus leiters to each 
panicipaling entity to remind them of the end date for the program and to reassure the 
entity that Ihe addresses provided would be included in Census 2000. 

ThL;; letter reminds the entity of the submission deadline (postmarked by April 3, 2000) 
and t~at all address lists arc protected undcr Title 13 of the U,S. Code and require 
appropriute disposal. These letters are either faxed or mailed to the paniciprmt. 

The GEO provides the TMO with a filc of entities, fax numbers, and liaison names and 
addresses. The TMO faxes tbe letter, plus 11 cover sheet, to the New Construction 
liaison for all participating entities on February 14.2000, For those entities in which 
the TMO is unsuccessful in transmitting a fax. the TMO provides a return file listing 
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the unsuccessful entities. The GEO provides this list to the FLO so that the RCC can 
mal! the IcHer to entities that did not receive f,lxes, 

Reassurance JAiler 

This Ictter renssures participating entities that the addres.ses they provide will be 
included in the census. These teuers are eli ncr faxed or mailed to the participant 

The GEO provides the Tl,,10 wilh a fiJe of entities, fax numbers. and liaison JiameS and 
addresses, The TMO faxes the letter, plus a cover sheet. to the New Construction 
lia~s()n for all participating entities on March 9. 200(}, For those entities that do not 
haVtl a fax number, the GEO provides a list to the FLD so that the RCC Ciln mall the 
Ictter. TIle RCC mails the letters March j 0, 2000, 

2.1.4. RCC Review of Returned MaterialsJ 

The RCC reviews materials (either paper lists/add pages or eomputer·readablc file) 
retumcd by the pal1icipant. Once the ReC has completed its review. the RCC provides 
a Feedback report to thc participant. 

Papi~r IJsting... 

The ReC must review the paper listing submitted by the participam for legibility and 
validity and conformance to procedures as outlined 1n the New Construction Technical 
Guide.K If there arc problems. the RCC contacts the participant to resolve the 
problems. Afterrcvicw and resolution with The participant. the RCC completes a 
Feedback Report noting the number of adds, thc record count, the number of lines wiih 
missing or invalid geographic codes, and Jincs with missing or invalid address 
informalion. 

Computer-Readable /,'ilc,l; 

The RCC runs the computeN-eadable file from the participant through the New 
Construction Scrub Paradox application. This application generates five reports for 
analysis: 

• The New Construction Feedback Report 

This reporl $ummanzcs any address file problems identified by the New 
Construction Scrub Paradox application. The Rees llse this report to gauge the 
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amount of pmblcIH-"olving work tn'H tbe pnnicipanl's file requires, The RCC 
also uscs Ihis report to provide the local participant with its fcedback. 

• The invalid Address and Acrion Code Report' 

The RCC uses this report 10 idenlify records in {be participant's file thal have an . 
"A" in the Action Code field, contain an invalid action code, or have a missing or 
invalid geographic codc, including address information. 

• The Missing or Invalid Block Number Format Report 

The ReC uses thIs report to identify records in which the block code field is either 
blank, has too many characters, or contains innppropriate characters. 

• The Invalid Record Report 

The ReC uses this report to identify records in the participant's file that do nm 
have exactly 28 fields, records that contain n blank in the Action Code field. and 
records that either are missing or have a mismatched enlily JD code. 

• The Add Records Coniuining MAF iD Rel)()rt 

The ReC uscs {his report to identify records thal havc a MAF ID and an "A" 
action code present 

2.1.5. Data Capture/Uigilizing of Local and Trlhal Re.liponses 

l'ap(~r Listings'" 

Aftcl' reviewing a pa.l1icipanl's add pages. the ReC photocopies all add pages and ships 
the originals to the NPC, (The Recs keep lhe photocopies of the add pages in the 
folder for the GU.) The NPC keys all records on the add pages." 

The GEO provides n control file for each participating entity to the NPC. The NPC 
uses this control liIe to ChL't:K in an entity's add pages; key the entity's added addresscs~ 
and deliver the MAFUF to the GEO for processing. 

After the NPC keys the add pages for an entity, the NPC delivers a MAFUF for the 
entity by posting the file to the GEO's Bowie Alpha (GEBAOI) machine. TIle MAFUF 
must be an ASCll tcXl file with fixed-length fields and no headers. All addm<;s records 
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in the MAr-UP must Include the numeric portion of the entity ID code and the rIPS 
Slate code. Every address record in an entity's MAFUF nlso must have the snme entity 
ID codc and, for nontribal participalHs, the same rrps state code. For tribal 
participants, the entity's MAfUF may contain more than one FIPS state code :md FIPS 
county code because tribal areas may cross state and county lines. 

The NPC and Ihe DSCMO must update the production control system to indicare the 
dates of the following data capture activities: 

• 	 Date of check in to the NPC for a participating entity: 

• 	 Date of completion of all keying for a participating entity: 

• 	 Date of posting a completed MAFUF for aparticipant to the GEO for processing. 

COnlputcr-lteadahle Files 

After running u participant's eieclronic file through the Scmb Paradox application, the 
RCC renames the file and then posts the file to thc OEBAO I machine. Once posted to 
the GEBAO I. the OEO converts the file from a comma-delimited ASCII text fonnat io 
an ASCIl text file with fixed length fields matching the MAFUF formaL 

~iaps 

TIl(! RCCs update the TIGER data base and digitize feature updates received from local 
and tribal participants. 

Processing MAli' Update Files 

Once the GEO has a MAPUr (either from data captufC by the NPC or the conversion of 
thc participant's computer-readahle file 10 a MAFUF), the GEO must process the 
MAFUF 10 match il to the data in the MAP. 'The GEO initiates preprocessing edits on 
the file and then caplures the data. into the MAFUEN 

The GED capwrcs the following in the MAFUF: 

.. 	 in the MAFUF "riclded Flag" ficld, flags. address. records as "Y," indicating that 
the mail delivery address is parsed into house number, street name, and 
wjtbin~struclurc rields. 
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.. 	 1n the MAFUF '''Unil Siatus" field, flags addrc~s records with" l," indicating that 

they arc valid addresses. 

• 	 In the MAFUF "Residential Status" field, flags uddrcss records with "I," 
indicating that they Ufe residential addresses. 

2.1.5.1. Geocoding and Updating TIGER for Addresses Without. Block Code" 

Participants may send address records without block numbers. The GEO attempts to 
geocode these records through an automated geocoding process. For those records that 
could not be geocodcd, the RCCs attempt to geocodc by April 28, 2000. the records 
using MAF Geocoding Office Resolution (MAFGOR) sources, field stafr, and other 
available sources. 

2.1.6. Production Control and Tracking: System!> 

The GEO uses a production control system to track the progress of the New 
Construction progmm. The pUrpOsc of the productIon control and tracking system is to: 

" 	 Automatically prompt or trigger 3. particular production or processing operation 
for a participant as soon as that participant has satisfied the requirements for that 
production or processing operation; 

.. 	 Permit the RCC, the NPC, and headquarters management 10 track the progress of 
individual participants (and total numbers of participants, at the national, regional, 
and state levels) through the pro-gram's VUr10US operational phases; and 

.. 	 Permit operational staff and management to identify production or processing 
problems. bottlenecks, and delays. 

The ProdUction Control and Tracking System has multiple parts, or "phases," 
com~spoflding to distinct operational phases in the program. These phases arc: 

• 	 Phase 1 - covers the creation, printing. and snipping of initial outgOing address 
lists and maps. 

• 	 Phase 2 ~ covers the receipt, review. and Shipment to the NPC or posting to the 
GEO's Bowie Alpha machine by the RCCs of annotated maps and add pages. 

• 	 Phase 3 - covc:rs the digitizing of feature updates received by Ihe RCC. 
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2.2 Del ivcrables 

2.2.1. Administrative and Customer Services Division 

The ACSD is rCRpollsible for; 

• 	 Preparing the postscript-format electronic filcs for the invitation letters 
(customized far each RCC), the participant registration and materials selection 
fonn, the Confidentiality Agreement fonn, and the confidcntiahty and security 
guidelines; 

• 	 The design and layout of the New Construction Participation flyer following 
specifications provided by the GEO; and 

• 	 The layout of the add pages (both tribal and nontlibaJ versions) following 
spcciflcations provIded by the GEO. 

2.2.2. Decennial Management Division 

The DMD is responsible for; 

• 	 Administering the budget; 

• 	 Providing workload and budgeted cost information; 

• 	 Being the principal channel of information between participating dIvis10ns and 
offices and executive decennial management; 

• 	 Integrating and coordinatmg the definition and documentation of all census 
operational requirements as Program Master Plans; 

• 	 Supporting decision-making at all levels of management: and 

• 	 Providing day-to-dny management of the tools and processes for effective 
accomplishment of the decennial census. These tools and processes include, but 
are nollimited to, the Master Activity Schedule (MAS); Cost and Progress 
Systems; the decennial Cost Model and rclated budget processes; methods for the 
communlcatlon and documcnl:llion;-and integration of all aspects of the census, 
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2.2.3. I)ccclluial Statistical Studies Division 

'lIu: DSSD is respollsible for: 

• 	 Providing the NPC with QA specifications for the keying opcnHlt>Os; 

• 	 Providing the GEO with geogmphic products QA plans llnd specifications; 

• Analyzjng and documenting the QA plans for tbe data capture; and 

*' Preparing tbe evaluation of the New Construction program. 

2.2.4. Decennial Systems and Contracl'): Management Office 

The DSCMO is responsible for: 

• 	 Providing a control file from the GRF to the Nrc to aid in check-in. batchiog 
control. and control of release of keyed add pages from the participants; 

• 	 Deyeloping the procedures (with the NPC) and software programs necessary for 
the NPC staff to key information recorded On the add pages from the participants; 

• 	 Providing the NPC with the software to implement the control system to produce 
production management reports; 

• 	 Providing the GEO wilh the MAFUF containing all added address records from 
the participants responding on paper; 

• 	 Providing the bar code specifications for the individual ndd pages; 

• 	 Providing Cost and Progress data tallies to the DMD MIS Slarf for the MIS 2000; 
and 

• 	 Providing BETA testing and certification of software. 
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2.2.5. Field Division 

The FLD is respollsible for: 

• 	 Reviewing the added addresses and maps returned by participanl~ and resolving 
problems; 

• 	 Digiti:.dng feature updates from the participant; 

• 	 Shipping (he paper add pages from pnrticip(mts to the NPC for keying; and 

• 	 Posting the clean computer-readable file of added addresses from participants to 
the GBO's Bowie Alpha machine; 

2.2.6. Geography Ilivision 

17le OEO is responsible/or: 

• 	 Providing a map production system (Map Image Mctafiles System) that the NPC 
accesses to create MJMs; 

*' 	 Providing acccs:; to the map printing system for the NPC to plot maps for 
purticipunts; 

.. 	 Preparing the specifications, softwafC, and procedures for all MAF and TIGER 
updates; 

• 	 Providing address file eKtrncts from the MAP for each entity that participates in 
the New Construction program; 

,. 	 Producing the ParticJP~lnl Technical Guide; 

• 	 Providing a production control system to track the various phases of the New 
Construction program; 

• 	 Generaling reports on the participation, product selection, materials production • 
and shipment, materials returned, address lists shippcilllmsred, and features. 
digitized and posting the report on the Intmnet; 

17 



7/21100 
PMP for Ihe New OJfutfUctinn Program 

• Matcbing tbe pUl1icipants' addresses to lhe MAP and unduplicating addresses 
already in the MAF; and 

.. Providing DSCMO with a MAr cxtmct uf all new addresses from the New 
Construction program. 

2.2.7. National Processing Center 

The Nl'C is responsible for: 

• Printing and shipping the address lists 10 participants who request paper products; 

.. Creating and shipping CD-ROMs Or diskettes of the address lists to participants 
who request computer~rcadablc products; 

.. Creating the M1Ms and plotting and shipping the map sheets and Map 
ShCCHo~BJock Number Relationsbip Listing [0 the participants; 

.. Developing the procedures (with the DSCMO) and software programs necessary 
for the NPC staff to key infonnation recorded on t~e add pages from participanls; 
and 

• Keying the addresses provided by the participants responding 011 paper. 

3. COST ASSUMIYI'IONS 

3.1. Workload 

3~1.1. Locnl and Tribal Government l)articipation Rate 

The 12 RCCs have reBponsibility (or conducting the New Construction program, Of the 
approx.imately 39,000 functioning governments, approximately 18,000 were eligible to 
participate in the New Construction program. The table below shows the breakdown of 
participation by RCC. 
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Illustration 3:\. Number of r'articipaling Entities by RCC 

RCC Number Eligible 10 Number of 
I 

Number of , 

Participate Parlicipanl'i Participants 
, 

Submitting 
Materials On Time 

: Boslon 1,176 351 169 

Ncw York 450 134 58 

, Philadelphia , 2,015 745 274 
, 
, Detroit 3,124 887 468 

, 
i Chicago 5,080 1,089 532 

,,, 
Kansas City 2.288 729 396 

Seattle 905 404 178 

Charlone 982 442 254 

Allanta 771 364 170 

Dallas 981 312 142 

Denvcr 616 275 131 

Los Angeles 302 144 85 

Total 18,690 5,876 2,857 

3.1.3. Eledtonic li'Ue ]lrocessing/Keying Workload 

Entities that selected a computer-readable format submiued 595,002 addresses which 
will be processed electronically. Entities that selected paper format submiucd 64,33& 
addresses which will be keyed in the NPC. 

3.1.4. Map Digitizing Workload 

The workload for digitizing the New Cunslruction maps is J,291 entities that retUnioo 
updated map~. 
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3.2. Field Office Infrastructure and Staffing 

The New Construction program is managed in the geography section in the t2 RCCs, 
Eaeh RCC has a geographic coordinator and u staff of geographers, geographic 
spc,jalists, and geographic clerks. 

Illustration 3R. Staffing for New Construction in the RCCs 

Boston 

York 

I 

I 

3 

2 

2 

7 

5 

6 

8 

5 

7 

0 

0 

2 

Detroit 1 3 3 7 

Chicago I 3 5 7 2 

Kansas I 3 5 5 0• 

Scattle 3 7 8 

Charlotte I 3 7 7 0 

Atlanta I 3 6 8 1 

Dallas I 3 5 6 0 

Denver 1 3 5 6 0 

Los Angeles 1 3 2 5 0 

Total 12 34 63 79 9 
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3.2.1. 	 Space, Logistics, and 1~(luil)mcnt 

Th!', New Construction program is managed OUt of the 12 RCCs. The RCCs arc 
eqmpped with telepbones, compmers, plotters, printers, fax machines, and digilizing 
stations. 

3+3. DUla Capture Inrrastructure and Staffing 

The (uble below. shows the Datu Capture Operation cost assumptions. 

Illustration 3C. Data Cap.ure Operation Cost As..",umptions 

Estimated # Estimated Hourly QAfIUnilffask 
of Entitiesl #ofFTEs I'roduction Verification 
Addresses and Starr Rate Workload % 

I Chcck-in/B:ltching 1341* 10 eniitieslhr nla2', 

125,000 10 75 lines/or 12.5%IAdd Keying 

'" Actual returns from entities. 

4, 	 COST ANI) PROGRESS SYSTEM 

The DMD and other interested stakeholders use the MIS 2000, Cost and Progress 
sysu~m to monitor day-to-day progress in each major Census 2{)OO operatIon. The 
rerans arc generaled from a central data warehouse, and thc applkation is maintained 
by Ihe DMD. The data contained in the warehouse IS cxtmcted from other transactional 
Census systems (for example, OCS 2000, Cost Model, and the Master ActiYilY 
Schedule), 

There are no requirements for thc Cost and Progress- system for the New Construction 
program. 

5, 	 MASTI,R ACnVITY SCHEDUU, (MAS) 

The Census 2000 Master Activity Schedule (MAS) was developed in Primavcm Project 
Planncr (P3) software. Tbe MAS allows m~\Ilagcrs to monitor census operational 
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progress along the critic.l) pnth and (0 model changes 10 thi; schedule before 
implementation to fully understand the impact on crucial deadlines. 

The MAS indudes the New Construction program, organized by a work breakdown 
structure. The MAS includes planned and software scheduled stur! and finish dates. 
<:lctivity durations, and predecessor/successor activity relationships and other dUhl which 
assist managers in assessing the plans and progress of census operations, Progmm 
Managers within each division are responsible for timely updates 10 aCli..,hies in their 
respective operations, Rescheduling is performed once a week after receipt of updates: 
from Prognlm Managers. [See Auachment A.] 

6. EVALUATION REQUilmMENTSQ 

The DSSD has proposed one evaluation of the New Construction program. This 
eva1uation looks at: 

3. 	 How many and what percent of governmental units chose 10 participate in the new 
construction oper.Hion? What percent of the governmental units also participated 
in LUCA 19981 

.. By region 

.. By lype of governmental unit 

h. 	 How many potential adds were identified by the new construction operation? 
How many potential adds were rejected in LUCA 19981 How many potential 
adds were submitted by multiple governmental units? 

.. By region 

.. By type of governmental unit 

c. 	 What was the outcome of the LUCA 1998 rejects? 

d. 	 How many of the unique potential adds were gcocodcd and fit into a block rJngc? 
How many were "force" gcocodcd? How many \\'crc n01 gcocndcd? . 

c. 	 Of the gcocoded, how many were rmltcned to the MAF? How many did not 
match 10 the MAF? 

r..' 	 What ;u'C the re<.lsons geocoded, unmatched potcnti,,1 adds senl to Coverage 
Improvement Fol!owup are not added? How many arc in each category? 
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g. What is the profile of new construction adds (nrtcr CIFU) to the DMAF? 

Ii- What is the tatul number of adds to the DMAF? 
I> What is the percent of adds in city style Vi>. non-city style address 

classific~lion? 

Ii- What is the percent of adds that are single V5. multi-unit? 
I> What is the percent of adds hyTEA? 

7. MAJOR DIFFERENCES FROM TilE DRESS REHEARSAL 

The New Construction program was not offered to local and tribal governments during 
the Dress Rehearsal. 

8. PUERTO RICO 

The New Construction pr~gram is not being offered 10 Puerto Rico local governments 
bcc:mse they are not a pan of the MO/MB universe. 
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Conlnet Person: 

Distribution List 
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Chief, Deccnn~anagcrm''Ilt Division 

Program Master Plan; Census 2000 Nonresponsc Followup 

John W, Gtostcr. Field Data Collection Branch. Decennial 
Management Division, Room 1422·2, (301) 457-8226 

The Program Master Plan (PMP) for the Census 2000 Nonresponse Follow-up Operation is 
attached, ' 

Please forward any inquiries to the contact person for this PMP. 
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Program Alaster Plan - Nonresponse Followup 

Census 2000 
NON RESPONSE FOLLOWUP 

Program Master Plan 

I. INTROIlUCTION 

This document provides a description of preparatory and operational activities for the 
field Nonresponse Followup (NRFU) operation for Census 2000 in the U.S. and Puerto 
Rico. To aid the reader, a list of acronyms used in this document is provided in 
Auachment A. 

We will use two questionnaire delivery methods for the mailback areas in Census 2000: 
mailoutlmailback through United States Postal Service (USPS) delivery, and enumerator 
delivery/mail back known as Update/Leave (UIL) and Urban Update Leave. In general, 
the USPS will deliver questionnaires in areas with predominantly city-style addresses and 
enumerators will deliver questionnaires in areas with predominantly non-city-style 
addrt:sses (such as rural routes) and in Puerto Rico. Respondents are asked to complete 
the questionnaire and return it by mail to the appropriate Data Capture Center (DeC). 
The NRFU operation is conducted in all mail back areas. I 

The NRFU universe consists of all addresses in mailback areas for which the Census 
Bureau has not received a questioimaire. The initial universe is detennined as of 
April 11,2000. However, there is a subsequent late mail return operation to remove 
addresses from the NRFU workload for which the Census Bureau receives questionnaires 
after that date. 

Nonresponse Followup (NRFU) enumerators attempt to obtain Census Day resident and 
housing unit (HU) infonnation from every address designated for the operation. 
Enumerators will make a personal visit to each NRFU HU in their assignment area (AA) 
to collect as much infonnation as possible on the enwnerator short fonn questionnaire 
D-IIE), or the long fonn D-2(E). In PR, enumerators will usc Spanish fonns [D-I(E) 
PReS) and D-2(E) PReS)], but will have available English fonns [D-I(E) PR and D-2 (E) 
PR1 upon request. Ifan enumerator cannot contact a household member at a followup 
address by either personal visit or by phone, after the required number of attempts, the 
enumerator will attempt to obtain the Census Day status of the address from a 
knowledgeable non-household member and obtain the required infonnation. 

1 111 a smallnumher of stales ide arc~~ lind in alllllc Island Areas, a listlcnumcr3lc (1)10) mCIllodology is employcd, V~esti{)nnaircs 
are not delivcred; instead. ccnsus-takers completc tile questionnaire for eacll address. Update/enumerate (utE) is a similar operalion Illal will 
Ile employed in certain ruralaTC3s, lllCTe is no Nonresp{)n~c Fotlowup for Illest lJE and UfE areas. 
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Enumerators will tum in their work, including their payroll form) on each day (0 their 
crew leader (CL) or crew leader assistant (CLA). Crew Lcadi.-"f5 and their assistants 
rcvievo' the questionnaires for completeness and return completed fanns to the Local 
Census Offices (LeOs) On a flow basis. 

Leo derks also review the questionnaires to ensure that critical items are filkd 
appropriately. Questionnaires failing this review will be returned to the field for 
completion. Otherwisc, the questionnaires arc then checked into the Operations Control 
System 2000 (DeS 2000). During the check-in operation, the DeS 2000 will indicate 
whether tl).e case has been selected for the reinterview program. The reinterview program 
is a quality assurance check to verify the accmacy ofquestionnaire data. If a 
questionnaire is selected, it will be routed to the reintcrview section of the LCO for data 
transcription and then returned. AU questionnaires. including those returned from the 
rcintt:rview section, are then assigned a check~out status and shipped to the appropriate 
Dee for data capture, 

It GENERAL DESIGN AND WORKFLOW OF NRFU 

The NRFU operation consists of multiple activities, A flow diagram depicting the NRFU 
process is provided in Attachment B. This section describes the process, dividing the 
components into major categories, 

A. Inputs 

,Before the NRFU data collection operation can begin. scvernl major components 
need to be completed. This section describes those components. 

L I'ublic Usc Forms (I'U.'s) and Other Field ~'arms 

Many forms arc required for the NRFU operation. Enumerators usc a 
variety of forms while collecting data from respondents, These arc 
referred to as: public use forms (PUFs). Enumerators coUecl data for an 
address using an Enumerator Questionnaire (EQ). The EQs are designed 
to facilitate persona! visit interviewing and are modified versions of the 
mail~rc(um questionnaires. As with the mail~return questionnaires, there 
are two basic types ofquestionnaires ~~ the short and tong forms. The 
fonus will be in English for stateside, and Spanish and. English for Puerto 
Rico. There arc also a variety of rorms used during the data collection 
operation> such as Privacy Act Noticcs, language identification flashcards, 
job aids, INFO-COMMs, etc. A complcte list or forms used during data 
colh . .'ction appears in Attachment C. All questionn.aires arc designed and 
tested (as appropriate) by headquarters personnel, and then printed by 
independent contractors. 
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The reintcrvicw operation also uses a separate data collection form calkxi 
the D-806, Reintcrvicw and Reconciliation Questionnaire. Reintcrvicw is 
a quality assurance program involving a suhset of respondents who are re­
contacted to verify information coHccted on the EQ. Reintcrview fonns 
also arc listed in Attachment C. 

Other materials needed by enumerators for the NRFU operation arc the 
address registers. The address register consists of the Cover/Quality 
Assurance Review Page, Special Notice Page, Address Listing Pages, and 
Add Pages. These forms are designed by headquarters staff and either 
printed by independent contractors or printed in the Leos. 

2. Administrative Forms 

Administrative forms are used by office staff and supervisory personnel to 
monitor progress and program quality. There are also forms associated 
with payroll activities, Both NRFU and NRFU Rcinterview have 
administrative forms. These fonus are listed in Attachment D. These 
forms are also designed by headquarters staff and either printed by 
independent contractors or printed in the LeOs using software developed 
for the OCS 2000. 

3. Field Use Ma'nuals and Traininglilroccdure Materials 

All staff working on the NRFU data collection operation need Instruclions 
and training on how to perfonn their jobs, The manuals and 
training/procedure materials required for the different jobs (enumerator, 
crew leader. office clerk, etc.) are prepared under the direction of Field­
Bcadquartcrs staff. Generally, materials provided to the LeO for staff 
training include a verbatim guide for training, a workbook with exercises 
and other' information, any necessary job aids and a procedures manual for 
each job, The manual and the job aids are the trainees' guide to the 
activities they will perform, The workbook is used to reinforce learning 
during the training, These materials are also listed in Attachment C. 

4. Maps 

For areas with predominately eity·slyle addresses, '-''numerators will be 
provided Census Tract maps and Tract Locator maps. For Puerto Rico and 
stateside areas with predominately non~city~st)'le addresses, they will 
receive AA Locator maps, AA maps, and Census block maps. 
Enumerators use these maps to aid them in locating their NRFU 
assignments. At the time ofU/L. LeOs wiH print multiple copies ofU/L 
maps, and the extra copies will be used for NRFU, Ifan enumerator's AA 
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is in an UlL area, he/she will also use photocopies Oflhe updated block 
maps frorn the Update Leave (U/L) operation if any changes were made. 

Census field ~ps will be printed in the LeOs. At the Regional Census 
Centers (RCCs), there arc two types of large format maps that arc printed, 
the Field Operations Supervisor (FOS) district outline map, and the erew 
leader district (CLDs) outline map. Both show tmct oullines, and the 
general location of enumerators' assignments which are drawn in by RCC 
staff. These maps ....rill be distributed to each RCC's respective LCOs. 

5. OCS 2000 Rcquirements 

The OCS 2000 (Operations Control System 2000) is the automated system 
in the RCCs and LeOs to support all data collection activities, including 
NRFU. The Technologies Management Olliec (TMO) develops and 
installs the OCS 2000 system. The software components for the NRFU 
operation that are required include modules for printing materials needed 
for enumerator assignments (address listing pages, labels for 
questionnaires. etc.), printing management reports (progress reports, mail 
return reports, etc.). and printing rcinterview control records. The system 
also needs to control and track ail ccu."1us IDs in the NRFU universe, aU 
enumerator assignments, and eases selected for the rcinterview program. 
Another required module is a system to check in completed 
questionnaires, to provide for the data entry and quality assurance of 
selected questionnaire items, to designate census IDs for the rcintervicw 
program, to tmd:: the employment oft001 kit methods, and to check out 
questionnaires, Shipments ofquestionnaires to DCCs and address listings 
to NPC also must be tracked through the system, 

6. NRFU Universe Data 

The data collection operation cannot begin until the universe of census IDs 
requiring followup is identified, and information about those IDs is 
transmitted to the LeOs, The Decennial Systems and Contract 
Management Ollice (DSCMO) will identify the NRFU universe as of 
April 11, 2000. This will include all known residential addresses in 
mailrnlck areas for which a completed questionnnire was not rcturnt'd. 
'111en DSCMO win delineate the enumerator assignment arcas (A As}, 
keeping them to a manageable size ofabout 40 cases. They will genwate 
the address files and geogmphic files for each LeO (wilhin each state and 
county). The address file includes surnames (name in person I of the mail 
return) that were captured from mail-rewm questionnaires from multi­
units in urban areas, and non-city-style addresses from rural areas. 
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Once TMO receives these files from DSCMO, they will integrate them 
into the OCS 2000, loading them into the RCCs' databases for each LCO. 
Each RCC~wil1 receive a file of their LeOs' assignment information. 
Once TMO is finished loading these files. the LCOs can print assignment 
directories, address listings and labels for questionnaires, and labels for 
address registers and map envelopes for usc in preparing the NRFU 
assignments. 

B. 	 ])rcparutory Activities in the RCCs and I"COs 

ln preparation for the NRFU field operations, the office staff will perfbnn the 
following activities: 

1. 	 Delineation of Field Operations Supervisor (FOS) Districts and Crew 
Leader Districts (CLDs) 

Before TMO loads the NRPU workloads into OCS 2000, the FOS districts 
and CLDs wi]l be automatically delineated based upon the adjacency of 
blocks, block size, the estimated NRFU caseload, and block ,hape by 
batch softWdl'C developed by the Geography Division (GEO). The RCC, 
will then be able to review these files and interactively modify the 
dclincati~n if necessary, aggregating CLDs into FOS districts. GEO will 
then pcrfonn an automated certification process. 

Once the NRFU workload is available in the OCS 2000, the Assistant 
Manager ofField Operations's (AMFO) sta!Twill print Ponn D·336. 
Assignment Oireclory, from the OCS 2000. Form Dw336 is a listing ofall 
AAs within the LCO for NRFU. The AMFO reviews this fann for 
accuracy. Helshe may then adjust the CLD boundaries to evenly distribute 
the NRFU workloads between CL as.<ignments by lining through the CL 
or FOS number ofan assignment area and entering the desired CL or FOS 
number, The AMFO then gives the adjusted D~336 to the automation area 
for entry into OCS 2000. Once these changes arc made into the system, 
the AMFO's staffwill print the D·182, Crew Leaders Assignment Listing. 
The Crew Leader wiU use this listing to assign enumerators to specific 
AAs within his or her CLD. 

2. 	 Planning Enumeration Strategies 

The RCCs will utili7x the Planning Database (PDB) to inform their LeO, 
oftargcled arcas in which special enumeration procedures are needed) 
such as blitz enumeration and paired enumeration. At the LCO level, local 
knowledge may also be used to identify areas for special enumeration 
procedures. 
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3. Preparation and Assembly of Address Registers 

The AMFO~s staff will print the address register pngcs. TIle address 
register contains all the addresses in a given AA. with the NRFU cases 
clearly identified by short and tong form. Each register includes 
approximately 40 cases for followup. The addresses willnppear in order 
by AA, block number, street name) house number (mailouilmailback 
areas) and map spot number (U/L areas). Addresses not requiring 
followup will also appear in the nddrcss register. A case not requiring 
foHowup will have XS in columns )-3, and, ifapplicable, the household 
surname printed in column 1. ' 

The LCOs will assemble the address registers for the NRFU field 
operations, Major components of the registers include the following: 

- Cover Page/Quality Assurance Review Page 
- Special Notice Page - (provides instructions/reminders) 
- Address: Listing Pages 
- Add Pages 

4. Preparation of Map Envelopes 

The LCOs will receive map envelop,,, from NPC. The AMFO's staff will 
print labels for the map envelopes. affix them accordingly and insert the 
appropriate maps into the envelopes. For NRFU assignments in U/L areas 
in which block maps were Updated, the office clerks must locate the 
photocopies ofthe UIL map-spotted block maps and insert those into the 
map envelopes instead of the originals, 

5. Preparation of Que.stionnaires 

Through OCS 2000, the LCOs will print labels for the EQs. EveI)' 
label/iD wHl be affixed to a short form or long form questionnaire as 
predesignated on the address page of the address register. Decennial 
Statistical Studies Division (DSSD) has designed a quality assurance (QA) 
operation to ensure that correct labels are being placed on the correct EQs, 
and that the labels are being placcd in the correct position (right side up, 
correct location on foml, etc.). The QA also ensures that the total number 
of EQs equals the number of followup addresses for a specified AA on the 
OCS 2000 generated Form D-336, Assignment Directol)' Listing. Clerks 
will verify this infonnation against the D-336 and rectify discrepancies if 
necessary. The labeled questionnaires will then be sorted by ID as they 
appear on the listing pages and merged with the correct address register for 
delivery to the CLs. 
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6. 11reparation of Enumcf"'J.tor Assignmcnts 

LCD staff then assembles the enumerator assignments. Materials will 
consist oCtile address register, map envelope and appropriutc labeled 
questionnaires for the assignment area. In addition, enumerators are 
provided various fomls and materials needed for their jobs, and 
miscellaneous items, such 35 mechanical pencils, erasers, etc. 

7. Late Mail Returnr.ro~essing 

During the last two days of the Assignment Preparation operation, 
DSCMO will generate and deliver files ofLalc Mail Retums (LMRs) and 
TMO will load them into the RCC,' OCS 2000 databases, The LCOs will 
then perfoml the late Mail Return Operation. The AMFO staff win print 
Fonn D-I66, Late Mail Return Report. to get a report of all the LMR IDs. 
The clerks wililoestc all LMR IDs on the listing pages (D-103A) of the 
address registers and line through them by entering "Xs" in (:olumns 1-3. 
The clerks also will remove all the LMR questionnaires from the NRFU 
enumerator assignments, 

8, Training Staff on NRFU 

'llIc LCO management staff wiJI recruit and train the FOSs, supervisory 
office clerk~ (SOCs}, and office derks on their dulies and responsibilities 
during the ~RFU operations. individuals hired for field positions are, as 
much as possible, provided work close to their homes. referred to as 
"indigenous hiring," The FOS will train the CLs, and the CLs willlrain 
the enumerators. CLAs, who usually are trained as enumerators, will be 
identified by the CLs. The LCD offiee staffand CLs will acquire the 
training space and train enumerators at a location convenient to their AAs. 
If the LCO bas not secured a trnining facility, the CL must do so, The 
training ofreplacement enumerators will take place in a centralized 
'ocation in each LCO area. 

C. Ilata Collection Procedures 

1. Overview 

Once the LeO slaffcompletes the preliminary office activities described 
in Section ltD, NRFU field enumeration is ready to begin, Enumcratnrs 
visit each unit designated JOT NRFU and dctenninc the Census Day 
occupancy status of the unit and complete the appropriate enumt!mtor 
questionnaire accordingly. Following the completion of tile questionnaire, 
they enter an appropriate Ccmms Day status code [OcCltpicd (0),Vacant 
(V), Delete (D), Add (Al] in column (I) on the address listing page for the 
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unit. The V".uious enumerator job responsibilities are explained in detail 
below, 

Enumerators must initially visit cach NRFU addrcss in person. To obtain 
the required information for the unit, enumerators must talk with a 
kIlowk-dgeahlc respondent, age 15 or older. A knowledgeable rC$pondcnt 
is generally >1 member of the household if the unit is oc(;upicd, but could 
be a neighbor, building superintendent, etc., if the foUowup household is 
on vacation> for example, and will not return until after the completion of 
NRFU, 

Ifno knowk'<.lgcable respondent is available at an occupk-d unit at the time 
ofthc first visit. enumerators will leave a copy of Form D-26, Notice of 
Visit If enumerators feel uncomfortable leaving their telephone number 
on the Notice of Visit, they can note the time and date they pian to make a 
rctum visit, or provide the LCO telephone number. 

On a daily basis, enumerators will turn in their completed questionnaires. 
l?-lrO-COMMs, and daily pay and work records to their CLiCLAs, 
CUCLAs will review these fonns and the questionnaires against a 
checklist of specifications. to ensure that they have been properly 
complf!too. After the review, the CLICLA enters his/her jnitials, CL 
number (the CLA enters hislhcr CLD number for which they are 
assigned)t and the month and day in the Cerlijication section of the 
questionnaire, 

2. 	 Respondents 

The respondent of a NRFU EQ must be ~ person knowledgeable about the 
household and housing unit, age 15 or older, who (l sl choice) is a member 
of the household or (2"' choice) a person who is knowledgeable about the 
household. "Knowledgeable" means that a person knows about the 
household that lived at the address on April 1,2000 and/or the flU as it 
existed 00 April 1,2000, A knowledgeable non-household respondent 
may be able to supply a sufficient amQunt of information so that the 
questionnaire can be completed and exceed the partial intervjew standards, 

3. 	 Numher of Enumerator Visit.. 

a. 	 Occupied units, and units that appear occupied to the enumerator 
for which "no one is nome" are allo\t\'cd up to three personal visits 
and three pbone calls, for a maximum of six attempts. If, after 
three personal attempts at varying times, the enumerator still docs 
not lind a household member at home, hcfshe will interview a 
neighbor, rental agent, building manager, or another 

-8­



Program Masf;!.r Plan - Nonresponse roUowup 

knowledgeable individual (Le. a "proxy" respondent), Also, if it is 
known that a household is on vacation and will not rctllm prior to 
the completion ofNRFU, the enumerator may interview a proxy as 
early as the first visit. Ifpossible, an entire interview is obtained. 
rf not, the most complete possible information is rccordexL 

b. 	 For units that arc obviously vacant (see paragraph I1.CAb. below) 
or should be deleted (sec paragraph II.CA.d. below), enumerators 
may interview a proxy respondent even at the first visiL If 
possible) an entire interview is obtained. If not, the most complete 
information possible is recorded. 

e. 	 EnumeratorS will keep track of both personal visits and telephone 
attempts on the RC{;ord ofContact section of the EQ, 

4. 	 Various Enumeration Situations 

The following sections describe the enumerator procedures for various 
situations that will be encountert..'<!, Attachments G·"] are prOVided/or the 
rcader's reJerence. They include Ihe D-225 INFO..cOM,~f, Ihe firSI page 
oJlhe D-IE and D·2E, and the last page oJlhe EQ (for Ihe D·IE and 
1)·2E). 

a. 	 Units that were Oecupied on Census Dav 

1) 	 Enurnt':r'dtors complete the designated short Or long form 
questionnaire for the follo\Vllp address bascd on thc Census 
Day household, If there are more than five Census Day 
occupants, the enumerator will complete a continuation 
foml(s). If the Census Day household had a usual home 
elsewhere. the enumerator will classify the HU as a vacantM 
UHE. 

2) 	 The enumerator enters the status code (0) to indicate the 
occupied status of the housing unit in column (I) on the 
address listing pagc. The enumerator then completes the 
Interview Summary section of the EQ. 

3) 	 Jf the respondent has completed a questionnaire delivered 
by the USPS or an enumerator, but never returned it, the 
enumerator accepts the questionnaire. reviews it for 
completeness, and places it inside the labeled EQ. The EQ 
will be destroyed at the LCO. 
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4) 	 If the respondent has a Be Counted Fonn completed, the 
enumerator will conduct an interview to obtain the 
household information on the labeled EQ. The Be Counted 
Form will be destroyed at the LCO. 

5) 	 In PR, if a respondent requests an interview in English, an 
English speaking enumerator will transfer the label 
infonnation to anlEnglish questionnaire. 

b. 	 Units with a Regular Vacant Status (i.e .. for sale. for rent. etc.) on 
Census Day 

1) 	 Short form EQs 

Using a knowledgeable respondent, the enumerator will 
complete the Interview Summary section for the vacant 
housing unit. The enumerator will mark Section A as 
"vacant-regular," enter "00" in the POP Section B, and 
record the type of vacant in Section C. The enumerator 
will enter the status code (V) in column (I) of the address 
register page. 

2) 	 Long form EQs 

Using a knowledgeable respondent, the enumerator will 
complete the Interview Summary sections A, B, and C for 
the vacant housing unit as mentioned above, and conduct 
an interview with the respondent to obtain the information 
needed to answer the double-underlined housing questions. 

c. 	 Census Day Households That Had a Usual Home Elsewhere 
(WHUHEs - Whole Household Usual Home Elsewhere) 

1) 	 Short form EQs 

If the respondent identifies the HU as a vacation home, 
seasonal home, or occupied o~asionally on Census Day in 
Q S3, the enumerator will mark Section A of the Interview 
Summary as "4-Vacant-- usual home elsewhere", Section 

. Bas "00" POP, and Section C as appropriate. The 
enumerator will enter status code (V) in column (I) of the 
address register page. 
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d. 

2) 	 Long form EQs 

if the respondent identifies the j-IU us a vacation or seasonal 
home on Census Day in Q S3, the enumerator will 
complete the Interview Summary sf,:ction as mentioned 
above for a short form EQ. Yct, the enumcrator also 
conducts an interview with the respondent to obtain tilt! 
information needed to answer the double-underlined 
housing questions. 

3) 	 The cnwnerator will then complete a blank D-I (E) short 
fonn questionnaire to obtain Census Day infonuation for 
the household's usual address. EnumeratorS will also mark 
box E. UHE in the Interview Summary section. 
Completing the EO includes collecting both person and 
housing infonnation for the usual address. 

Addres$Cs with a 'Nonexistent' Status on Census Day 

Addresses: that are classified as nonexIstent arc those that 
enumerators dctcnnillC did not qualifY as housing units as of 
Census Day. These addresses will be marked as delete by the 
enrnncrator. Reasons for deleting a NRFU address include: 

I) Demolished/Burned Out 
2) Cannot Locate 
3) Duplicate 
4) Nonresidential 
5) Other (open to the elements, condemned, under 

construction) 

To delete the af/dress, enumerators: 

Enter the appropriate Unit Status that corresponds to the delete 
reason, and POP code "'98" in the Interview Summary section of 
the labeled questionnaire to reflect the delete status of the address. 

'[lIe enumerator enters status code (D) in column (l) of tile addn:ss 
listing page, draws a wavy line through the address listing and 
cnters an explanation for the type of delete in the «occupant name" 
column. 
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c. 

f. 

In~mQvcrs (rcspgodcnts who moved 1010 the NRFU address after 
Census Day) 

I) Using a knowledgeable respondenl~ the enumerator will 
complete as much of the labeled questionnaire tor the 
followup unit as possible based on its Census Day SL.1.tus, 

whether it be occupied or vacant 

2) Enumerators enter the status code (0 or V) to indicatc the 
status of the followup unit. in column (l) on the address 
listing page. 

3) They ask if the current occupants returned a Census 
qucstionnaire. If the response is that they did return a 
questionnaire, no further action is needed, Ifther did not, 
or cannot remember if they completed a questionnaire at 
their Census Day address, the enumerator completes a 
blank, unlabeled D-I(E) short form questionnaire for them' 
according 10 their Census Day address, The enumerator 
marks box F. MOV in the lnterview Summary seclion, 

Added Units 

Although enumerators are not actively looking for missing housing 
unlts, if they discover one they will; 

1) 	 confinn that the place meets the definition of HU, 

2) 	 map spot the address on the u/L block map. 

3) 	 record address infonnation (include map spot number if in 
an UtL area) for the added unit on the add page in the 
address register. Note: For PR, 'he addpage in the 
address regisler will accommodate (he 4~line addresses 

4) 	 complete a blllI1k (unlabeled) enumerator questionnaire 
(short or long toon depending on where the added unit falls 
in the sampling pattern on the add page) based on the 
Census Day status of the unit. lfthe added unit was vacant 
on Census Day, the enumerator will complete items 
required for a vacant unit on the questionnaire by 
interviewing a knowledgeable respondent. 
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g. 

h. 

Refusals 

Ifan enumerator is unable to conduct an interview with the NRFU 
household because ora refusal, hc!she will document the reason(s) 
for refusal on Form D~225, [NFO·COMM. and return it along with 
the labeled EO to the CL, W~lO \\':ill reassign the case in most 
instances, 

Apartment Mixups 

Questionnaire misdelivery occurs when one or more hQusebolds in' 
an apartment building or trailer park receives and returns a 
questionnaire intended for another household within the same 
building or trailer park. If a respondent states that a census 
questionnaire was returned by mail for the household, the 
enumerator will try,to determine if a questionnaire mixup has 
occurred before attempting to conduct an interview at the follo'h'Up 
address by doing the following; 

I) ask for the name of the household that lives at the followup 
unit. Review aU listings at the same basic strcct address on 
the Address Listing Page to see if the particular 
household's name appears on another Hsting line. 

2) if the household's name docs appear on a line that has been 
"Xed" Ollt, the Census Bureau has received a questionnaire 
from them. If the name for the household at the followup 
unit is already listed somewhere on the Address Listing 
Page, then a delivery mixup may have occurred. If it is 
discovered that the household's name appears for another 
unit at the same basic street address, the enumerator win 
not enumerate the household. 

3) go to the unit where the household's name appears on the 
Address Listing Page. The same procedures are followed 
as with the first household. until the enumerator finds a 
household whose name does not appear on the Address 
Listing Page, and the enumerator interviews that household 
with the labeled EQ. 

4) document all apartment mixup situations on a D-225 INFO­
COMM. If the apartment mixup is more complicated than 
the enumerator can handle. or will take un excc.'>sivc 
amount of time, the enumerator will not attempt to correct 
the situation, and will refer it to hislhcr CL, 
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i. Partial Interview Data 

A Partial Interview is an interview in which the enumerator obtains 
less than the minimum amount of infonnation required for a 
complete interview (sec below), but at least Unit Status and Pop 
Count from the household member or a non-household respondent 
Although we emphasize complete interviews, in some instances 
partial interviews wltl be taken, (f an enumerator cannot obtain 
enough household infonnation to obtain a complete intervicw1 the 
CL win mark box G, Pi of the Interview Summary section, 

A partial interview occurs when an enumerator collects less than 
the following information for an o<:cu(Jicd HU but at least Unit 
Status and Pop Count: 

I) Enumera!or (Short) Fonn D-I(E) and D-I(E) SUPP: 

a) Name of each person (QI) 
b) At feast 3 out of 5 1 OO-percent population questions 

for each person (Qs 3-6 for Person I and Qs 2-6 for 
all other persons.) 

cJ Housing !cnurc (Q HI) 

2) Enumem!or (Long) Form D-2(E) and D-2(E) SUPP: 

a) Nam.ofeach person (Ql) 
b) At least 3 out of 5 JOO~pcrccnt population questions 

for each person (same criteria as above) 
c) Housing tenure (Q34) 
d) Any 2 additional housing questions (Qs 35-58) 
c} Any 6 additional population questions (Qs 8-33) for 

eachpe~n, 

For vacant ~ regular and vacant - UHE housing units, a partial 
interview occurs when an enumerator collects less than the 
following information but at least Unit Status and Pop Count: 

I) Enumerator (Shorl) Form D-I(E): 

a) Q. 83 (WHUHE) or Q. S4 (regular vacant). 
b) Interview Summary section (sections A, B, and C} 
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J. 

k. 

2) Enumerator (Long) Fonn D-2(E): 

0) Q. S3 (WHlJHE) or Q. S4 (regular vacant) 
b) Interview Summary seclion (sections A, 8, and C) 
c) At Icast two of the double~undcrlincd questions 

The LCO will track tbe number of partial interviews by enumerator 
at the CLD level. 

Special Places 

A speciaJ place (SP) is a place containing one or more group 
quarters (GQs) where people live or stay. such as: a college or 
university. a nursing home. hospital, assisted living facilities, 
prison, hotel, etc.• and may also contain regular housing units. A 
GQ is defined as an institutional (e.g. a prison) or noninstitutional 
(Le. a coHege donnjtory) place where people live or stay other than 
the usual house, apartment, or mobile borne. When enumerators 
determine that a NRFU address is for a SP Of GQ, they will advise 
their CL of the situation using Fonn D-22S.INFO-COMM. The 
enumerator writes on the INFO~COMM, "This address is for a 
Special Place"; and the name of the contact, and the phone number. 
The enumerator will cnter status code (D) in column (I) of the 
address register listing page and indicate in the "occupant's name" 
column that the address is "SI'IOQ", Sections A and B oflile 
Interview Summary block will be filled in as "9" and "98" 
respectively. 

If a NRFlJ unit is for a separate HlJ within the S1'IGQ, the 
enumemtor will treat the NRFU unit like any other )-IU and 
complete the labeled questionnaire. SimIlar to regular BUs, there 
is a possibility of finding an additional HU within a SP/GQ, 
Enumerators wiH treat this unit like a regular HV by completing ~ln 
unlabeled EQ for the unit. If the unit was vacant on Census Day, 
the enumerator v.iII also complete the items required for a vacant 
unit on the blank questionnaire by interviewing a knowk-dgeable 
respondent. 

Non~English Speaking Respondents 

In the US, enumerators will try to find an interpreter within the 
household when they do not speak the language of the respondent 
Enumcrutors will usc Form D~3309 to aid in identifying which 
language the respondent speaks. If a household interpreter CUll not 
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I. 


be obtained, enumerators will then report the situation to their CL 
using Fonn D-22S, INFO-COMM. 

For Spanish-speaking respondents only, enumerators will have a 
D~62(S) (A or B) job aid to assist them when interviewing Spanish 

speaking respondents. Bilingual enumerators may conduct the 
interview in Spanish using the Spanish Language Assistance 
Guide, but must mark the respondent's answers in English on the 
EQ. He/she marks box D. SP in the Interview Summary section. 

In I~crto Rico. if a respondent requests an interview in English, an 
Eng)j$h~speaking enumerator will complete an English language 
questionnaire, 

Special Enumeration (Tool Kit] Methods 

The LCOs will apply special enumeration procedures (tool kit 
methods) in order to target hard-to-enumerate (HTE) populatioH:i, 
and 10 gain public cooperation in responding to Census 2000. 
These are the tool kit methods available for use during NRFU: 

1) 	 Blitz enumeration ~ During blitz enumeration, a crew of 
enumerators conduct NRFU on a compressed time 
schedule, The objective is to create a large census presence 
(particularly in HTE apartment buildings) and complete the 
large caselood in one massive sweep, LeOs use blitz 
enumeration during NRFU when conditions in the field 
could prevent the field stnn from conducting a timely or 
accurate enumeration. Each LeO's method and mugnitude 
of blitz enumeration will vary depending on the 
circumstances, 

2) 	 Local facilitato .... The LCOs may use local facilitators 
such as community activists, religious leaders, gate 
keepers, and recognized local figures to facilitate the 
completion ofNRFU. LeOs may usc local facilitators to 
introduce the enumeraton; to households, interpret or 
convince people to cooperate. locate C{)flcea1ed living 
quarters, and so forth. 

3) 	 Paired enurneration -In this method, census enumerators 
work together for safety reasons. The second enumemtor 
may help with such tasks as locating housing u~its and 
persuading respondents to cooperate. 
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1>. 	 Crew Leader Procedures 

1. 	 Overview 

Crew Leaders (CLs) arc responsible for moniloring and supervising the 
crews ofenumemtors assigfH.-'Ci to them. They ensure thatlhc tasks 
assigned to them and their crews are completed accurately and on 
schedule. They must also keep their FOSs informcd of any potential 
delays or problems. 

The CL U5CS a checklist to review each-questionnaire submitted by an 
enumerator. if a qucstionnaire fails this review. the CL will return the 
questionnaire to the enumerator for correction. Any discrepancies will be 
reviewed with the enumerator and resolved. The CLs also wHl review 
their enumerators address register and maps to make sure they were 
annotated or updated correctly. On a daily basis, thc CLs will tum in their 
staffs' completed questionnaires and other forms to their respective FOS. 

CLs and/or FOSs may refer certain probtematic situations, such as 
apartment mixups and locked buildings, to special enumeration tcams for 
resolution. 

CLs usc management reports to cnsUJ\"; that enumerators are completing 
quality work while meeting production standards. 

N01e: 	 CLs arc authorized to have up to 2 crew leader assistants (etAs). 
CLAs pick up completed work. conduct basic review ofquestionnaires for . 
completeness, and return questionnaires and D-3085 to the Ct. They may 
also followup on refusal cases. However, CLAs arc not allowed to certify 
D-3085 or hire or release an enumerator from his/her position. 

2. 	 Various Crew Leader Situations 

The follo\\1ng describcs certain CUCLA actions during NRFU: 

a. 	 Refusals 

I) 	 Based on information from the JNFOwCOMM. the crew 
leader reassigns the case to a different enumerator, to a 
eLA. or himlherself to convert the rcfusat 

2) 	 If the second attempt fails, he/she will obtain as much 
information as possible from a neighbor, rental agent, 
building manager. etc. 
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3) 	 If the information obtained is less than the required amount 
of information for a completed intcn'ie\v but at lC3st 
includes unit status and pop count, the CL will mark box G. 
PI. In addition, for a confirmed refusal, the CL will also 
mark box H. REF in the interview Summary section. 

A) 	 The questionnaire must contain at least the Unit Status 
(item A) and the Population Count (item B). if only the 
Unit Status/POP Count obtained. the CL will mark box 
J. CO in the Interview Summary section in addition to box 
H. REF. ifpossible, the household name should also be 
obtained. 

b. 	 partial Interviews 

I) 	 The CL will review partial interviews with the enumerators. 
To accept the questionnaire with Jess than the required 
infonnation. the crew leader must be satisfied that the 
enumerator has made every reasonable effort to obtain the 
missing infonnation. 

2) 	 Given the nature of the situation, and the time remaining to 
complete NRFU, the CL will allow the questionnaire to be 
recorded as a partial interview by marking the PI box in the 
Interview Summary section of the EQ. With the exception 
ofcertain circumstances, if the enumerator has not made 
the appropriate number ofattempts (sec paragraph ItC,).) 
and the CL does not accept the fonn, the CL should advise 
the enumerator to make a return visit or telephone call to 
the NRFU household to collect missing information. 

fJnit Status/POP Count Only Cases -- if the CL is 
satisfied that the enumera10r fonowed the appropriate SICps, 

then he/she accepts the questionnaire from the enumerntor, 
However, the CL does not certify the questionnaire or 
include it with the completed work that hclshe gives to the 
FOS. Instead, the CL holds the questionnaire with other 
census confidential materials, The CL will receive 
instructions regarding followup on "Unit Status/POP Count 
Only" cases (items A and B in the Interview Summary 
section) when his/her CLD is close to completing NRFU, 
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c. 	 Special Places 

When an enumerator determines that a follDwup address is for a 
Special Place (SI') or u Group Quarters (GQ), the CL will refer 
these cases to the FOt) for resolution, The FOS will confer with 
the Special Place Operations Supervisor so the place cun be 
enumerated as a GQ. 

d. 	 Non~EngJish Speaking Rc.;;;oondents 

I) 	 If the respondent speaks a language otiler than English, the 
CL will attempt to find an enumerator who speaks the 
language to return to the foHo'Wup unit and interview the 
household. 

2) 	 If the CL cannot assign the case to someone who speak., the 
respondent's language, the CL must prepare a request to the 
FOS for an interpreter. 

E. 	 Local Census Office Operations 

1 . 	 Assignmen.t Control 

The purpose of assignment control is to monitor and control a large 
number of materials such as questionnaires, address registers, and daily 
work and pay records as they eome in from the field. Assignmcnt control 
clerks review fonus and distribute them to appropriate sections within the 
LeO. The starting point for assignment control operations is a day's work 
returned for an entire CLD, The enumerator work will 00 in individual 
transmittal envelopes. Assignment control clerks will only work with one 
enumerator transmittal at a: time, 

Assignment control clerks review the enumerator fiUcd questionnaires to 
ensurc that they meet certain quality standards. Questionnaires that fail 
this review are returned to the enumerators through their FOS and CL. for 
resolution. Questionnaires that pass this review are sorted according to 
whether they contain an ID or not. Questionnaires with IDs are routed to 
the OCS 2000 for automated check-in. Questionnaires without IDs (iu­
movers, and WHUHEs) are shipped directly to the DCCs, with the 
exception of added units., which are assigned a processing II) at the LCO. 
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a. 	 During the assignment control review, the clerks will review 
questionnaires to ensure critical items are completed. lbe 
assignment control unit will accept cases that meet the 
requirements of the assignment control checklist 

b. 	 Assignment control clerks will complete a Form J)~320, Error List. 
for each CLD if they rcj(.'ct work that must be resolved in the field, 
The reason for the rejection is indicated on the fonn. The 
assignment control unit will maintain copies: of Ponn D-320 so the 
office clerks wilt k.now which cases have been returned to the field 
for resolution. The <:lerks wiH also complete the "Cases Accepted'" 
section of Form 0-308, Daily Pay and Work Record, to reflect the 
actual number ofcases accepted. The clerks will give the rejected 
questionnaires to the AMFO, who will return the work to the 
proper FOS. The CLs relay the problem and return the 
questionnaires to the proper enumerator. The enumerators \\ril1 
correct the questionnaires and resubmit them as soon as possible. 

2. 	 OCS 2000 Check-In ofQucslionnaircs with IDs 

Once the assignment control unit accepts questionnaires with 105. they arc 
routed to the OCS 2000 for check-ln. Clerks will key the enumerator's 
social security number from Fonn D-308, and then wand in the bar eode 
from the questionnaire label (if an EQ has a handwritten (D, the clerk will 
key it into OCS 2000). Then they will key the following information from 
the questionnaire. 

a. 	 Unit Stalus - section A of Interview Summary 
b. 	 Population Count ~ section B ofInterview Summary 
c. 	 Type of Vacant - section C of Interview Summary (ifapplicable) 
d. 	 Partial Interview ~ item G of Interview Summary (ifapplicable) 
e. 	 Refusal- item H ufthe Interview Summary (if applicable) 
f. 	 Closeout - item J oflnterview Summary (if applicable) 

The chcckKin operation provides the data for status reports for the office On 

how the operation is going and spL'Cifically how enumerators, CLDs. and 
FOS districts are progrcssing. It also serves as a back-up source for status 
data. To ensure that certain questionnaire itcms are keyed in properly, a 
dependent rekeying operation will be programmed into tne OCS 2000 as a 
quality control for assignment check-in. For continuation forms) 
enumcmtors transcribe label infomuttion, except for AA. from the original 
fonn to the label area of the continuation fann. COIltinuation forms are 
not checked into Des 2000. they are considered part of thc original 
questionnaire. 
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3. HandUng of Questionnaires Without lOs 

b. 

Enumerators wi!! complete questionnaires for added units for their 
Census Day status. The assignment control unit will separate these 
questionnaires in the office. An assignment control clcrk will 
place a processing fD label in the ~unit 10' area on the top right 
corner of the EQ. The clerk will then proceed with checking in the 
EQ like a regular, labeled EQ (see paragraph II.E.2. above). In 
addition to the above check-in items, the clerk will also key the 
following information from the questionnaire. 

I) Map Spot (ifapplicable) 
2) State/County 
3) Block 
4) Form Type 

In the event a shipment of questionnaires becomes lost, the 
assigning ofprocessing IDs to the unlabeled EQs for added units 
will allow OCS 2000 to associate which EQs for added units are in 
which s~ipment box, so that State/County and block information 
will be used to determine where work should be redone, 

WHUHEs and In-Movers 

Enumerators will complete questionnaires for in-movers for their 
Censw; Day addresses, and WHUHEs for their ''usual residence" 
also ou unlabeled questionnaires. Before the "batch check~in~', tbe 
assignment control clerk will verify, in the remarks section of the 
D-308, that the crew leader made a notation indicating how many 
non-ID questionnaires were completed, 

Upon separating the In-Mover and WHUHE EQs in the office, 
unlike EQs for added units, these EQs arc put into a box marked as 
'non-)D questionnaires", Thc total number of these unlabeled EQs 
for the batch are then entered into oes 2000. The EQs are not 
checked into OCS 2000, but arc merely counted and linked to a 
barcode label that identifies how many questionnaires the oox 
contains. This la~el is affixed to the box, which is then ship~d by 
FcdEx to the appropriate DCC. At the DCC, the box is checked in 
to alert OCS 2000 of its reception, then each EQ is assigned a 
processing ID and labeJed. At this point the EQ is ready to be 
scanned and then the address information is transmitted to GEO to 
be match<.-'"rl against the MAF or g<.-"Ocodcd. 
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4. Designation of Reinterview Cases 

During questionnaire check-in, cases that are to be included in the 
reinterview program will be identified. Using the OCS 2000 the clerks 
will print labels for these reinterview cases to be affixed to the 
Reintervicw Forms. The EQs and corresponding labels will then he 
routed to the Reinterview section of the office, where data will be 
transcribed onto Reinterview Forms. After this transcription process, the 
EQs are then returned to the OCS clerks for check-out and shipment to the 
DCCs. 

5. Check-out and Shipment of Questionnaires 

After questionnaires have been checked into the OCS 2000 (and returned 
from the reinterview transcription process, if appropriate) they are also 
checked out using the OCS 2000 system. These EQs are then boxed and a 
barcoded shipping label is generated. The LCOs create a list of box IDs 
and then select one to key EQ IDs into. When a shipment is ready, a 
FedEx tracking number is a~ded to the record for the box (so we have the 
capability of determining the contents of each box if lost) and the box is 
then shipped to the appropriate DCC through FedEx. The OCS 2000 will 
also creale a shipping document for FedEx. The LCO staff can usc the 
D-342 D, Cases Checked In to LCO But Not Checked Out to DCC, to 
keep track of the questionnaires that have been checked in to the LCO but 
not checked out to the DCC. 

Boxes of questionnaires will be shipped on a daily basis. The DCCs will 
have a system in place to give LCOs receipt confirmations of all 
shipments. Headquarters will also be provided an extract from OCS 2000 
to monitor all LCO to DCC shipments, and to track check-out progress 
and lag. If during the NRFU operation it is learned that a large number of 
boxes from a particular LCO is lost, the problem will be analyzed on an ad 
hoc basis to determine whether re-enumeration is required for households 
with missing questionnaires. 

6. Check-in and Shipment of Address Registers 

As address registers are returned from the enumcrators, they arc checked 
into the OCS 2000. If any tool kit methods were used in an AA, the office 
clerk and/or the CL will note this on the covcr page of the address register. 
Clerks will key this information into OCS 2000 to track which AAs 
employed special enumeration procedures. Once an LCO no longer needs 
the address registers, the listings are removed and banded and shipped to 
NrC. The Cover/QA Review Page is photocopied and shippcd to NPC. 
The LCO will retain the empty address registers for use in Coverage 
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Improvement Followup (CIFU). Thc assignments arc then checked out of 
the OCS 2000, boxed and shipped to NPC using a procedure similar to thc 
one for questionnaires. 

F. 	 Rcintcrvicw I)rogram 

The reintcrvicw program lS a quality assurance program for the NRFU operation. 
It is designed to identitY enumerators who intentionally or unintentionally 
produce data errors. There are three aspects of reinterview that will be 
implemented: the random sample. administrative test. and supplemental 
reintcrview. The reinterview program is conducted concurrently 'with th\:' regular 
data collection activity. 

1. 	 Procedure 

a. 	 Reinterview cases are identifIed during thc EQ check-in. For each 
selected case, the reinterview section of the LCO prepares a D~!-W6. 
Re1nterviewand Reconciliation Questionnaire. Clerks will amx an 
OCS 2000~generatcd label and trunscribe the method of 
completion (personal visit or telephone). respondent's name and 
telephone number, unit status (occupied, vacant or delete) as of 
Census Day. and household roster from the EQ. 

b. 	 The reinterview section of the LCD will attempt to contact all 
cases for which a telephone number is available. If after six 
telephone attempts the reinterview clerk has been unable to speak 
with a respondent, a personal visit will be made to the respondent's 
home. 

c. 	 Those households that did not provide a telephone number wiIl be 
assigned to a reinterview enumerator to be compJctcd by a personal 
visit if the LeO cannot obtain a vaHd telephone number for the 
respondent. A reinterview enumerator will make no more than 
three personal visits to obtain the interview. 

d. 	 The interview consists of obtaining the unit's Census Day status 
and. if occupied~ the household roster. The infonnatlon collected 
by the rcinterview enumerator is then compared to the original 
roster infonnation and discrepancies are nOled. I f the discrepancies 
fail the criteria check, the reinterviewer then attempts to detemline 
why the discrepancies eXIst Some reasons for discrepancies 
include misinterpretation of who to include as a household 
member, carelessness, and falsification, 
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e. 	 When all the reinterview cases for an enumerator have been 
completed, the Office Operations Supervisor (OOS)/FOS records 
the results on a D-191, Reinterview Control Record. Feedback 
may be provided to the enumerator and appropriate action is taken. 

f. 	 Reinterview questionnaires and control records arc shipped to NPC 
for processing so the data can be analyzed. 

g. 	 D-908, Administrative Reinterview Trouble Reports, are shipped 
NPC. 

2. 	 Random Sample 

All enumerators will be selected for the random sample reinterview. The 
selection of the random sample will be made early in the NRFU operation. 
This sample selection design will allow for early identification of 
enumerators who are falsifying data. Seven cases will be selected for each 
enumerator. If the 0-806s indicate that an enumerator is falsifying data, 
the person will be tenninated. All ofhislher prior work will be redone by 
another enumerator. The concentration of reinterview selection early in 
the enumerators' NRFU assignment schedule will reduce the amount of 
rework other enumerators must perfonn if falsified data is detected. 

3. 	 Administrative Test 

The administrative test compares each enumerator's work characteristics 
to the work characteristics of the other enumerators within the CLO. 
Because the administrative test will do a better job of identifying the types 
of errors more likely to be introduced towards the end of the enumeration 
period, an enumerator's performance level will be evaluated for each of 
the following perfonnance indicators on a weekly basis on the 0-908, 
Administrative Reinterview Trouble Report: 

• 	 Average population per household 
• 	 Vacancy rate 
• 	 Partial interview rate 
• 	 Delete rate 
• 	 'Population count of l' ratc 

The report will show the enumerator's name, the enumerator's 
average/ratio and the CLD avcrage/ratio of each work characteristic out of 
tolerance; the datc the samplc was generated; the CLD code; FOS code; 
the number of short and long Corms used in the equation; and the RCC 
codc. Enumerators whose perfomlancc is out of tolerance and for which 
there is no obvious justification, will be llagged for reinterview using the 
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OCS 2000 system. Once flagged, the next 10 cases checked in from that 
enumerator will be designated. for reintcrvicw, The Office Operations 
Supervisor (OOS) will document the dcch-:ion of whether or oot to 
rcintcrvicw the cases on the D-908. Upon OOS determination ofdata 
falsification by an cnumemtor, corrective action will be taken to 
rcaccomplish all of hisfher questionnaires, and to terminate his/her 
employment 

4. 	 Supplemental Rcintervicw 

The OOSj at any time, may seJec! additional ca<)C~ for rcintcrvlew by 
entering the enumerator's name on the Reintervicw Selection Record in 
the oes 2000. 

G. 	 Final Attempt Procedures 

J. 	 The final attempt procedures for NRFU are an intense effort to obtain a 
completed questionnaire for each unresolved case io a short period of time, 
We win implement these procedures in a CLD when the completion rate 
for the district renches 95%, During this phase of the operation, 
enumerators make one final visit to each address. The enumerators wilt 
try to oblain a complete interview. If a complete interview is not possible. 
enumerntors will attempt to obtain as much information as possible. At a 
minimum. enumerators must determine the unit status and POP count If 
the POP COlUlt emmot be detennined for an occupied unit. the enumerator 
will obtain an estimate using a knowledgeable respondent. If the 
enumerator is unable to obtain an actual or reliable estimate oftlle POP, 
hclshe will enter code "99" in item B of the Interview Summary Section 
for "POP unknown," rfthe unit status and the POP count arc the only data 
obtained. the CL will mark box J, CO. 

2. 	 The AMFO will print Form D-342C, Cases Not Checked In Report, On a 
daily basis after the completion rate for the LCO rcaches 95%. This report 
shows AAs and associated unit JDs not yet checked in by ros district or 
CLD. Form D-342C is an internctivc report that will change every time 
questionnaires are checked into the system, 
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II. 	 Output., 

I. 	 LeO Management Reports 

The AMFO stafrv.'ill usc several reports to monitor Ihe NRFU field 
operations. These reports arc generated by [he oes 2000 system utilizing 
data about the NRFU universe and the questionnaire check-in data. Some 
of the NRFU Management Reports have severallcvcls of information: 
Note: see alfachment D for a more complete listing (ifmanagement 
reports, 

Level A- The CLs use this level of the report to track their 
enumerators' progress data. 

Level B- FOSs use this level of the report to track their CLst 

progress data. 

Level C- The AMFO and other management staff in the LCO and 
RCC use this level of the report to track the FOS progress 
data. 

Level D- lne RCCs use this level of the report to track the progress 
and perfonnancc orLCOs in their region. 

!t. 	 D-333 A, S, C, D Progress Report: enumerator level (A), CLD 
level (B), FOS level (C), and LCO level (D). This report shows 
total workload, cases dune. cases left to do, percent complete. and 
percent time used. 

b, 	 f)~34J A. B, C, D Pcrfi,rmance Rermrt: enumerator level (A), 
CLD level (B), FOS level (C), and LCO level (D), This report 
shows cases done, performance ratios for the last seven days, and 
cumulative averages. 

c. 	 D-341 A, /J, C, ,TR Perfl)rmanCe Trouble Renort: cnumcmtor level 
(A), CLD level (B), and FOS level (C), This report identifies the 
out of tolerance enumerators at various levels, 

d. 	 D~908, Administrative Reinter"ie", Trouhle Report: this report 
identifies specific enumerator work characteristics that arc 
significantly different from other enumerators in the same CLD. 
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c. 	 f)w909'JJ~signme11l Area Regisler Stalwi RelJOrl: this report is used 
to track the status of each address register in NRFU 

2. 	 Headquarters Cost and Progrc.'.;,,, R~ports 

The dat~t fields in the oes 2000 will be accessed through the Cost and 
Progress System allowing headquarters management to monitor the NRFU 
operation on a daily basis, Examples of (he reports that headquarters will 
use appear in Attachment E. These reports arc: 

a. 	 NRFU Current Cost and Progcess: tracks workload, completion 
rate, productivity, and budgeted/actual costs, Levels: National, 
RCC, LCO Type, LCO, and Form type. 

b. 	 NRPU Preliminary TOfal CQS{: tracks budgeted costs which 
include salary applications and variances. Levels: National, Ree, 
LCO Type, and LCO. 

c. 	 NRFU StaOln!: Status: tracks the number of enumerators working 
and the staffing percentage related to authorized enumerator 
positions. Levels: NationaJ. Ree, LCO Typct and LC.o. 

d. 	 NRFU Reinterview Progress: tracks the completion efficiency of 
aU reinterview case types, and the ratio ofeases out of tolerance 
that were not reintcrviewed. Levels: National, RCC. LeO Type, 
and LeO. 

e. 	 NRf7) Reinlerview Cost: tracks the current costs of Rcinterview. 
and the total number of reintervicw <:ases eomplctc."d. Levels: 
National, RCC, LCO Type, and LCO. 

f. 	 NRFUCloseout: tracks the number of LCOs that arc ncar the 
completion ofNRFU by at least 90%, as well as those LeOs that 
arc behind the national average by 20% or more, Levels: National. 
RCC, LCO Type, and LCO. 

g. 	 NRFU Enumerator Turnover Rate: tracks the amount and rate of 
turnover of enumerators by week and the manner in which they 
were separated from their positions. Levels: National. Training 
Group, RCC, LCO Type, and LCO. 
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3. EQs 

Completed and reviewed questionnaires: will be shipped daily to the 
appropriate DCC. These forms win be data captured and results 
transmitted to headquarters for further processing. 

4. Maps 

Map::; used during NRFU will be storcdfliled for use during the Coverage 
Improvement Followup operation, 

5~ Address Registers 

Once an LeO no Jonger needs the address registers the listings are 
removed and banded and shipped to NPC. The CoverlQA Review Page is 
photocopied and shipped to' NPC, The registers arc saved for rc~use in 
CIFU. There arc' no plans to data capture any enumerator notations made 
on the listing pages .. Howcver~ plans arc being made to capture the QA 
results recorded on the QA page. 

III. COST ASSUMPTIONS AND WORKIA)ADS 

11", estimated workload for NRFU is 45.2 million BUs for stateside and 0.7 million BUs 
for Puerto Rico. The cost assumptions vary by type of Leo and are reflected in the 
Census 2000 cost model as.sumptions. Sec Att.'\chmcnt F for these assumptions, 

The staffing strategy is to frontload the number of enumcrators at the beginning of the 
operation and to train fewer replacement personnel than in past censuses. Crew Leaders 
are authorized two crew leader assistants. 
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IV. NRFO SCm:1l0LE AN)) DIVISION ImSPONSIHILlTmS 

A. Schedule 

The following is the schcdule of major activities for the NRFU operation us 
rcflc'?tcd in the Census 2000 Master AClivily Schedule. 

-,~"". -""<if~-,;r.:"-~'''''''~'' ~,-~ •.-.,..,..>;:-~" .•".-..., (r:';Mn'n'lI~r-"g~~; "~j ~""~ "-'\,~iici'Nsu~,oi''ERA:Tlo}'l·'' ",:' '­ .'..;"C"- ~~r-, i1.- Pla~~'~(:,~
"' '~"" 'p -' ,.' . ," "'. ,.t'" ~. - . 
"' 

:,. ....r:~·"~k~ ... lr',t ,.1;,-,,':' " .....J. I ._",l_"SUlrt"" "J :!i~i~~ . ;',:",,<.l.,C ~. '. .-_ ..", '. ''''>. ~ ..... ,-t.,.•. ~- •__. <". 

Define Map Requirements 11116198 06101199 

Develop Admin, Test Specs for Rcinterview 11/16/98 06101199 

Develop Random Sample Specs for Reinterview 02101199 06/01/99 

Adaptltrunslate Manuals, Training Guides. Forms (PR) I2f2SI98 07f27199 

Revise Manuals and Training Guides 12116198 07130199 

Revise Fonns and Listing Pages 01102199 08131199 

Print Manuuls and Forms 07114/99 09115199 

Develop Program Mastcr Plan 12121198 09130199 

!Train lCO Mnnagemcnt Staff 11/25199 12102199 

: Delineate Field Operations Supervisor/Crew Leader Distric!s 08130199 12117199 

:NPC Ship Kits of Materials to LeOs (Shipment #3) 011031<)0 01103100 

.Print M<lps 11/15/99 01111100 

Define/develop/lost NRFU UnivCfse Dctenninntioll PrOcess 10/14/99 03110100 

Train Field Operations Supervisors 03127100 03131100 

Test MAP Extr.KtlNRFU Universe Sysiem 03127100 04104100 

Provide Final MAF Exlrnct for ?-lRFU i;niversc lletennination 04/03/00 04107100 

Train Crcw Leaders 041<)3100 04!OIIOO 
Updure DMAF for NRfU Universe Determination 04107100 04111100 

Implement NRFU Universe Detennination 04111/00 04116100 

Extract/deliver NRFU Universe Dala to iMO 04/1 !/OO Q4/16iOO 

Process Universe Filt-'S and Load RCe Databases 04113100 04117100 

Update DMAF for late Mail Re!Um Data 04112100 04120100 

Process Latc Mail Retum Data and Transmit to LeOs 04il9!OO 04120100 

Delete Late Mail Returns from Enumerator Assignments 04/20/00 04121/00 

Prepare and Distributc Assignments to Crew leaders 04114/00 04126100 

Train Enumel"lttors 04124100 04129100 

Launch NRru Ad Phase Can1ll3ign 04,'17/00 07107/00 

Conduct NRFUand QA Reinterview Operation 04127100 07107100 

Implemcnt/receive Check-in Data from OCS 05101100 07110100 

Conduct NRFU check-in at OCCs 05104/00 07115100 

Photocopy UIL Maps for CIFU 05/09/00 07115100 

Conduct NRFU Data Capture at OCCS 05/05!OO 07129100 

Evuluatc Operatiun PENDING PENOING 

,, ,,, 

, 
, 

I 
, ,, 

,, 
,, 

,, 
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U. 	 Ilivision Responsibilities 

Many Census Bure~u divisions will complete (I variety of activities in order for 
the operalion to be successfully implemented. The following dt.""SCribcs thos;,; 
responsibilities by division. 

\. 	 Geography Division (GEO) 

QEO will: 

a. 	 provide a test version of the MAF (Master Address file) Extract 
that will contain some U/L changes. Address List Review appeals 
adds, and some Postal Validation Check adds for usc in testing the 
universe detennination and data delivery system. 

b. 	 provide a final MAF Extract containing addresses that must be 
added to the DMAF for the NRFU universe determination process. 
(This file includes a.ddress information for geocodcd addresscs not 
previously coded, additional updatcs from the Addres..~ List Review 
appeals process, and the addresses added from the Postal 
Validation Check operation). 

c. 	 provide files for RCCfLCO usc in printing Census Tract maps and 
Census Tract Locator maps, and files for the RCCs to interactively 
deHneatc CLDs and FOS districts. 

2. 	 Dceennial Management Division (DMll) 

DMD will: 

a. 	 develop NRFU program requirements and document them in the 
NRFU Program Master Plan, 

b. 	 monitor NRFU progress and opemtions 111fOUgh the headquarters 
cost and progress system. 

c. 	 adapt arid translate field materials and forms into Spanish for usc in 
Puerto Rico. 

d. 	 develop a budget for NRFU and track/monitor spending. 
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~. 	 Ilecennial Systems and Contracts Management Office (l>SCMO) 

DSCMO will: 

a, process mail return data (including LMRs) for lise in generating 
the NRfU universc. 

b. 	 implement and deliver Assignment Area designation to TMO, 

c. 	 generate and deliver NRFU universe data to TMO. 

d. 	 continually update the DMAF as EQs are checked into LCOs and 
their data is transmitted, 

e. 	 help design EQ batch check-in at DeCs. 

f. 	 provide mail return information to TMO to generate the mail return 
infonnation report 

4. 	 Decennial Statistica1 Studies Division ([)SSl» 

DSSD will: 

a, provide specifications for the quality assurance program and 
reports. 

b. 	 assist in identifying EQ check-in requirements tor assuring data 
quality. 

c, 	 provide guidance in coverage aspects ofth~ operation. 

d. 	 perform operational analyses ofNRFU. 

5. 	 Field Division (FLD) - Headquarters 

FLD will: 

a. 	 develop (either in-hQuse or via contractor) an training materials, 
office and field manuals, and enumerator materials. 

b. 	 provide specs to TMO for the listing pages,labels, reports and 
check-in ofEQs in LCOs through OCS 2000. 

c. 	 provide GEO with map specs for NRFU field maps. 

-J I ­



l'rogram Master Pion - Nonresponsc Followup 

d. 	 provide OEO nnd DSMCO with specs for the structuring ofNRFU 
assignments (AA size), including U/L reiationships. 

c. 	 provide rcinlcrview control requirements for rcports, labels, etc. 

6. 	 Ji'ieJd Division - RCCs and LeOs 

FLD RCCs and LCOs will: 

a. 	 recruit. test, select, and train field staff. 

b. 	 print the Assignment Directory. Address Listing Pages, Labels, 
Administf"J.tivc Reinterview Trouble Report, and Pc-rfom1<ll1ce and 
Progress Reports to track assignmcnts via the OCS2000. 

c. 	 print all maps associated with NRfU. 

d. 	 establish partnerships \vith state, local, and tribal governments to 
develop community awareness and encourage participation during 
NRFU. 

e. 	 conduct the operotion, including rcinterview. 

7. 	 Planning, Research and Evaluation Division (PRED) 

!'RED wilt cvaluate the operation (the aspects of the operation 10 be 
evaluated'have not been finalized). 

s. 	 Technologies Management Office (TMO) 

TMO will: 

a. 	 design and program the oes 2000 for the generation ofnil 
computer-generated listings and reports required in the LCOs, 

h. 	 develop the OCS 2000 for the field to print the Assignment 
DirL'Ctory, Address Listing Pages, labels, Administrative 
Reinterview Trouble Report. and performance and progress reports 
to track assignments. 

c. 	 design k.eying software for the enumcrator tracking system. 

d. 	 provide the intcrfac·c to the map printing sofhvare, which the field 
uses to print the ~RFU maps. 

·32­



Program Master Plan - Nonrcsponsc Follo\l,'Up , 

c. 	 provide Decennial Management Division (DMD) with Cost and 
ProgreS-.'i information through oes 2000. 

f. 	 provide Headquarters Field Division staff with read-only access to 
the oes 2000 for the purpose of monitoring NRFU operations. 

9. 	 Census 2000 ))ublieity Office (C2PO) 

C2PO will manage the advertising campaign conducted during the NRFU 
operation. 

10. 	 Population Divi,ion (POP) 


POI' will: 


a. 	 develop and provide PUPs such as the Privacy Act Notice. 
questionnaire reference book, and other enumerator joh aids. 

b. 	 design and establish the content of the EQ. 

V. 	 EVALUATION REQUIREMENTS 

As of this date, the evaluation criteria have not been fully detcnnincd, However. it is 
expected that the fonowing questions would be answered.. 

A. 	 Staffing 

Were we able to hire sufficient staff - nationally and by type of LCO? 

Did we meet our planned staffing levels - nationalfy and by type of LeO? 

What was thc turnover rate - nationally and by type of LeO? 

fl. 	 Schedule 

How long did the opcwtion take to complete ~ nationnlly and by type of LeO? 

What kind of distribution did we adttcve for LeO completions by week? 

C. 	 Budget Assumptions/Cost 


What was thc actual workload? 


What did the operation cost? 
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How well did the cost model predict costs ~ nationally and by type of LeO? 

I), Enumeration Results 

How many and who! percent of cases were checked in nationally and hy type or 
LCO as: 

- refusals? 

- partial interviews? 

- non-househQld interviews? 

- final attempt cases? 

~ replacement questionnaires? 


What was the frequency and distribution ofintcrview Status A codes - nationally 
and by type ofLCO? 

What was the distribution of completed cases over time by fonn type, by type of 
enumeration area (TEA)? 

" What was the distribution of partial interviews and final attempt cases by form 
type, by time, by TEA? 

What was the average number of personal visits t? complete an interview? 

How often was the same address interviewed more than once during NRFU? 

How well did the Late Mail Return operation work? 

How well did they resolve apartment mixups? 

How many and what percentage of addresses were added to the DMAF through 
the operation - nationally and by type of LeO? 

How many persons were added to the census as a result of the added addresses? 

How many and what percentage of persons Were added to the census as a result of 
enumerating in-movers and WHUHEs for their Census Day addresses? 

How many and what percentage of addresses were deleted as invalid Census IDs 
through the operation- nationally and by Lype orLeO? 

How cficctivc was the control and tracking system for shipments of hoxcs 
containing EQs between the LeOs and the DCCs? 
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I~. 	 Rcintcrvicw 

How effective was the reinterview in identifying falsification? 


How many enumerators were released based on reintcrview results? 


F. 	 EQ Data Quality 

How effective was the EQ in obtaining long fonn and short fonn data? 

What were the item response rates by form type and how do they compare to 
mail-return questionnaires? 

What was the average household size by fonn type, by TEA, and how docs it 

compare to mail-return questionnaires? 


How often did the coverage questions identify persons to be added to or deleted 

from the questionnaire? 


How does the EQ data compare to the Accuracy and Coveragc Evaluation (ACE) 

data for the same household? 


What did the Coverage Improvement Followup operation tell us about the overall 

data quality of the NRFU operation? 


What operational problems did the enumerators have with the EQ? 


How "scannable" were the EQs? 
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VI. 	 MAJOR 11IFFERENCES FROM ORESS REIlEARSAL 

The Census 2000 Dress Rehearsal (DR) conducted operational testing of NRFU methods 
planned for Censlls 2000. Bclow arc the major differences from the DR NRFU operation 
and the Census 2000 plan: 

• 	 In the DR, all late U/L adds were processed and included in the NRFU universe. 
These were dclivered late as a supplemental listing to the NRFU universe. For 
Census 2000, any late adds from the U/L operation which cannot be incorporated 
into the original NRFU file will be included in the Coverage Improvement 
Followup universe. " 

• 	 ,In the DR, if the unit occupied on Census Day was by a household other than the 
one living there at the time ofNRFU, the enumerator only completed the 
questionnaire provided for the NRFU address, obtaining data about the Census 
Day household from a knowledgeable respondent. For Census 2000, we will also 
enumerate the current household for their Census Day address if they have not 
already responded to the Census .. 

, 
• 	 In the DR, if the unit occupied at the time ofNRFU was detennined to be vacant 

on Census Day, the enumerator merely recorded the unit as vacant on the 
questionnaire provided. For Census 2000, the enumerator will "a/so obtain the 
Census Day infonnation for the current household for their Census Day address jf 
they have not already responded to the Census. 

• 	 In the DR, if the NRFU address was occupied on Census Day by the same 
household that was there during NRFU, but the household did not consider that 
address to be their usual residence, the enumerator recorded the unit as vacant 
UHE. The enumerator gave the respondent Fonn OX-II, WHUHE, and asked 
himlher to call a designated 1-800 number so that a telephone interview could be 
conducted for hislher usual residential address. For Census 2000, the enumerator 
will complete a blank short fonn questionnaire for the household's usual 
residence, rather than rely 'on the household to call for a telephone interview. 

• 	 Based on DR results as to the number of partial interviews obtained during 
NRFU, we have increased the minimal data required for a complete interview 
status for Census 2000. In addition, we have included partial interviews as a data 
item to be tracked on management reports, so we can provide feedback to 
enumerators who submit an unusually large number. 

• 	 For Census 2000, we have introduced a 100% covemgc edit perfonncd by 
CLslCLAs for NRFU questionnaires. No such edit was performed in DR. 
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• . For Census 2000. we have introduced a tracking system (in addition to FcdEx) for 
boxes ofNRFU qu-cstionnaires shipped to DUl;;! Capture Centers, as well as a 
tracking system for completed address registers. During DR we relied only 00 the 
FcdEx box label for tracking, and no system was in place to track completed 
address regislers. 

• For Census 2000, we have introduced the use of a random sample rcintcrview to 
check for enumerator falsification. Under this sample all enumerators will have 
their work checked. This is in addition to the administrative test for rcintervicw 
which was implemented in the DR in MO/MB areas. 
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AttachmcntA 

AA 
ACSD 
AMFO 
C2PO 
CL 
CLA 
CLD 
Dee 
DMAF 
DR 
DSCMO 
DSSD 
EQ 
FOS 
GEO 
GQ 
HTE 
HU 
ID 
Leo 
LMR 
MAF 
NPC 
NRFU 
oes 2000 
OOS 
POP 
PDB 
PRED 
PUF 
QA 
Rce 
soc 
SP 
TEA 
TMO 
UHE 
UiL 
USPS 
WHUHE 

LIST OF ABBlmVIATIONS 

Assignment Area 
Administrative and Customer Services DiVIsion 
Assistant Manager for Field Operations 
Census 2000 Publicity Office 
Crew Leader 
Crew Leader Assistant 
Crew Leader District 
Data Capture Center " 
Decennial Master Address File 
Dress Rehearsal 
Decennial Systems and Contract Management Oflicc 
Decennial StatIstical Studies Division 
Enumerator QuestIonnaire 
Field Operations Supervisor 
Geography Division 
Group Quarters 
Hard io Enumerate 
Housing Unit 
Identification 
Local Census Office 
Latc Man Returns 
Master Address File 
National Processing Center 
Nonresponsc Followup 
Operation Control System 2000 
Office Operations Supervisor 
Population Division 
Planning Database 
Planning; Research, and Evaluation Division 
Public Use Form 
Quality Assurance 
Regional Census Center 
Supervisory Office Clerk 
Special Place 
Type of Enumeration Area 

'Technologies Management Office 
Usual Home Elsewhere 
UpdatelLeave 
United States I'ostol Service 
Whofc Household Usual Home Elsewhere 



--

---

-- --

--

Program Master Plan ~ Nonrcsponse Followup 

NRFU Operational Flowchart 
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Attaclullenl C 
Page I of3 

NRFU Materials 

Public Use Forms (I'UFS) - (U.S) 

D-I (E) 
D-I(E) SUPP 

D-2(E) 
D-2(E) SUpp 

D- I (F) 
D-26 
D-31 
D-62(S) 
D-1210 
D-3309 
BC-IIO 

Enumerator Questionnaire Short Form 
Enumerator Questionniare Short Form Continuation 

Enum.crator Questionnaire Long Form . 
Enumerator Questionnaire Long Form Continuation 

Enumerator Job Aid 
Notice of Visit 
Privacy Act Notice 
Spanish Job Aid 
Questionnaire Reference Book 
Language Identification Flashcard 
Identification Card 

Public Use Forms (PUFS) - (Puerto Rico) 

D-I(E) PR 

D-I (E) PR (S) 

D-I(E) SUPP pR 

D-I(E) SUPP PR (S) 


D-2(E) PR 

D-2(E) PR (S) 

D-2(E) SUpp pR 

D-2(E) SUPP PReS) 


D- I (F) PR 

D-26 PR 

D-31 pR 

D-1210 (PR) Spa 

D-1210 (PR) Eng 

BC-IIO 


Enumerator Questionnaire Short Form (English) 

Enumerator Questionnaire Short Form (Spanish) 

Enumerator Qucstionniare Short Form Continuation (English) 

Enumerator Qucstionniarc Short Form Continuation (Spanish) 


Enwncrator Questionnaire Long Form (English) 

Enumerator Questionnaire Long Form (Spanish) 

Enumerator Qu.estionnaire Long Form Continuation (English) 

Enumerator Questionnaire Long Form Continuation (Spanish) 


Enumerator Job Aid - Traditional (Spanish/English) 

Notice of Visit (Spanish/English) 

Privacy Act Notice (Spanish/English) 

Questionnaire Rcference Book - Spanish 

Questionnaire Reference Book - English 

Identification Card 
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Attachment C 
Page 2 of3 

Reintcrview Forms 

D-806 Reintervicwand Reconciliation Questionnaire 
D-806 (PR) Reinterview and Reconciliation Questionnaire - English 
D-806 (PR) (S) Rcintervicw and Reconciliation Questionnaire - Spanish 

Management Reports (computer generated from the OCS 2000) 

D-I66 
D-182 
D-191 

D-208C 
D-208D 

D-333A 
D-3338 
D-333C 
D-3330 

D-336 
D-340 

D-341A 
D-34113 
D-341C 
D-341D 

D-34IATR 
D-3418TR 
D-34ICTR 

D-342C 
D-342D 

D-908 
D-909 

Late Mail Return Listing 
Crew Leader Assignment Listing 
Reinterview Control Record 

Field Cost 
Field Cost vs Budget 

Progress Report by Assignment Area 
Progress Report by Crew Leader District 
Progress Report by FOS 
Progress Report by LCO 

Assignment Directory Listing 
Mail Return Report 

Enumerator Performance Report 
Crew Leader Perfonnance Report 
FOS Performance Report 
LCO Perfonnance Report 

Enumerator Perfonnance Trouble Report 
Crew Leader Perfomance Trouble Report 
FOS Perfonnancc Trouble Report 

Cases Not Checked In 
Cases Checked In to LCO But Not Checked Out to DCC 

Administrative Reintcrview Trouble Report 
Assignment Area Register Status Report 
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Administrative Forms 

0-225 
0-225 (PR) 
D-308 
D-308 (PR) 

Address Register Forms 

D-I03 
0-100B 
0-103A 
0-103.2 
D-I03.2 
D-114 

Attachment C 
Page 3 of 3 

Information Communications Form(INFO-COMM) 
Information Communications Form(INFO-COMM) - Spanish 
Daily Pay and Work Record 
Daily Pay and Work Record - Spanish 

Cover Page/Quality Assurance Review Page 
Special Notice Page 
Address Listing (urban and rural) 
Add Pages (urban) 
Add Pages (rural) 
Block Listing 

Address Re,~ister Forms - (Puerto Rico) 

0-103 (PR) 
D-103.1 (PR) 
D-IOOB (PR) 
D-103A (PR) 
D-103.2 (PR) 
0-114 

Other Materials· 

0-553 
D-653 
D-653.1 

0-547 
0-547.1 
D-647 
D-647.1 

Cover Page 
Quality Assurance Review 
Special Notice Page 
Address Listing (rural) 
Add Pages (rural) 
Block Listing 

NRFU CL Manual 
Guide for Training NRFU CLs 
NRFU CL Training Workbook 

NRFU Enumerator Procedures Manual 
NRFU Quick Reference Guide (Job Aid) 
Guide for Training NRFU Enumerators 
NRFU Classroom Workbook 

Guide for Training Reinterview CLs 
Reinterview CL Manual 
Reinterview CL Training Workbook 

• some materials have versions fur: urban, rural, rural and urban, andlor Spanish. 
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Attachment D 

NRFIJ Reinterview Flowchart 
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Attachment E 
Page 1 of3 

NRFU Cost and Progress Reports (MIS) 

Direct Field 

Budgeted 


Coot 

HU # % 
Workload Completed Completed 

National 
XM,lO:X,X)(X XX,100t,XXX XXX.xx%

Total 

Progress 
Througtl 

xJ<ho;Jxx 

National ... RCC .. lCO Type ... lCO ... SFIlF' 
National ... Stale "= short and long fonn type oory 

National -+ RCC ... LeO Type ... leo 

% Miles pel . Cost
Budge! 

Case Througtl
"m 

PreliMinary 
Total Cost 

$x,XXX,lOO:,XXI( 

% Varianct! 

, -Census 2000 Staffing StatusJor NRFU ';',-+ 
--.. _j'" " -',' -,­ ~', ' '-.;' '.~ .1 

, 
, . 

'" 

.. ,", -. 
" .. : 'i 

.'V 

, ~ , 

# StaffAuthorized % Staffed As OfPositions Working 

: Nabonal xxx.xx%XXX,XXX XXX,XXX: Total 

I NatioMI -t R,CC ... tCOType ... LCD 

I 
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Attachment E 
Page 2 of3 

% 
Personal As of.I Cases 

Visit 

X~x.XX% ~,XXX X~~.xx% XXX.XX% X,XXX XXX.XX% XXX.XX% 

... F:CC ... LCO Type ... LCO 

Total Budgeted 
Cost 

Cost to Date 

National Total $XX,XXX,XXX 

National ... RCC ... LCO Type ... LCO 

% Budget 
Used 

# Total 
Reinterview 
wkld 

Cost 
Through 

HU # 
Workload Completed 

National 
Total >:X,XXX,XXX ~X,X~X,XXX 

National .. HCC .. LCO Type .. 

# Checked 
Out to DCC 

X~,X~X,XXX 

LeO 

At Least 
90% 

Completed 

'" 

AI Least 
95% 

Completed 

'" 

100% 

Completed 

'" 

>20% 

Behind Progress 
National Through 
Average 

'" xxfxxJxx 
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National 
Total 

Working 

xxx,xxx 

# Resigned # Terminated 

xxx,xxx xxx, xxx xxx,xxx 

N<ltional ... Training Group ... RCC ... lCO Type ... LCO 

xxx.xx% xxx.xx% xxx.xx% xxfxxfxx 
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FY 2000 NRFU Operation Budget Assumptions 

LCO 
T,pe Operation 

Total 
Job Workload 

HU, 
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FY 2000 NRFU Quality Control Reinterview Operation Budget Assumptions 

Leo 
Type 

Operation Job p"",
Days 

; 
Rate 

Train. 
Miles! 
D" 

Train. 
Days 
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Attachment G 

"rum 0-225 
(l.'I.9¥) 

SI. TO: c. Opcrmion 

u.s. DEPARTMENT OF COMMERCH 
Bureau of the CC!)5US 

h. FROM: f. {'osilion tilk: 1'1} eLl) NoJOlhcr 

INFO-COMM 
c. CFOIl.CO rode d. Regional Office h. Da!e 

Information Communication 

United States Census 21)00 

Sec instructions OIT tile t'Cllf!r!C of 
copy 2 or 3. 

IF REFERENCE TO SPECIFIC UNIT. SHOW WHERE APPLICARLE 

i. AA j. Block k. Map spot l. ID numlx.-r 

m. Addrcs'i or description (include cil)' name and ZIP Cod..:} 

Sectio~ II I 
Marie appropriate bw.(ef) ami prr:wide expia1U1fimt 

STATEMI~NT (AnswefuqUired: 0 Yes o No) 

o Apartmcnl mix-up o Un3blc 10 conlad 
o Imcccssible 
o RdusnL 
o Special placdGroup quarters 

Explanation: 

'I' ,Section]l I 
I I I 

Answ",«,d or Lcknowledgcd hy 

o Geugrnphy/Map problem 
o Unsafe 1« enmrn;ralc 
o Procedures question
o Payroll qnellliono CXh.:r 
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