
Wisconsin  Department  of  Transportation

May 5, 2003

Division of Transportation Infrastructure Development

Bureau of Highway Construction

4802 Sheboygan Avenue, Rm 601

P O Box 7916

Madison,  WI  53707-7916

Telephone:
(608) 266-1631

Facsimile (FAX):
(608) 266-8459

An Equal Opportunity Employer

Jane Doe, EEO Officer

ABC Company


123 Street

Anywhere, State 00000

Subject:
EEO Compliance Review of ABC Company WI Project ID 1234-05-06 (Federal Project 0000-00)

Dear Ms. Doe:

This will confirm my conversation with you concerning the forthcoming WisDOT Company-Wide Equal Employment Opportunity (EEO) Review, which will be held on Wednesday, July 2 at 10:00 a.m. at our Transportation District Office, 500 Hanson Lake Road, Rhinelander, WI.  You have been selected for this review based on the fact that you are the prime contractor on Project ID 1234-05-06 in District 7, Vilas County.

The purpose of this review is to determine if your company is in compliance with its contractual equal employment opportunity compliance obligations.  I will be evaluating the representation of racial/ethnic minorities and females in your workforce, their hours worked, and apprenticeship training as one indicator of the success of your program.  I will also be reviewing your efforts to meet the FHWA 1273 equal employment opportunity contract requirements.

As a recipient of federal funding, you are responsible for providing equal employment opportunities to minority and/or women employees as well as white male applicants.  
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Please inform me if your company has recently been reviewed by other governmental agencies, such as the Equal Employment Opportunity Commission (EEOC) or the Office of Federal Contract Compliance Programs (OFCCP).  If so, please provide us with a copy of the compliance agency’s findings.

Pursuant to 23 CFR 230409(c)(3), you are requested to submit the following information to me at 4802 Sheboygan Ave., Room 601, Madison, WI 53707 no later than fourteen (14) working days (June 12, 2003)) prior to the review:
EQUAL EMPLOYMENT OPPORTUNITIES/AFFIRMATIVE ACTION

1. Please complete the enclosed Compliance Data Report (EC702) and the Contractor’s Company-Wide Employment Data form (Chart 16).  We will be using these charts to review your workforce data.  In addition, if applicable, complete and submit Chart 15 (On Site Construction Employment Data) showing every employee who has worked on the project to date, rather than the workforce of an “average” day.

2. Provide a copy of your affirmative action/EEO or diversity plan.  Include all company policies that pertain to employment issues, such as your discrimination policy, harassment policy, exit interview procedure, duties of the EEO Officer, etc. developed to aid in the process of balancing your workforce and providing a bias-free working environment.

3. If you have other tools to aid you in developing your balanced workforce, such as memos to staff, advertisements, minutes from in-house meetings, a diary documenting conversations, telephone calls, letters and other EEO efforts, please send a copy.  We encourage you to be thorough when gathering these records in order to provide us with documentation of every aspect of your efforts.
RECRUITMENT AND HIRING PRACTICES

5. Provide a list of minority and female recruitment sources available and used during the past 12-month period.

6. Please document recruiting and training efforts made by your company and the unions.  For this review, emphasis will be placed on female and minority recruiting.
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7. Provide a list of new hires in the last 3 years, which will include employee’s name, racial/ethnic identification, gender, job classification and date of hire.
8. Provide a list of promotions or changes in job classification in the last 3 years which will include employee’s name, racial/ethnic identification, gender, previous and current jobs held, and effective date.
9. Bring to the review all applications received by your company in the last 12 months.  Prepare a list from these applications and indicate on the list the action taken with respect to each candidate considered, include the applicant’s racial/ethnic identity, gender, and the status of each applicant (e.g. outcome).

UNIONS

10. Provide documentation concerning your union agreement(s) (title and local number) and if they have exclusive referral rights.  If the union(s) has exclusive referral rights, please include copies of any sections of the agreement detailing the referral rights between your company and the union.  If applicable, include any current bargaining agreements.

11. Provide any documentation between your company and the union(s) with respect to hiring, referring or requesting females or minorities, as well as the union(s) referral policy.

12. Provide any documentation that the union(s) participates in sponsoring pre-apprentices, apprenticeship and post-apprenticeship training programs.  If so, identify the programs.

SUBCONTRACTORS AND LOWER TIER SUBCONTRACTORS

1.  Provide documentation that you send to either your subcontractor (if you are the

 prime contractor) or lower tier subcontractor (if you are the subcontractor).

GENERAL QUESTIONS AND FORMS

13. If applicable, please provide your subcontractors with a copy of Chart 16 (Contractor’s Company-Wide Employment Data for Previous 12 Months).  Please bring the filled out form with your subcontractors with you to the review.
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Once again, due to the amount of information we are requesting, it is imperative that I receive the above information no later than Thursday, June 12, 2003.  

If you have any questions regarding any of this material please do not hesitate to contact me at 608-261-0131.

Sincerely,

Liz Johnson

Equal Opportunity Specialist

Enclosures (3)

cc:
Mary Williams, FHWA, Civil Rights Program Manager


Jane Nelson, DTD 7 Equal Rights Officer
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