	Sample letter:	Letter sent with purchase order over $25,000 noting need for affirmative action information.  Address this letter to the President/CEO of the company.





WISCONSIN OFFICE OF CONTRACT COMPLIANCE


	


(Name of Contact, Title OR President/CEO)


(Company Name)


(Company Address)


(City/State/Zip)





Dear Sir/Madam (or contact name):





Subject:  Affirmative Action Plan Requirement


Bulletin/Contract Number:


Commodity:________________________





The terms of this contract require that your (Organization/Company/Firm) submit an Affirmative Action Plan within fifteen working days of receiving the contract.  Exceptions exist and are noted in the enclosed Contractor Instructions on page one.





An acceptable affirmative action plan must include five sections:  





	1)	An affirmative action/equal employment opportunity policy statement which includes the prohibition against employment decisions based on one's sexual orientation;





	2)	Work force analysis;





	3)	Goals and objectives;





	4)	A plan to disseminate the affirmative action information; and





	5)	A system for monitoring the plan's implementation.





Please note a contractor's plan must prohibit discrimination based on sexual orientation.  Plans not including this language will not be acceptable.  Sexual orientation is defined in Wisconsin State Statute s. 111.31(13m) as "...having a preference for heterosexuality, homosexuality or bisexuality, having a history of such a preference or being identified with such a preference."





In addition, every contractor with the State of Wisconsin must post in a conspicuous place, a notice enclosed explaining Wisconsin's Contract Compliance Law.





Please submit your affirmative action information to:





	(Name/Title)


	(Contracting State Agency)


	(Address)





If you need further information, please contact me at (Area Code and Number).





Thank you for doing business with the (Name of Contracting State Agency).





Sincerely,








(Person Reviewing the Plan)


(Title)





Enclosures:  Instructions for Contractors: Affirmative Action Requirements


             Wisconsin's Contract Compliance Law Poster


             Notice to Contractor Filing Information


Note: Retain a signed copy of the letter in the contract affirmative action file.


