The Commonwealth of Massachusetts

Division of Career Services - Prevailing Wage Unit

19 Staniford Street

Boston, MA. 02114

DCS Prevailing Wage Email Response System

Emailing Instructions
With the new prevailing wage request system, you can now email a Prevailing Wage Request form, and it will be routed to a specialist, processed and emailed back to you. This will require that you have at least Microsoft Word installed on your computer. The instructions below must be followed EXACTLY or your prevailing wage request will be rejected. Make special note to the file name of the attachment and subject line requirement. 
 

Please perform the following steps 

1. Save the request form template, PW_Request.doc, to a folder on your hard drive. Please make a note to yourself where you saved it. This will be your boilerplate for all your Prevailing Wage Requests. 

a. If you would like to create a template with your default fields filled out, save a copy of it with your specific information filled out and save it in a place you can remember. Reuse this new form for each request you send in.
2. Open PW_Request.doc in Microsoft Word. 
3. Fill in ALL of the fields. 0’s and ‘NA’ will suffice for fields that do not apply to your particular request. ALL fields must contain a response. 

4. When you have filled out the form completely, save the document as PW_Request.doc. You may want to create a directory structure to save copies of these for your records using your own file naming convention. For example: After you have emailed PW_Request.doc, save it as “C:\PW\PW_Request_AlienName.doc” 

5. Create a new email and make sure you have the following fields filled out EXACTLY.
a. To Address: PWGroupMail@detma.org 
b. Subject Line: “PW Request” without the quotes 

c. Attach the form you just created to this email, make sure the attachment is named PW_Request.doc. No exceptions, this is the only file name attachment our system will accept. 
d. If you do not follow these directions exactly, your request will be rejected.
6. Send the email 

 

You will receive two emails following your submission. The first will confirm receipt and the second will be a completed determination.
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