
Sample letter:
Second letter requesting affirmative action plan.  Address this letter to the President/CEO of the company.

Note:
Make appropriate changes in paragraph three depending on whether the agency already has paid for the commodity or service.

WISCONSIN OFFICE OF CONTRACT COMPLIANCE

(Name of Contact, Title OR President/CEO)

(Company Name)

(Company Address)

(City/State/Zip)
Dear (Name of contact OR Sir/Madam)

Subject:  Affirmative Action Plan Requirement

Bulletin/Contract Number:  __________________________

Commodity:   __________________________

As of this date, we have not received your Affirmative Action Plan, or if appropriate, an exemption request (form DOA-3024) which was due (Date).

When contracting with the State of Wisconsin, a contractor must submit its Plan to the (State Contracting Agency) within fifteen working days of receiving a State contract.  In accepting this contract, you agreed to this requirement as stated in the "Standard Terms and Conditions."

If we do not receive the affirmative action information within five working days, we will recommend identifying your firm as an "ineligible contractor" to the Director, Wisconsin Office of Contract Compliance.  We also may withhold payment on the unpaid balance of the contract or terminate the contract for your failure to satisfy the contract.  An "ineligible contractor" may not participate in any bidding activities of any state agency, including the University of Wisconsin, until the Director, Wisconsin Office of Contract Compliance receives an Affirmative Action Plan which is acceptable under Wisconsin's Contract Compliance Law (s. 16.765, Wis. Stats.) and the Wisconsin Administrative Code (Adm 50).

If you have any questions concerning the affirmative action requirements, please call me at (Telephone Area Code and Number).  We look forward to hearing from you soon.

Sincerely,

(Person Reviewing the Plan)

(Title)

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

