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Who Needs an Affirmative Action Program?

Coverage.

Not every company is legally required to have an affirmative action program (AAP). Some
companies will voluntarily implement an AAP, and sometimes AAPs are required under state
or local law. This presentation focuses only on AAPs required under federal law.

There are three federal laws that require companies to develop AAPs. Companies that have 50
or more employees and a federal contract or covered subcontract are required to develop and
maintain AAPs if the contract(s) at issue reach or exceed the threshold under the law.

Laws Requiring AAPSs.

The three federal laws that carry affirmative action components are as follows:

e Executive Order ("EQ") 11246. EO 11246 requires federal contractors to take
affirmative action to ensure that equal opportunity is provided in all aspects of
employment and there is no discrimination based on race, color, religion, sex, sexual
orientation, gender identity, or national origin. A contractor must develop AAPs tracking
their utilization of women and minorities if they have at least 50 employees and a single
contract or subcontract of $50,000 or more. See 41 C.F.R. § 60-2.

e Section 503 of the Rehabilitation Act of 1973 ("Section 503"). Section 503 prohibits
discrimination on the basis of disability and requires covered contractors and
subcontractors to develop an AAP for individuals with disabilities. The AAP requirement
is triggered if the contractor has at least 50 employees and a single contract or
subcontract of $50,000 or more. See 41 C.F.R. § 60-741, Subpart C.

e The Vietnam Era Veterans' Readjustment Assistance Act of 1974 ("VEVRAA").
VEVRAA requires equal employment opportunity for protected veterans. A contractor
must develop a VEVRAA AAP if it has at least 50 employees and a single contract of
$150,000 or more. See 41 C.F.R. § 60-300, Subpart C.

These laws are enforced by the Office of Federal Contract Compliance Programs ("OFCCP"),
which is a division of the U.S. Department of Labor. OFCCP's current director is Ondray Harris,
who was nominated by President Trump. OFCCP has six regional offices. The Midwest Region
covers lllinois, Indiana, lowa, Kansas, Michigan, Minnesota, Missouri, Nebraska, Ohio, and
Wisconsin. There are also district offices throughout the country, though the 2017 Senate
Appropriations bill strongly hinted that Congress at least believes consolidation is appropriate:

"The Committee strongly urges OFCCP to find efficiencies and cost
savings, including the consolidation of offices, within its current budget
structure. This should include a review of the current OFCCP office
locations and infrastructure across the country and whether these offices
align with current workload needs."

™ Sen. Rept. 115-150 (Sept. 7, 2017).
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e

How Does a Company Prepare an Affirmative Action Program?

Starting Points.

The first thing a company generally needs to do to prepare an AAP is take a critical look at its
current workforce and its current data collection and tracking practices. While there are
available off-the-shelf AAP tools, an AAP will be most useful and best to withstand scrutiny
from the OFCCP if it is developed and customized to reflect each particular contractor's
organizational structure, policies, and goals.

Contractors need to develop a separate AAP for each physical location (or establishment) that
has 50 or more employees. This means one government contractor can end up needing
multiple AAPs, each separately subject to audit by the OFCCP. Each employee must be
accounted for in one AAP, which means contractors must determine which AAP each person
belongs in. Once employees are sorted into AAPs, the real fun (analysis) begins.

Deciding Who Goes in Which AAP.

The general rule is that each employee must be included in the AAP of the establishment at
which he or she works. 41 C.F.R. § 60-2.1. There are nuances to this general rule, however:

(1) Employees who work at establishments other than that of the manager to whom they
report must be included in the AAP of their manager.

(2) Employees who work at an establishment where the contractor employs fewer than 50
employees may be included under any of the following three options: (a) in an AAP which
covers just that establishment; (b) in the AAP which covers the location of the personnel
function which supports the establishment; or (c) in the AAP which covers the location of
the official to whom they report.

(3) Employees for whom selection decisions are made at a higher level establishment
within the organization must be included in the AAP of the establishment where the
selection decision is made.

(4) If a contractor wishes to establish an AAP other than by establishment, the contractor
may reach agreement with OFCCP on the development and use of affirmative action
programs based on functional or business units. The Deputy Assistant Secretary, or his or
her designee, must approve such agreements. Agreements allowing the use of functional
or business unit affirmative action programs cannot be construed to limit or restrict how the
OFCCP structures its compliance evaluations.

41 C.F.R. § 60-2.1(d)(1)-(4).

-
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Components of an AAP.

Once a contractor has determined how many AAPs it needs and confirmed which employees
go in which AAP, it's time to actually prepare the AAP. A large portion of the AAP is narrative
and likely does not change from plan to plan (although it should be specifically tailored to your
operations). The data, of course, will vary from plan to plan since different employees with
different demographic data will be in each plan.

EO 11246 Obligations. An AAP under EO 11246 must contain the following components:

Organizational profile. An organizational profile "provides an overview of the workforce at
the establishment that may assist identifying organizational units where women or
minorities are underrepresented or concentrated." 41 C.F.R.§ 60-2.11(a). The contractor
must use either the organizational display (41 C.F.R. § 60-2.11(b)) or the workforce
analysis (41 C.F.R. § 60-2.11(c)) as its organizational profile. 41 C.F.R.§ 60-2.11(a). An
organizational display looks somewnhat like an organizational chart with information about
the number of women and minorities in each position, for each department, on the chart. A
workforce analysis looks more like a spreadsheet of titles by department within the
organization, also with information about women and minorities in each role.

Job group analysis. Job group analysis is one of the most important (and challenging)
components of an AAP. There is no one right way to group jobs together. The important
thing is to ensure that the titles placed within the same job group are similar enough that
the data on the employees in that group will not vary wildly.

In order to place current employees in job groups for the job group analysis, a contractor
must combine job titles within its establishments that have "similar content, wage rates,
and opportunities." 41 C.F.R. § 60-2.12. Once the job groups are determined, the
contractor must state the percentage of minorities and the percentage of women it
employs in each job group. 41 C.F.R. § 60-2.13. Typical job groups might include
categories like executives, directors, managers, administrative professionals, sales,
laborers, and operatives. Our preference is to use job group names that are meaningful
and related to your organization structure, and not standard EEO-1 categories. In fact, the
regulations only specifically allow contractors with fewer than 150 employees to use EEO-
1 categories as their job groups. 41 C.F.R. § 60-2.12(e).

Contractors should keep in mind that putting employees into the same job group does not
necessarily mean those employees are similarly situated as a matter of law. OFCCP will
look for disparities assuming that employees within the same job group are similarly
situated—at least, until proven otherwise. Careful consideration should be given to avoid
compensation comparisons within job groups for jobs that are dissimilar and therefore
could raise red flags for the OFCCP.

Availability analysis. Once the contractor has placed its own employees into job groups,
the contractor is required to determine what the workforce within that job group "should"
look like using data from the U.S. Census. This is called an availability analysis—
essentially, how many women and minorities are "available" for jobs within the job group
according to how they answered Census questions.

N
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A contractor determines availability "to establish a benchmark against which the
demographic composition of the contractor's incumbent workforce can be compared in
order to determine whether barriers to equal employment opportunity may exist within
particular job groups." 41 C.F.R. § 60-2.14(a). As with creating job groups, there is no
exact science to determining availability. A contractor must determine the reasonable
recruitment area from which to draw external (Census) data—i.e., where do the
contractor's new hires come from in a particular job group? Lower-level jobs typically come
from a smaller geographic area, while higher-level jobs often recruit more broadly.

For each job group, contractors must determine (1) the percentage of qualified minorities
or women in the reasonable recruitment area and (2) the percentage of minorities or
women internally available for promotion, transfer, or training. 41 C.F.R. § 60-2.14(b)-(c).
Internal and external factors combined will give the contractor a percentage of women and
minorities that are "available" for positions within each job group.

Comparing incumbency to availability. Once the contractor has developed its own job
groups, it can determine its incumbencyl/utilization of women and minorities in each job
group. The percentage of women and minorities currently in each job group is then
compared to the availability of women and minorities in each job group using the method
described above. 41 C.F.R. § 60-2.15(a).

If the percentage of minorities or women employed in a job group is less than the
availability for minorities or women in a statistically significant manner, then a contractor
must set placement goals. 41 C.F.R. § 60-2.15(b). The placement goal must equal the
availability percentage for the job group. A placement goal is not a quota, but rather an
aspiration that a contractor must make good faith efforts to meet. 41 C.F.R. § 60-
2.16(e)(1). Placement goals also "do not create set-asides for specific groups" and cannot
"be used to supersede merit selection principles.” 41 C.F.R. § 60-2.16(e)(3)-(4).
Importantly, a determination that a placement goal is necessary is not a finding or
admission of discrimination. 41 C.F.R. § 60-2.16(b).

Other requirements. The above requirements are often the most time-intensive and data-
intensive portions of the AAP. As discussed above, however, an AAP contains narrative
as well as data components. An AAP must also include a statement of equal employment
opportunity ("EEQ") policy, information about the dissemination of the EEO policy,
designation of an officer responsible for implementing the policy, and internal audit and
reporting systems. See 41 C.F.R.§ 60-2.10(b)(2) and 41 C.F.R.§ 60-2.17.

Employers must maintain their current AAP and documentation of good faith efforts to
meet any placement goals, and must preserve the AAP and documentation of good faith
efforts to meet placement goals from the immediately preceding AAP. 41 C.F.R. § 60-
1.12(b).
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Section 503 and VEVRAA Obligations. As discussed above in the Coverage section,

contractors with federal contracts that exceed the relevant thresholds must prepare AAPs not only
for women and minorities under EQ 11246, but for veterans and individuals with disabilities under
VEVRAA and Section 503, respectively. AAPs for veterans and individuals with disabilities should
contain the following components. See 41 C.F.R. §§ 60-300.40 ef seq., 60-741.40 et seq.

Invitation to self-identify. The AAP should confirm the contractor's process for inviting applicants
and employees to voluntarily self-identify their disability and/or veteran status. See the section
regarding hiring data below for more information.

Hiring benchmarks and utilization goals. As discussed below in the placement goals section,
OFCCP sets the bar for utilization of individuals with disabilities and a hiring benchmark for
protected veterans. The hiring benchmark for protected veterans is currently 6.4%, and the
placement goal for individuals with disabilities is 7% in each job group. Contractors are required to
set this benchmark and goal as part of the AAP for protected veterans and individuals with
disabilities. Contractors must collect and maintain data sufficient to track their progress on the
benchmark and goal.

Confidentiality. The contractor should confirm it will ensure that inquiries into the physical or
mental condition of disabled applicants or employees and the information obtained from such
inquiries or medical examinations are kept confidential except for legitimate business reasons in
accordance with applicable law.

Review of Personnel Processes. The contractor should confirm it will annually review personnel
processes to confirm that individuals with disabilities and protected veterans are not being
disproportionately screened out. This review might include reviewing employment applications
and other pre-hire forms, reviewing files for current protected veterans and individuals with
disabilities to identify promotion opportunities, and ensuring that there are documented legitimate,
non-discriminatory reasons justifying the contractor's failure to hire or promote a protected veteran
or individual with a disability.

Review Job Qualifications. The AAP should state that the contractor will—and critically, the
contractor should ensure that it actually does—review physical and mental job qualifications at
least annually to ensure that if certain qualification standards tend to screen out qualified disabled
individuals and veterans, they are job-related for the position in question and are consistent with
business necessity and not a direct threat.

Reasonable Accommodation/Anti-Harassment Policies. The AAP should incorporate policies to
ensure applicants and employees are provided with reasonable accommodations and will receive
equal opportunity during employment. These policies likely already exist but should be reviewed in
conjunction with the AAP.

Other Requirements. As with the EO 11246 AAP, AAPs for individuals with disabilities and protected
veterans should reference how the AAP will be disseminated both internally and externally, outreach
efforts (specific to protected veterans and individuals with disabilities), and training.

g
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We Have a Placement Goal ... Now What?

Confirm Correct Job Groups/Availability.

As discussed above, having a placement goal does not mean a contractor is engaging in
discrimination. Sometimes, particularly for smaller contractors or with a small number of
employees in a job group, one person is the difference between having and not having a goal.

Sometimes a goal appears because a contractor simply can and should do better at increasing
the percentage of women or minorities in a job group. Sometimes, however, a placement
goal—particularly one that seems unreasonably high to the contractor who knows the industry
and workforce—means the job group and/or availability analysis was done improperly.
Contractors should review the job titles in groups where the contractor has goals to confirm
that employees are grouped with others who have "similar content, wage rates, and
opportunities.” 41 C.F.R. § 60-2.12(b). Contractors should also assess how they determined
availability for any job group in which there are goals to confirm that the U.S. Census
Occupation Code used, recruitment area selected, and any weighting of internal versus
external availability were appropriate. If the original analysis was flawed, the contractor may
consider revising the AAP.

Importantly, while availability and goals for female and minority utilization will vary from AAP to
AAP, placement goals for individuals with disabilities are set by OFCCP at 7% in each job
group. OFCCP has also set a hiring "benchmark" for veterans, which is currently 6.4%. This
means, according to OFCCP, 6.4% of company-wide hires in any given year should be
protected veterans.
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Don't Just Sit There!

While a contractor does not have a legal obligation to meet a placement goal, a contractor
does have an obligation to make good faith efforts toward meeting a goal. This means a
contractor puts itself at risk if it identifies goals but then does not take specific, documented
action to improve utilization of the underutilized group.

Typical good faith efforts include reaching out to local women's and minority trade groups and
colleges for referrals, looking critically at the current workforce for diverse employees who may
be promotable, and providing training sessions targeted at women, minorities, individuals with
disabilities, and protected veterans. The regulations also identify ways to make good faith
efforts to reach veterans and disabled applicants, such as:

e Reaching out to a State Vocational Rehabilitation Service Agency, state mental health
agency, or state disability agency.

e Partnering with the nearest Department of Veterans Affairs regional office.
e Establishing work-study programs with diverse students.
e Working with local centers for independent living.

See 41 C.F.R. § 60-741.44(f); § 60-300.44(f). What a contractor cannot do is simply continue
the same good faith efforts year after year if the contractor continues to have the same goals
year after year, despite those efforts. In an audit, OFCCP will ask contractors what they have
done to attempt to remedy existing placement goals, and contractors will want to be prepared
with a mountain of good faith effort paperwork.

Engaging in outreach and recruitment without documenting your efforts will not help in the
event of an audit. It is smart to keep an overview of recruitment efforts as part of the AAP
itself—essentially, a list of what the contractor has done to try to increase utilization of women,
minorities, protected veterans, and individuals with disabilities. The contractor must also keep
documentation confirming everything on the list, such as a flyer from a job fair that lists the
contractor as a participant, or emails with a recruiting resource at a veterans' organization.

The outreach and recruitment exhibit to the AAP can look something like as follows:

Ve
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Exhibit to Affirmative Action Program
2018 Community Outreach and Recruitment Efforts

Recruitment Sources

L _ Minority [ ContactName | Phone Number/Email
Mlnneapolls Urban League
Hispanic Chamber of Commerce
Minnesota

. "Women |  ContactName | Phone Number/Email
Somety of Women Englneers
Dress for Success Twin Cities

Protected Veterans |  ContactName | Phone Number/Email
Department of Veterans Affalrs
(VA), Vocational Rehabilitation
and Employment Service
RecruitMilitary

" Individuals with Disabilites |  ContactName | Phone Number/Email
Centers for Independent Living

Employer Assistance and
Resource Network (EARN)

AEmponment Serwce Dehvery ~ ContactName | Phone Number/Email

‘ Minnesota Department of
Employment and Economic
Development (DEED)

- “JobFars | ContactName | Phone Number/Email
aneapohs Veterans Job Falr
Urban League Diversity Job Fair

Community Outreach Activities and Sponsorships

~ Sponsorship/Event [ ContactName | Phone Number/Email
Minneapolisdiversity.com
Disability Mentoring Day
(American Association of People
with Disabilities (AAPD))
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What Do We Do With All This Hiring Data?

Importance of Collecting Data.

Oftentimes poor results (i.e., statistically significant hiring disparities against protected groups)
are more a result of problems in data collection or retention than problems in the actual hiring
decisions or composition of the workforce. Contractors should ensure that they are properly
requesting self-identification of the following classes at the proper times. While self-
identification is always voluntary and an employee or applicant can refuse, the contractor
should ensure that they are always requiring a response to a self-identification question—even
if that response is "l choose not to self-identify."

e Gender: Contractors must invite all applicants to voluntarily self-identify their gender.

e Ethnicity and Race: Contractors must invite all applicants to voluntarily self-identify their
ethnicity and race. The current list of race and ethnicity to track and identify in the
analyses is: Hispanic or Latino, White (Not Hispanic or Latino), Black or African
American (Not Hispanic or Latino), Native Hawaiian or Pacific Islander (Not Hispanic or
Latino), Asian (Not Hispanic or Latino), Native American or Alaska Native (Not Hispanic
or Latino), and Two or More Races (Not Hispanic or Latino). See 41 C.F.R. § 60-2.11.

o Disability: Contractors must invite applicants to voluntarily self-identify as individuals
with disabilities at the pre-offer stage and again post-offer. 41 C.F.R. § 60-741.42.
Contractors must also survey their existing workforce regarding their disability status
once every five years, and contractors must remind their employees that they may
voluntarily update their disability information at any time at least once between five-year
intervals. Critically, contractors must use OFCCP's prescribed form for all of these
inquiries. The form was recently updated, and contractors must ensure they are using
the correct version, which has the expiration date of 1/31/2020. The form is available
here: hitps: /fwww. doLgoviofeoplregsicompliance/secb03/self id forms/seliidforms him.

e Veteran Status: Applicants must be asked whether they identify as a protected veteran
before the applicant is made a conditional offer of employment. Applicants must be
asked to self-identify their veteran status again post offer, but this time they must be
asked to voluntarily self-identify which category of protected veteran they identify as.
41 C.F.R. § 60-300.42.
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Because hiring is one area in which a contractor must not discriminate, contractors must
analyze their hiring data to confirm that there are not statistically significant different hire rates
for different genders or ethnicity/races. It is strongly recommended that contractors evaluate
the selection rate by gender and each race and ethnicity group to confirm whether the
difference in selection rate is statistically significant.

Contractors should be particularly cognizant of any job groups in which there is current
underutilization (a placement goal) and a statistically significant disparity in hiring. If a
contractor has a goal in a job group, yet still hires a significantly lower percentage of applicants
that are women or minorities despite that goal, OFCCP will dig further into that job group.

Importance of Good Disposition Coding.

Contractors are only required to track applicants—meaning that anyone who does not fall into
the legal definition of applicant can and should be removed from AAP data. The regulations
define a person as an "internet applicant” only when all of the following criteria are met:

e The individual submits an expression of interest in employment through the Internet or
related electronic data technologies;

e The contractor considers the individual for employment in a particular position;

e The individual's expression of interest indicates the individual possesses the basic
qualifications for the position; and,

e The individual at no point in the contractor's selection process prior to receiving an
offer of employment from the contractor, removes himself or herself from further
consideration or otherwise indicates that he or she is no longer interested in the
position.

41 C.F.R. § 60-1.3. Contractors must develop disposition codes that explain the reasons why
each potential applicant did or did not progress further in the application process. Some
reasons for rejection will take a candidate out of the "internet applicant" definition and,
generally, the fewer applicants — the less likelihood for problematic data (and the smaller
potential class of alleged discrimination victims).

Based on these definitions, have you reviewed your applicant data to confirm you have
determined who is and who is not an applicant? Following are some common scenarios that
create common data errors that can be the difference between a finding of discrimination or a
clean audit!
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Common Disposition Coding and Tracking Mistakes:

e Not capturing the right data. Are you matching up your applicants to the hires for the
reporting period? Do not just pull all applicants for the year period because they may
not actually be linked to hires in the reporting period. For example, an employee hired
on January 2, 2017 probably applied in 2016 (as did other candidates considered for
that position). Likewise, someone who applied December 31, 2017 was likely not hired
in 2017 so should be reflected in the 2018 analysis with the other applicants associated
with that 2018 hire.

o Taking the easy way out. Simply coding everyone who was not hired for a position as
"more qualified applicant selected" is not a good idea. This does not give enough
information to know whether each candidate was truly an "applicant" within the
meaning of the law of information to defend the selection decision in an audit. For
example, someone else could have been more qualified because the candidate at
issue was not even minimally qualified (not an "applicant"). If you do not have more
detailed disposition codes, train your recruiters to add comments in the applicant
tracking system to give more detail on the reason the applicant was not selected and at
what stage in the process they were removed (or withdrew) from consideration.

o Not getting credit for your offers. Failing to code candidates who rejected job offers as
"selected" for analysis purposes. For OFCCP purposes, an offer equals a selection
or a hire. Think about this from an analysis standpoint . . . a contractor could not have
discriminated against a candidate based on a protected class if the contractor did, in
fact, want to hire the candidate but the candidate did not start in the position for other
reasons (e.g., rejected the offer, didn't show up for the first day of work, failed the drug
screen, etc.).

e Leaving people out. All candidates must have a disposition code that explains why that
candidate was not ultimately hired (or should be coded as "hired"). Recruiters must be
trained to code all candidates in real time with the hiring process. It is very difficult to
recreate hiring decisions after the fact, and particularly hard to do so in the context of
an OFCCP audit when the decisions at issue were made years before.

o Including candidates not really "considered" (over-reviewing applications). If a
requisition is open but a hiring decision has already been made, recruiters should be
instructed to stop reviewing applications. Any applicant whose materials are not
reviewed at all is not "considered" for a particular position and is therefore not an
"applicant." These candidates should be coded as something like "not reviewed" or
"applied after selection decision made" so that they are not deemed applicants in your
statistical analysis.

e Not cleaning up duplicates. If Candidate A applies to seven different requisitions, the
reason for her non-selection might be different for each requisition. Make sure the code
properly identifies why Candidate A was not selected for each specific position. If
Candidate A applied for the same position seven times, make sure all but one data line
are removed for analysis purposes or that the other six applications are clearly marked

as duplicates.
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s

is The Trump Adminigtration OFCCP Really Going to Pursue Audils?

While contractors have generally welcomed President Trump's pro-business mentality,
contractors should not expect OFCCP to disappear overnight. In fact, earlier this year, OFCCP
sent out approximately one thousand notices to government contractors and subcontractors to
inform them that they may be subject to an audit of their AAPs. The notices, called Courtesy
Scheduling Announcement Letters (CSALs), are dated on or about February 1, 2018, and are
intended to provide advance notice to contractors of upcoming audits. The last major round of
CSALs went out in February 2017.

Although a CSAL does not commence an audit, any company that has received a CSAL would
be wise to prepare as though their affirmative action and employment practices are going to be
audited in the coming months. Even if a contractor does not receive a CSAL, the OFCCP may
still select that contractor for audit without advance notice. Following is an example CSAL:
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. -

Five (Relatively) Quick Things To Do in Anticipation of an OFCCP Audit

1. Read your AAP. Sounds simple, but you would be surprised how many companies never
actually read the plan until an OFCCP investigator asks a question. Know where your goals
are, and know what specific, documented steps you have taken in order to improve
utilization in areas where you have goals. If there are not any specific, documented steps
already taken—get going! But do not over-commit. If you are not actually doing everything
in your plan, evaluate whether it is required, just a best practice, or perhaps an aspirational
goal. If it is not required and you are not currently doing what your AAP says, take it out
before you submit it in an audit.

2. Is your AAP Signed? Confirm that the top executive in the company has signed your
AAP. A Human Resources official is not sufficient (though a Human Resources official can
certainly be your EEO officer).

3. Take a look at your website (OFCCP will!). Make sure your website is up to date for an
OFCCP audit. This includes:

e Confirming that your EEO tagline appears prominently on any Careers page (or
wherever candidates go to apply for a position).

e Ensuring there is a link to the "EEQ is the Law" poster, which includes the federal
subcontractor supplement.

e Having information on how to request a reasonable accommodation easily located,
including an email address and phone number for a contact individual.

e Making sure any pictures on your website demonstrate commitment to diversity.
Employees pictured on a Careers page should be different genders, ethnicity and
races, veteran status, and disability status, to the greatest extent possible, without
misrepresenting your workforce.

e Actually apply for a job! OFCCP may do it too. Make sure your application is forcing a
response on the voluntary self-identification questions.

4. Posters? Ensure that your employment posters are current and that they are accessible to
both employees and applicants. (See the full list, AAP Action Checklist, Attachment 1.)

5. Compensation. Audit your compensation for race- and gender-based disparities. Although
a full-blown statistical regression analysis is admittedly not a "quick" fix (but is
recommended before any audit), contractors can still do a quick analysis of job groups and
job titles looking for differences in pay of 2% or $2,000 (an initial test OFCCP may use).
Contractors should ensure that any differences at this level can be explained by
documented legitimate, non-discriminatory criteria such as length of service with the
company, length of time in position, skills/responsibilities, or job performance.
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Are You Prepared to Respond to the OFCCP's Initial Notice of Audit Letter?

The countdown begins. You receive the notice of audit and you have 30 days to respond.
Attachment 3 is a copy of the OFCCP's form notice of audit (Scheduling Letter and ltemized
Listing). Review the form to test whether you have the information necessary to timely respond
to the OFCCP. At first glance, this doesn't look too hard, just three questions, right? But note
the itemized listing asking 22 specific questions (with subparts) related to your AAP.

Ask yourself the following questions to test your readiness:

e Where is my AAP? Seriously—make sure you have it and that you know which year (or
years) the OFCCP is asking for. Make sure it includes Executive Order 11246, Section
503 (disability), and Section 4212 (VEVRAA) affirmative action requirements.

o Have we timely filed EEO-1 reports? And, where are copies?

e What were our placement goals in our most recent AAP (or the AAP at issue)? Do we
have a significant number of recruitment and outreach efforts documented that we can
present to the OFCCP to show good faith efforts toward making those goals?

e Have we properly tracked our employment activity? Can we quickly assemble
applicants, hires, promotions, and terminations data for the requested audit period?

e Do we have employee level compensation data for all employees? Does it include not
only base salary but bonuses, incentives, commissions, merit increases, locality pay
and overtime? Do we have policies on compensation?

e Do we have reasonable accommodation policies and documentation of any
accommodation requests received and their resolution?

e When did we last train hiring managers regarding our AAP? Have we presented the
results of our most recent AAP (or the AAP at issue) to executive management?

e Have we done an assessment of our personnel processes, including an assessment of
physical and mental qualifications, and what were the results of that assessment?

According to the OFCCP's initial audit letter:

"We estimate that the average time required to complete this information collection is
27.9 hours per response, including the time for evaluating instructions, searching
existing data sources, gathering and maintaining the data needed, and completing and
evaluating the collection of information."
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AFFIRMATIVE ACTION CHECKLIST
YEARLY REQUIREMENTS
0 Update AAP (based on plan year)
O Verify still a covered government contractor
O Report on prior years goals
| Job Group analysis
O Workforce analysis
O Availability/Utilization analysis
O Applicant flow analysis
O Adverse impact analysis
O Establish a hiring benchmark for protected veterans (either the current national percentage
of veterans of 6.4% or state-specific percentages)
O Establish a 7% utilization goal for qualified individuals with disabilities in each job group in
the AAP
O Other changes as needed (i.e., salary grade or job group revisions, change in
responsibility, recruitment area, etc.)

O Update AAP Notebook (1 year record retention for 150 employees or less; 2 years for 150
employees or more; 3 years for records relating to self-assessment of outreach and recruiting
efforts and data collection analysis).

File EEO-1 Report by March 31 each year.

O File VETS-4212 Report by September 30 each year.

0O Verify all appropriate and up-to-date posters and policies are posted (must post in line of sight of
employees and applicants).

The current list includes: EEOQ is the Law; EEQ is the Law Supplement; OSHA, Wage & Hour;
Polygraph Protection; FMLA; USERRA; Notification of Employee Rights Under Federal Labor Law;
Notice of Employee Whistleblower Rights; state anti-discrimination, workers compensation and
unemployment, if required

O Post notice regarding access to AAP (recommend including with EEO Policy) and AAP policy
statement on bulletin boards and electronically. Ensure notice is available to applicants as well as
employees.

OO0 Send letters to community agencies and employment agencies.

O Yearly reminder notices to supervisors and managers (recommend conducting training regarding
the company’s affirmative action obligations regularly).
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OO0 Send notice to union, if applicable.

OO Verify Service Contract Act compliance, if applicable.

[0 Review job postings and job descriptions to ensure basic qualifications are appropriate (and not
over restrictive so as to unnecessarily disqualify individuals with disabilities).

O Review wages and compensation data for disparities based on protected status and take
appropriate action to remedy any disparities uncovered (recommend conducting this review under
attorney-client privilege).

[0 Conduct self-assessment of the effectiveness of the company’s outreach and recruiting efforts to
protected veterans and individuals with disabilities, considering, for example:

(a) whether current efforts attracted qualified applicants with disabilities or who were protected
veterans;

(b) whether individuals with disabilities or protected veterans were hired as a result of the
company's efforts;

(c) whether the efforts expanded the company'’s outreach to individuals with disabilities or
protected veterans in the community; and

(d) whether the efforts increased the company’s ability to include individuals with disabilities or
protected veterans in the workplace.

O Conduct data collection analysis of applicants, job openings, jobs filled, number of applicants who
are qualified individuals with disabilities and qualified protected veterans, and number of qualified
protected veterans and individuals with disabilities hired.

O Send notice to vendors, suppliers, and subcontractors of affirmative action efforts and request
appropriate action on their part.

O Send notice to the state unemployment security commissions notifying them:

(a) that the company is a federal contractor subject to VEVRAA,;
(b) that the company desires priority referrals of protected veterans;
(c) of the name and location of each hiring location in the state; and
(d) of the contact information for the hiring officer at each location, including the identity of any third
party search companies.
=
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CONTINUOUS REQUIREMENTS

O Incorporate EEO Clause and Executive Order 13665's prohibition on discriminating against applicants or
employees for inquiring about, disclosing, or discussing pay information into covered contracts and
subcontracts. The language must be in bold pursuant to Section 503 and VEVRAA.

As a federal contractor, the Company shall abide by the requirements of 41 CFR §§ 60-1.4(a), 60-
300.5(a) and 60-741.5(a); and 29 CFR Part 471, Appendix A to Subpart A incorporated herein by
reference. These regulations prohibit discrimination against qualified individuals based on their
status as protected veterans or individuals with disabilities, and prohibit discrimination against
all individuals based on their race, color, religion, sex, sexual orientation, gender identity, or
national origin or any other protected class covered under federal or state law. The regulations
also protect applicants and employees from discrimination for inquiring about, disclosing, or
discussing pay information. Moreover, if applicable, these regulations require that covered prime
contractors and subcontractors take affirmative action to employ and advance in employment
individuals without regard to race, color, religion, sex, sexual orientation, gender identity,
national origin, protected veteran status or disability.

O Incorporate the following specific, OF CCP-prescribed language into employee handbooks and
disseminate a copy to all employees and applicants, either electronically or by a posting a copy of the
provision in conspicuous locations accessible to both employees and applicants:

PAY TRANSPARENCY NONDISCRIMINATION PROVISION

The contractor will not discharge or in any other manner discriminate against employees or applicants
because they have inquired about, discussed, or disclosed their own pay or the pay of another employee
or applicant. However, employees who have access to the compensation information of other employees
or applicants as a part of their essential job functions cannot disclose the pay of other employees or
applicants to individuals who do not otherwise have access to compensation information, unless the
disclosure is (a) in response to a formal complaint or charge, (b) in furtherance of an investigation,
proceeding, hearing, or action, including an investigation conducted by the employer, or (c) consistent
with the contractor’s legal duty to furnish information. 41 CFR 60-1.35(c)

O Include EEO or EOE statement in all advertising for open positions. This language must specifically
include a statement of EEO or EOE for veterans and individuals with disabilities, e.g., “Equal Opportunity
Employer-minorities/females/veterans/individuals with disabilities/sexual orientation/gender identity.”

O List all open positions with the state's employment service delivery system (ESDS).
Per 41 CFR. §60-300.5(a)(6), contractors need not list:

(1) Executive and senior management positions;
(2) Positions that will be filled from within the contractor's organization; and

(3) Positions lasting three days or less.

STINSON
LEONARD
STREET




Page 21 of 30 - AAPS THAT WITHSTAND OFCCP SCRUTINY

[0 Notify community agencies of available employment opportunities and search for recruitment sources to
target females, minorities, veterans, and individuals with disabilities, and post open positions with such
sources if available (in the event of an audit, required to provide documentation of outreach efforts).

[0 Maintain applicant flow data on minorities, females, veterans, and individuals with disabilities.

O Invite employees and applicants to self-identify as follows:

(a) Atthe pre-offer stage for sex, race, and veterans status on separate forms and for disability status
using the OFCCP-prescribed form.

(b) At the post-offer/new hire stage for veteran status in one form, and for disability status using the
OFCCP-prescribed form.

(c) During employment every five years for disability status using the OFCCP-prescribed form.

(d) At least once between five-year intervals, remind employees that they may voluntarily update their
disability status at any time.

O Maintain records of efforts to accommodate qualified individuals with disabilities. (Reminder: Keep self-
identification forms and medical records confidential and separate from the applicant and personnel
files.)

O Ensure that information about how to request a reasonable accommodation both in the application
process and during employment is clearly documented, including ensuring clear information on the
company website about how to request an accommodation in the application process.

0  Implement policy to ban text messaging while driving, if required by government contract.

O Utilize E-Verify, if required. (Applies to most federal contracts of $100,000 or more and subcontracts of
$3,000 or more, and generally provides for an initial 90-day timeframe to initiate the verification process.
The rule took effect September 8, 2009.)

O Ensure that existing PTO or sick leave policies provide employees with at least one hour of sick leave for
every 30 hours worked, up to 56 hours in a year or at any point in time, and that sick leave otherwise
complies with Executive Order 13706. (Applies to employers entering into new contracts covered by the
Service Contract Act or Davis-Bacon Act on or after January 1, 2017.)

O Review policies, job titles, and health care plans and confirm compliance with revised EO 11246 sex
discrimination regulations effective August 15, 2016. hitps:/Avww. dol.aoviefeep/SexDiscrimination. him!
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AAP Data Quality Checklist
:

Below is a list of common data errors and a checklist to confirm the data is complete before preparing
affirmative action programs.
All Data Reports

O Confirm necessary data points are included

[0 Check that all fields are populated (no blanks) and data is congruent

Employss Roster Snapshot Dats
Verify hire dates are consistent with snapshot date
Verify job titles are accurate as of the snapshot date

Ensure supervisors are also listed on the shapshot as employees

O o0oo

Ensure data points such as location and department are clearly identified and consistent (no
department/location codes unless code key provided)
Promotions

O Confirm effective dates are within range (i.e. January 1 — December 31)

O Verify that promotions are clearly identified (if list includes transfers, demotions, pay changes, etc.)

Terminations
O Confirm effective dates are within range (i.e. January 1 — December 31)

O Confirm terminated employees are not also listed on the snapshot (if so, update snapshot)

Applicant Tracking Data

Ensure all applicants are included for each position hired during time period

Confirm each position hired has a unique requisition number

Confirm each requisition has a hire or offer (ideally only one hire per requisition)

Remove duplicate candidates to same requisition (or mark as duplicates)

Update unknown race/gender fields for hired candidates

Confirm hire dates are accurate and new hires are listed on the roster snapshot (and vice-versa)

Ensure location of the hire is identified and consistent for all applicants to requisition

Ooocoooooaod

Ensure all applicants have the correct final disposition code and that the code is consistent with the
notes/comments

w”%ﬂ&
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FIGURE 1.2: OFCCPSCHEDULING LETTER AND ITEMIZED LISTING

OMB NG, 12300003
Exprees OMB Approved Expuranon
Date

VIA CERTIFIZD MATL
(NUMBER
RETURN RECEIPT REQUES

{Nams of contmetyr officaly
(Tl of contaattor offictal
(Fstabhishiment Namey
(S1reet Adddress)
Uy, State, Zip Code)y

Dear {Name of contractor official):

The U8, Department of Lbor, Office of Federal Contract Compliance Programs (OPCCP)
selected vouy o Hsern establishment, functional gt or  comporate
headdquarters] focated @

foroa {laserts complmace ovaluation or
cofporite  masigement  compling , NiATH Weooare  conduetng s
S o Hnsert: camplinnes evalsation or ¢ '»&Qi 1] under the authoriy of Fxeeutive
{)Mu 11246, Section 503 of the Relubifation Act of 1973, ¥ (e affirmative action PrOVISICHS
Cthe Vietam g ":’aumh Rmééuafsmm Assistance Act of 1978 and ther mmplementing
m,ulaimm m 41 CER Qha;&m G, by asddinon o determuming vour complumes with these
authorities, we will aféo verfy vour wmplmmg with the regalatony sssued by the Vetorany
Famplovinant and Trantog Mufw IVETS) requunmg contractors oovered nuder Section 4212 10
file n annnal veport on therr emplovment and hinng of protected veterms 4

A comphianee evaloation v mitiated as a comphaace revien. The comphanse mview may
progress n three phasess @ doesk apdi an onssite review, and an offste analyss. OFCCP
deseribes the phases of g comphance roview mats regulations at 41 CFR Chapler 60 B por the
desk sudit, please subgut the Tellowing information

o USCE T 2008

Q:’ IEVSL ‘ 4238 02058y

¥eo, é.«éé a5 emendied, SUFRIIG L2318 {1988y Secdon 30T of s Rebabilinnion Aot of 1871, o pwmiended 2F VB0 78S
{20083 Wiernan Era Vetrrans® Qetéj:smm Arsistmee Aot of 1974, oy omaded, 3R U B 4210 00

#1he VETS regpulatons reguire Federsl renmaciors o sabrait sither or both the VETEIUO wnd the VETSEIH0A Fedendd
Contractys Regort oo Veterany' Eraployment, Sep 41 CFR

£ 6130014

TEALDER 08 80,1 2000, £0300.800), and £0.741.8008).

Frggre 1421414
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T copy of wour corrent Bxecntive Order Allrmuative Action Progeam (AAP Y prepaced 1
aveordance with the requrements of 41 CFROE 601 30, and 41 CFR § 60-2.1 througl §
602,17

20 g eapy of vour carreont Section M3 and Section 4212 AAPS prepared m wvoddance with
the requitements of 31 CFR§ 6074140 dwongh § 6074148 aad 41 CFR § 6030040
through § 6030044, respectively? and

3 the support data specrfied in e enclosed Ramized Listng,

Please submut vour AAPs and the support data speafied w the eoclosed Temzed Listing 1o the
adddress sted on proe one of this lier s soon as possible, byt wo later than 30 davs from the
dute you recerve this lefter, Poosuant 1o 41 CFR § 6041 12¢¢) filuwe © preserve complote and
acenrate records constitwies noncomphisnee with vous obligations as a Federal contractor o
suheonteactor.  Onee the evaluation bogins, vou arerequired 1o miglndn all perscnnel and
emplovment records described i the regulitions enforeed by OFCCP uatid the final disposition
of the evaluatien : '

We eneourage vou fo submnt vour mformation 1n an clictionic format o reduce the amorat of
Gme it txkes to complete our evaluation of vour {{nsert establisliment, Tunctional vt o
corporate headguarters], Should vort opt o cmad vonr submssions, use emai! addross

You should be aware that OFCCE may ntiate coforcement procesdings o vou find to subingt
AAPs and support data that weprosent o reasongble offort o meet the requurements of the
regufatons w4 CFR Chapter 60,

Rest assured that OFCUP considers the mformation you provide i respoase o tus Scheduling

Letter as sensitive iid Confidental. Therefore, vy diselosures s may make will be conssstent
.. o L S N Yty § oy G
with vhe provisions of the Freedom of Iiformation Act.*

Pleise ¢ontact £ af von have any questions conceming te

complismee evaluation.

Sreerely,

(Mame of Distoet Divecton)
[rstriet Director

Faclosure (1)
fremuzed Listing

BE 41 CFR 33 #1128y, 80500 8is), and £0.741 BXe),
{(¢); Fraedowm of Infrretion A, ad amended, SUSC§ 552 (2069,

|
FOLLCFR § 60120

Pa
&
g

Frgure 42 1415
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FTEMIZED LISTING

Pxocutive Order 112446

1. An organirational profite prepared seeording 1o 41 CFR § 60211

2 The formation of job groups (covensg all jobsy consistent with ¢rtena gven w41 CFR § o
212,

3 For gach job group, o statament of the percentage of mumodiy and fomale incumbents as
deserrbed m 41 CFR § 60214

4. For cach ol group, o determmation of mmoaty and female avaslalniay that considers the
fastors goven m 4] CFR § 602 130 y amd {eH2)

5 For each b group, the comparison of meumbeney 1o avadabilay as esplmned in 41 CFR §

B2 18,

6. Plavement goals for cach job group i which the percentage of mmonties or women emplosed
is fess than would be seusonably expectad give there avattabday as desenbed in 31 UFR § 60+
210 s

Segtion A3

7. Results of the evaluation of the efcetveness of utrcach and seermtment efforts thit were
mrended o dentfyv and reornit qualified mdividuals with disabdsnes (BVDsY as deserbed 1 41
CFR § 60741 44(1) _

8. Docomentation of all aetions 1aken o comply with the andit and reporting sestom
cequirements descrilved i 4 1 CFR § 6674 44¢h),

9. Documentation of G compriations or compansons desenbed o 41 CFR § 607314400 or
the iomedutely preceding AAT vear and i vou are six months or more o voue corrent AAP
sear when vou recenve tis Hstng, provede the suformmation for o {east e st six months of the
current AAP vear

10 The wtlization anabvsls evaluming e representaton of IWDS 1 cuch job group, o, f
appropriate, evaduating the representatron of WIS the waorkforee as wowhole, as provided in
AL CFR $ 6074143, [Cyou are s1X menths ar moe mio your current AAP vear an the date vou
recetve thes lsting, please also submit information that reflects cument vear progress.

Sectinn 4212 IVEVRAAS

11 Resulis of the evaluaton of the effectiveness of outreach and reermitment effors that were
wrtended o tdentfy and reornt quadified protected voterans as deseribed 1 41 CFR § 6=
30044

Figure 12 416
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requirements deseribed in 41 CFR § 60-300 440

13 Docunentanon of the computations or vompatisons deseribed v 31 CPR § 600300 330 Kfor
the smesdigiely preceding AAT vear and, o vou are soCmontis or more mto vour curcent AAP
vere when vots recerve tus istng, provide the sefonmation for @ Teast the st six months of the
cuirent AAP vear,

14 Docomentation of the hiving benchmark adopted, the methodolopy used o extablish i 4]
wsrg the free Dwtors deseribed mm § 60300.A3B Y2 1 vou are six maonthis o more miio voy
current AAF vear on the date vou receive thas st please also submit information Qu reflects
curgrent s resnlts,

Support Data

3

13 Copres of
i5s

voar Dmplover Informaton Roport EEO-1 (Srndard Farn 100 Rev.y for the last
thyve vears, .
16, A vopy of vour collective bargmamg sgreement(sh, 1f applicable. Inclade any other
documents vou preparad, such as poley statemonts, emploves ndlices of handbooks, cte, tha
yaplement, explare, oo elaborate on the provisons of the dollectve burgaining agreanent,

tr AAR vear amd,
334 ’

17, Informatron on vour affirmanive action goals for the vnmediatele precedn
where applicable (se¢ bolmvy, progross on your gouds for the surneat AAP vear

For the immediately preceding AAP vear, this report most mehide srformaton s retlecs:

a. jubgroup representation ar the start of te AAP wear. (e, totald
wicihents, wotal mroenty meumbeats, and totad fomale mcambents )

B, the percentany placement rates (7 goals) established for minorities and
weomen of the starC ol the AAP vear and

¢ the actual sumber of placenyents Chires plus promononsy made dunag e
AAP vear nto cuch job gronp with goals {ne., tomd placements, wial
mistority placemionts, and wiad female placements, For goals sot attained.
deseribe the speeifio good faith effosts mude o acliieve them,

I vou are six months o more inte your carrent AAF vear on the date vou weoeive tus Tisting,
please also subinst mformation tiat reflects progress on goals established w vour cutrent
AAP vear, aud deserbe vour unplementstion of action-onented programs designod o
achijeve these goals ™

3%

e

41 CFR IS0
B 41 CFR §E0.0 020 41 CFR § 60.2.102) and 41 CFR § $0.2.16,
S5+

LI CFR 600,10 wmd 43 CFR EED.2.1T

Frgare 12 417
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18, Data om your eopplovisent activity (applicants, fures, promoticas, and torminatonsy fo
the immediniely preceding AAT vear and, 1f vou ar¢ ax months of mre 1i1o Sour curmist
AAP vear when vou recerve tis Distinge provide the mlormation m (o Grrongl (0 below for
af feast the finst so0 months of the crraent AAP vear, You shookd present dus data by job
group (as defined 0 vour AAPYor by job il

. Apphoants and Hives: For eaclt rob groap or job tithe, this anadvsts must consist of
the total number of applicants and the Wtad nuimber of fures, as well as e number
ol Afvcan- Amencan/lack, Asian Pacitic Ishader, Hisponie, Amorican
Indian Alaskan Mative, White, and the ntmber of fomade and msale applivants and
hares. Por each gols group or job tithe appheants for whom race andiog sex 15 not
kroven, showdd be included b the data submaged.

Hewever, f some of your job groups of ob titles (roost commonty, entryelevely are Gliad from
the same apphicant pool. vou may consoldate vour apphicant data (ot 5ol ey datad for those
Job groups or titles, For example. where applicants expresshy apply for oe would qualifv for a
broad spectrum of jobs Guch as “Preducnon,” "Oflice.” ¢te) that 1nclodes several job geoups,
vou sy consolidate appheant data
B Promotions: For each ob group or job nile, provide the ot aumber of
pramenots by gender and rmeeethuicin B Also, melude 4 definition of
“proponon” as wsed b vout conspany dnd the basts o whach thoy were comprded
g, proaotons 1o 1he @b group, from andior within e job group, ete s 1
vartes for difforent sogments of vour workforee, please define the term as used for
vach seaiment I vou present promations by job ntde. metude the department and
job group from s hich and 1o which tie person{s) was promoted.

¢ Terntnations: For cieh job sdraupor job title, provide e tal nusber of
cmploved ermimations by gonder and raceethniony, When presentmg
wermivations by gob uile, tnelude the departmentand job group from which the
person{sy lermmrated.

14, Emploves leved compensation data tor all emplovees (meluding bot not bmited 1o fullaime,
paetme, contract, per diem or day labor, wmporant as of the date of the workloree analyss s
vour AAF. Provide gender and saceethaseny sfommdion and e date for each emploves ax
well as job title. FRO-1 Categors and job group m a smgle Gile ** Provide all requestest data
clectromeatlv i manntainad i an electronie format. See Noto |l below,

Bagem PEGL SLCFR § €02 0008, &) CFR § 80001 2 pendid) 1), sad 43 TFR 45 004 and 105,
£ T : o |
The e “rrreehniciy’ ar pred tharoughou the hamived Listing includes these tazial nd sthale

Armeriexa Black, AzianPacific Tlunder, Hispanic, Arseriven {adian Alaslian Masive, and White.

reupel Africen.

&
&

Y,
&3 CF

2
e

 £0.2.3T

(55} 2nd (d).
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Page 30 of 30 AAPS THAT WITHSTAND OFCCP SCRUTINY

a. Forall emplosvees, compensaton mchides base salary ad or wage rate, and hours
worked g pepreal workweek Other conspensation of sdiastients to sabars such
as DoBuses, MOCntves, Commssions, et mereases, loaliy pay o overtone
should b plentificd separutely for cach emploves.

B You mav provide any addional dataon Gctors ased 1o determme emplovae
compensation, such as education, past expertence, duty tocation, performumce
atings, deparonent or Tanetion, and salary foved band ange grade.

< Decumentaton and polives welated to compensation practices of the contracior
should adso be mctuded s the submission, particulardy those Gt explain the

factors and reasonm g nsed to determme compensation.

24, Copres of reasonable acoommeodanon policres, and docnmentaton of any accommodation
requests recorved and ten resohution, dany,

21, Your arost reecat assessatent of vour personnel processes, as coquired by 41 CFR § 66-
0 and § 60740 Ay melading the date the assossment was performed. any actions
tken o changes made w5 w0 result of the assessment, and the date of the next scheduled

ARRCRTICHE,

22, Your most vecont assessment of physical and mental quadificanons, av requered by 41 CFR §
U300 dd{emnd § 60-73 430, moludirg the date thie assessmont was porfonned, agy actions
sbon o changes made as g result of e assessiont, and the date of the noxt scheduled

et S iitu i g

NOTES

NOTE I H{any of he requested information i< computenzed, vou must subnit st an electronie
format that s complere, readible, and useable. Please wse cantion when submisttiog large
clectronic files, Chook st the OFCCE Complanee Officer and vour svstem adeusistrator 1o
estire adherence 1o adnnnistrative and svstom gudelmnes.

Note 20 Aceowding 1o the Paperwork Raeduetion Act of 1993 an ageney may gol condngt o
sponsar, and a person 1§ got requined o espond 1. a collection of inlormatson ualess o displavs
a vaid OME contrel unmber, The valid OME contnl number for this wlonnation collecton 13
12500003, We estimate that the aversge thne required to complete this ieformation vollvetion 15
274 fours per response, moluding die tone o ovaluatmg wstoections, searcling exsimg dida
sourees, gathenay and matatannag the data necded, wnd completing and evaluating the collection
of information,

Send sy comments conterning Uns burden estimate or any otrer aspeet of tas callecton of
miformanon, woluding suggestions for reduang the burden, 6 the Offiee of Faderal Contradt
Compliance Programs, Roo C-3323, 200 Constiution Avenne, NW . Washington, .0
210
o .
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