
SUPPORTING STATEMENT FOR REQUESTS FOR APPROVAL UNDER

THE PAPERWORK REDUCTION ACT AND 5 CFR 1320

EMPLOYMENT APPLICATION, OMB CONTROL NUMBER 3316-0063

A. Justification

1. Explain the circumstances that make the collection of information necessary.  Identify any 
legal or administrative requirements that necessitate the collection.  Attach a copy of the 
appropriate section of each statute and regulation mandating or authorizing the collection 
of information.

This information collection request covers the documentation related to the employment 
application process for TVA.  Individuals initially provide information to TVA in the form of a 
resume.  Additional information may be requested from prospective candidates for positions 
within TVA. 

Resumes are accepted from the public who have interest in employment with TVA. 

The employment forms are completed by those candidates who have been selected for a position 
in TVA. 

The TVA Form 1 is required from candidates being considered for employment.  The application 
(TVA Form 1) is needed to collect information on qualifications, suitability for employment and 
eligibility for veteran  preference.  The information is used to make comparative appraisals and to 
assist in selections.

Contractors needing extended security clearances  are required to complete the Contractor 
Security Questionnaire (form TVA 17353). 

Data on Convictions (form 9871), Personnel Security Questionnaire Short Form (form 13045A), 
Contractor Security Questionnaire (form 17353), and Veteran’s Information (form 3595) are 
necessary to collect information to initiate company security investigations to determine whether 
clearances and employment will be granted.

Section 3 of the TVA Act (included in this submission) authorizes the collection of the information.

2. Indicate how, by whom, and for what purpose the information is to be used.  Except for a 
new collection, indicate the actual use the agency has made of the information received 
from the current collection.

The information is used by Human Resource Consultants, Staffing Consultants, Employment 
Processing Staff, selecting managers, and security personnel to evaluate applicants’ 
qualifications, determine their eligibility for TVA positions, and determine suitability for 
employment.

3. Describe whether, and to what extent, the collection of information involves the use of 
automated, electronic, mechanical, or other technological collection techniques or other 
forms of information technology, e.g. permitting electronic submission of responses, and 
the basis for the decision for adopting this means of collection.  Also, describe any 
consideration of using information technology to reduce burden.

Technology within TVA allows applicants to submit a resume electronically to apply for TVA’s 
externally posted positions.  The resume information is populated into an electronic data base.  
This data maintenance/retrieval system allows for less paper handling, fewer hard file needs, 
more applicant filing space, and access at all times to all applicants.  These allowances are the 
basis for the decision for adopting these means of collection.  All other employment forms are 
currently collected in hardcopy format and are only required once a person has been selected for 
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a position.  TVA is currently using a Resume Builder that allows for automatic data collection for 
the resume, information required in the TVA Form 1 and supporting documentation.  This reduces 
some of the candidate’s burden because information is used from the initial input of data.

4. Describe efforts to identify duplication.  Show specifically why any similar information 
already available cannot be used or modified for use for the purposes described in Item 2 
above.

TVA currently electronically searches to match the names, telephone numbers, and addresses on 
applications/resumes/other forms it receives against those already on file.

5. If the collection of information impacts small business or other small entities (Item 5 of 
OMB Form 83-I), describe any methods used to minimize burden.

Not Applicable.

6. Describe the consequence to Federal program or policy activities if the collection is not 
conducted or is conducted less frequently, as well as any technical or legal obstacles to 
reducing burden.

Applicants need apply only one time during a six-month period to be considered for employment, 
which is a voluntary action and not a collection imposed by TVA.  It is also recommended that 
applicants update their information every six months to assure accuracy of data and to assure the 
selection process is not adversely affected.

The TVA Form 1 and other employment forms are requested once a candidate has been 
identified for a position.

7. Explain any special circumstances that would cause an information collection to be 
conducted in a manner:

- requiring respondents to report information to the agency more often than quarterly;
- requiring respondents to prepare a written response to a collection of information in 
fewer than 30 days after receipt of it;
- requiring respondents to submit more than an original and two copies of any document;
- requiring respondents to retain records, other than health, medical, government contract, 
grant-in-aid, or tax records for more than three years;
- in connection with a statistical survey, that is not designed to produce valid and reliable 
results that can be generalized to the universe of study;
- requiring the use of statistical data classification that has not been reviewed and 
approved by OMB;
that includes a pledge of confidentiality that is not supported by authority established in 
statue or regulation, that is not supported by disclosure and data security policies that are 
consistent with the pledge, or which unnecessarily impedes sharing of data with other 
agencies for compatible confidential use; or
- requiring respondents to submit proprietary trade secret, or other confidential 
information unless the agency can demonstrate that it has instituted procedures to protect 
the information’s confidentiality to the extent permitted by law.

None.

8. If applicable, provide a copy and identify the date and page number of publication in the 
Federal Register of the agency’s notice, required by 5 CFR 1320.8(d), soliciting comments 
on the information collection prior to submission to OMB.  Summarize public comments 
received in response to that notice and describe actions taken by the agency in response 
to these comments.  Specifically address comments received on cost and hour burden.
Describe efforts to consult with persons outside the agency to obtain their views on the 
availability of data, frequency of collection, the clarity of instructions and recordkeeping, 
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disclosure, or reporting format (if any), and on the data elements to be recorded, 
disclosed, or reported.

Consultation with representatives of those from whom information is to be obtained or 
those who must compile records should occur at least once every 3 years—even if the 
collection of information activity is the same as in prior periods.  There may be 
circumstances that may preclude consultation in a specific situation.  These 
circumstances should be explained.

Copies of the Federal Register Notices are included as part of the OMB submission process.  
There were no public comments.  The pool of applicants for TVA employment is unique and the 
information is, therefore, not elsewhere available.  Feedback about the forms is frequently 
received from the applicants themselves.  Forms TVA 1 and TVA 9871 were revised in the past to 
simplify and enhance their utility based, in part, on feedback from applicants.

9. Explain any decision to provide any payment or gift to respondents, other than 
reenumeration of contractors or grantees.

None.

10. Describe any assurance of confidentiality provided to respondents and the basis for the 
assurance in statute, regulation, or agency policy.

These records are maintained in a Privacy Act System of Records, TVA-13, Employment 
Applicant Files (copy included in this submission).  A Privacy Act statement appears on all forms 
related to the employment application process.

Online information is transmitted using Hypertext Transfer Protocol Secure (HTTPS).
 

There is a link to the TVA Privacy Policy on the employment web sites.  The Privacy Policy is at 
http://www.tva.com/abouttva/privacy.htm.

 
The Privacy Policy has a link to the TVA Privacy Act Systems of Records Notices that are 
published in the Federal Register.  The Privacy Policy also provides information about the TVA 
Privacy Program including responsibilities of the Senior Privacy Program Manager.  There is also 
a link to more information about the TVA Privacy Program at 
http://www.tva.gov/abouttva/privacy_more.htm, including contact information for the Senior 
Privacy Program Manager. 

   
In addition, there are Privacy Act Statements on the paper forms submitted as part of the 
application process.  The paper forms also contain “Sensitive Information” markings which are 
required by TVA-SPP-12.02, Information Management Policy, for this type of information.  The 
Sensitive Information markings, which is TVA’s highest level of sensitivity, indicate that access to 
the information is restricted to those individuals who have this level of clearance.  Sensitive 
Information clearances require an investigation  above the standard employment background 
checks.

 
Internally, access to the information is restricted to those individuals who have an ID and 
password and management authorization to access the data.

11. Provide additional justification for any questions of a sensitive nature, such as sexual 
behavior and attitudes, religious beliefs, and other matters that are commonly considered 
private.  This justification should include the reasons why the agency considers the 
questions necessary, the specific uses to be made of the information, the explanation to 
be given to persons from whom the information is requested, and any steps to be taken to 
obtain their consent.

http://www.tva.gov/abouttva/privacy_more.htm
http://www.tva.com/abouttva/privacy.htm
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Not applicable.

12. Provide estimates of the hour burden of the collection of information.  The statement 
should:
-  Indicate the number of respondents, frequency of response, annual hour burden, and an 
explanation of how the burden was estimated.  Unless directed to do so, agencies should 
not conduct special surveys to obtain information on which to base hour burden 
estimates.  Consultation with a sample (fewer than 10) of potential respondents is 
desirable.  If the hour burden on respondents is expected to vary widely because of 
differences in activity, size, or complexity, show the range of estimated hour burden, and 
explain the reasons for the variance.  Generally, estimates should not include burden 
hours for customary and usual business practices.

-  If this request for approval covers more than one form, provide separate hour burden 
estimates for each form and aggregate the hour burdens in Item 13 of OMB Form 83-I.

 -  Provide estimates of annualized cost to respondents for the hour burdens for 
collections of information, identifying and using appropriate wage rate categories.  The 
cost of contracting out or paying outside parties for information collection activities 
should not be included here.  Instead this cost should be included in Item 14.

Form
Resumes 1 9871 13045A 3595 17353 17900 17878

a) Number of 
respondents

59,882 924 924 924 101 300 5 924

b) Frequency of 
response

1 1 1 1 1 1 1 1

c) Number of 
responses

59,882 924 924 924 101 300 5 924

d) Hours per 
response

1 1 .25 .25 .25 .5 .25 .1

e) Annual 
burden hours

59,882 924 231 231 25 150 1 92

f) Estimated 
annualized 
cost

$1,137,758 $17,55
6

$4,389 $4,389 $480 $2,850 $24 $1,756

Total estimated annualized cost to respondents:  $1,169,202

Number of respondents - The resumes estimate is derived from FY2010-2013 average.  Other 
estimates are based on the average number of people selected for TVA positions during the 
same period.

Annualized cost per applicant:  The average hourly wage for the states in the TVA service area is 
$19, and was obtained from the Bureau of Labor Statistics National Compensation Survey on 
Wages (see:   http://www.bls.gov/ncs/ocs/sp/nctb1698.pdf. For this area the hourly mean earning 
for all workers is $18.93.). 

13. Provide an estimate of the total annual cost burden to respondents or recordkeepers 
resulting from the collection of information.  (Do not include the cost of any hour burden 
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shown in Items 12 and 14).

 The cost estimate should be split into two components:  (a) a total capital and start-up 
cost component (annualized over its expected useful life); and (b) a total operation and 
maintenance and purchase of services component.  The estimates should take into 
account costs associated with generating, maintaining, and disclosing or providing the 
information.  Include descriptions of methods used to estimate major cost factors 
including system and technology acquisition, expected useful life of capital equipment, 
the discount rate(s), and the time period over which costs will be incurred.  Capital and 
start-up costs include, among other items, preparations for collecting information such as 
purchasing computers and software; monitoring, sampling, drilling and testing equipment; 
and record storage facilities.

 If cost estimates are expected to vary widely, agencies should present rates of cost 
burdens and explain the reasons for the variance.  The cost of purchasing or contracting 
out information collection services should be a part of this cost burden estimate.  In 
developing cost burden estimates, agencies may consult with a sample of respondents 
(fewer than 10), utilize the 60-day pre-OMB submission public comment process and use 
existing economic or regulatory impact analysis associated with the rulemaking 
containing the information collection, as appropriate.

Generally, estimates should not include purchases of equipment or services, or portions 
thereof, made:  (1) prior to October 1, 1995, (2) to achieve regulatory compliance with 
requirements not associated with the information collection, (3) for reasons other than to 
provide information or keep records for the government, or (4) as part of customary and 
usual business or private practices.

None known.

14. Provide estimates of annualized cost to the Federal government.  Also, provide a 
description of the method used to estimate cost, which should include quantification of 
hours, operational expenses (such as equipment, overhead, printing, and support staff), 
and any other expense that would not have been incurred without this collection of 
information.  Agencies also may aggregate cost estimates from Items 12, 13, and 14 in a 
single table.

The resumes are collected electronically.  For all other employment forms approximately 2 FTE’s 
are required to process those forms. 

Additionally, other possible agency users such as Human Resource Consultants, Security 
personnel, and managers are estimated to handle the employment forms.  The number of 
personnel who may handle respondent information and the time spent by each on respondent 
information are dependent upon company employment needs and resulting interviews, offers, 
and actual employment.

Estimated annualized costs:  processing:  2 FTE x $50,000 x 1.3 for benefits/other = $130,000
                                               handling:      1.5 FTE x $75,000 x 1.3                          = $146,250
                                                                                          estimated annual total       =$276,250

15. Explain the reasons for any program changes or adjustment reported in Items 13 or 14 of 
the OMB Form 83-I.

In item 13 there is an adjustment in the estimated burden on the public from the previously 
approved burden.  The burden is based an updated number of people who submit their resumes 
for consideration for TVA employment.  In addition, previously the application forms were 
submitted by persons selected for interviews.  Currently, however, forms are submitted only by 
those individuals who are selected for a TVA position. 
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16. For collections of information whose results will be published, outline plans for tabulation, 
and publication.  Address any complex analytical techniques that will be used.  Provide 
the time schedule for the entire project, including beginning and ending dates of the 
collection of information, completion of report, publication dates, and other actions.

Not applicable.

17. If seeking approval to not display the expiration date for OMB approval of the information 
collection, explain the reasons that display would be inappropriate:

Not applicable.

18. Explain each exception to the certification statement identified in Item 19, “Certification for 
Paperwork Reduction Act Submissions,” of OMB Form 83-I.

Not applicable.

B. Collections of Information Employing Statistical Methods 

       This information collection does not employ statistical methods in the selection of people 
who respond or in the use of the information that is provided by the respondents. 

The agency should be prepared to justify its decision not to use statistical methods in any case where 
such methods might reduce burden or improve accuracy of results. When Item 17 on the Form OMB 83-I 
is checked, "Yes," the following documentation should be included in the Supporting Statement to the 
extend that it applies to the methods proposed: 

1. Describe (including a numerical estimate) the potential respondent universe and any sampling or other 
respondent selection methods to be used. Data on the number of entities (e.g., establishments, State and 
local government units, households, or persons) in the universe covered by the collection and in the 
corresponding sample are to be provided in tabular form for the universe as a whole and for each of the 
strata in the proposed sample. Indicate expected response rates for the collection as a whole. If the 
collection had been conducted previously, include the actual response rate achieved during the last 
collection. 

2. Describe the procedures for the collection of information including: 
* Statistical methodology for stratification and sample selection, 
* Estimation procedure, 
* Degree of accuracy needed for the purpose described in the justification, 
* Unusual problems requiring specialized sampling procedures, and 
* Any use of periodic (less frequent than annual) data collection cycles to reduce burden. 

3. Describe methods to maximize response rates and to deal with issues of non-response. The accuracy 
and reliability of information collected must be shown to be adequate for intended uses. For collections 
based on sampling, a special justification must be provided for any collection that will not yield "reliable" 
data that can be generalized to the universe studied. 

4. Describe any tests of procedures or methods to be undertaken. Testing is encouraged as an effective 
means of refining collections of information to minimize burden and improve utility. Tests must be 
approved if they call for answers to identical questions from 10 or more respondents. A proposed test or 
set of test may be submitted for approval separately or in combination with the main collection of 
information. 
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5. Provide the name and telephone number of individuals consulted on statistical aspects of the design 
and the name of the agency unit, contractor(s), grantee(s), or other person(s) who will actually collect 
and/or analyze the information for the agency. 


