Technical note for the
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1. The format of the questionnaire

The questionnaire for each table is established with a standardised "Header" (in rows 1 to 21) which contains the relevant information for defining and describing the data in the table.
The first fundamental principle to observe is that the structure of the Header must never be changed, since it is used for data processing. 

Countries are asked to complete the Header according to a colour scheme as follows:

Grey  __  : Do not enter anything.

Bright yellow __ : You must enter information.

Pale yellow __ : You might wish to enter information.

In some cases, "default" values are entered in yellow cells, which countries may change as appropriate. 

The Header is generally structured in the following way:
Columns A-B: Dimensions of the Data Structure Definition (DSD) and the value or location in the table body of the codes for these dimensions.

Columns C-D: Attributes of the data, including "metadata" on sources and sender.

Columns F-N: Footnotes and miscellaneous information used to generate an appropriate GESMES/TS file.

Dimensions and attributes, i.e. strictly defined elements of the DSD, are named using capital letters in the header (e.g. "SECTOR"), while elements that are specific to the Excel-questionnaire are named in lower case letters (e.g. "Sender e-mail"). 

2.  Detailed description of the Header cells
2.1.  Columns A-B

The majority of these cells relate to the dimensions of the DSD – please see the coding list for a detailed description of these dimensions. 

There are three possible entries for these items:

a) A value – Countries are expected to complete a value (for example REF_AREA, where the code of the reporting country should be entered). All dimensions are associated with a code list. Only values from the corresponding code list can be entered. The code lists are given in a separate document accompanying the questionnaire. Most code lists include an entry "Z" for "not applicable".
b) The number of a row or column – this will show where the relevant codes are present in the questionnaire. Thus, for example, the entry "col 2" means that the codes for that dimension may be found in column B of the spreadsheet. Please do not change these row and column numbers, because they are by definition a feature of the questionnaire design.

c) Grey shading – this will show a dimension which is not used in the sub-DSD of the specific table. Nothing should be entered in grey-shaded cells.

The items for "ADJUST_DETAIL" and "PRICE_BASE" (rows 5 and 7 respectively) are attributes of the data which are linked to the dimensions for adjustment and price. Where data are unadjusted and current price, these attributes have no meaning and are shaded in grey to prevent completion. PRICE_BASE is associated with a code list and shall be filled with the four-digit number indicating the volume reference or base year. ADJUST_DETAIL allows free entries. We recommend indicating the seasonal adjustment method (e.g. "X12" or "TRAM").
Most dimensions are fairly self-explanatory, but the following ones deserve some explanation:

PRICE: This dimension distinguishes between volumes and current prices. 
Examples:
Fixed constant prices, base year 1995

PRICE: "Q" with PRICE_BASE: "1995"

Chained prices of 2000


PRICE: "L" with PRICE_BASE: "2000"

Previous Year Prices 



PRICE: "Y" with PRICE_BASE: "Z"

Current prices 




PRICE: "V" with PRICE_BASE: "Z"
Real Prices of 2000



PRICE: "R" with PRICE_BASE: "2000"

DENOMINATION: Generally, the denomination for all items is expressed in monetary units ("N" for national currency).  For population data, the correct entry is "M" for persons. For employment data, possible entries are "M", "H", "T" and "O" for persons, hours worked, full-time equivalents and jobs, respectively.
DC_AL: This dimension indicates whether an entry is on the left or the right-hand side of an account, so generically speaking whether an entry is a debit or a credit. Depending on the table, this may indicate use or resource, the direction of a flow, a balancing item or (for financial accounts) asset or liability.
2.2.  Columns C-D

These columns contain the attributes of the data, some of which are defined with coding lists while others take free text entries. They are as follows:
UNIT: This shows the currency in which the data are transmitted. Since the dimension DENOMINATION already preset to "NATCUR" or "UNITS".
UNIT_MULT: This shows the number of zeroes to be added after the reported data to arrive at single units. By convention for all tables with levels data this should be entered as "6" for millions.

OBS_STATUS: This shows the status (the default "A" is for a normal observation). In principle the status can be linked to individual data cells. If all of the data in a sheet are not of a normal status, the appropriate status code may be entered into the header. If only some elements of the sheet are not of a normal status, countries should enter the appropriate code for status in the sheet header and inform the OECD by email which cells are of normal status.
OBS_CONF: This shows the confidentiality or otherwise of the data. If all of the data in a sheet are confidential, countries can enter the appropriate confidentiality code. If only some elements of the sheet are confidential, countries should still enter the code for confidential and inform the OECD by email which cells are confidential.
ORGANISATION: The organisation actually providing the data (the appropriate code of the office can be added here).
A number of attributes are defined in theory (AVAILABILITY, DECIMALS, TITLE_COMPL, SOURCE_AGENCY, OBS_PRE-BREAK, COMPILATION, COVERAGE, SOURCE_PUB, and COLLECTION) but in practice they will not be used in transmissions. They are therefore shaded grey and nothing should be entered by countries.

Other details: Sender name and email, version of the data (if appropriate), if the transmission is an update, and the date of transmission can all be entered in these cells.

2.3. Footnotes

Countries may enter "Sender footnotes" in text to describe particular aspects of the countries' data which OECD should be aware of. It is helpful if these footnotes are numbered. Particularly important messages (such as embargo dates or confidentiality of individual data cells) should also be sent directly to the OECD.
2.4. Miscellaneous information

SUFFIX: This is the number of the table of the transmission programme. 
FREQ: This is the frequency of the data in the table (A for annual or Q for quarterly). 
Control start: This is needed to define the area the GESMES converter scans for data.
Data start: This shows the cell from which the data are entered.
3. The table body

Please do not change the structure of the tables themselves, as this will cause automatic processing to fail. In particular, please do not add columns or rows for additional transactions, sectors or aggregation levels. 

4. Key tips for completing the questionnaires
· Do not change the structure of the Header or data table, or the pre-entered codes, except to introduce new rows for the time dimension.
· Each worksheet has to be duplicated (by copying/pasting the whole sheet, including header) if necessary in order to include other valuation/adjustment details. Therefore, there will be for example, one sheet for current prices, original data ; one sheet for current prices, seasonally adjusted values; one sheet for volume original data, etc.
· Only enter a value, a 0, an L or M in the data cells. Make sure that the convention for coding L and M is respected.
· Many tables include, in the table body, columns numbers with accounting relations specified between the column numbers. In table 0101 for example, the column "Taxes on products" is numbered "9", "Subsidies on products" is in column "10", and the column for "Taxes less subsidies on products" is marked "11=9-10". These "formulas" are usually expected to hold by definition. It is however important to notice the following

· Not all accounting equations can be indicated in this way in the questionnaire.

· These equations are not checked mechanically in the data transmission process itself, ie violation of such an equation will not automatically lead to rejection of a file. OECD checks them when assessing data for plausibility after reception.

· Under certain circumstances, equations cannot be expected to hold any more. This may be the case in particular for chain-linked volumes and for seasonally adjusted quarterly data.

