
Sample letter:
First letter requesting additional information for an affirmative action plan.  Address this letter to the President/CEO of the company.

Note:
Paragraph two needs modification to make the letter appropriate to the situation.

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:   ___________________________

We have reviewed your affirmative action plan as follows and have determined that it needs some additional information:

Sample Insert Information:


°
The policy statement does not include sexual orientation as a prohibited basis of discrimination.


°
No provision exists for posting your affirmative action plan or nondiscrimination policy statement.


°
The plan does not identify an individual who is responsible for equal employment programs.


°
No identification of goals exists to correct any underutilization of women, minorities and persons with disabilities as evidenced through the work force analysis.


°
The plan does not include an analysis of your work force by job categories and organizational units.


°
Other: ___________________________________________.



Please amend the affirmative action plan by (Date which is Thirty Working Days from the Date of this Notice).  If you believe that we have misinterpreted or erred on our evaluation, please provide that information within the same period of time.

If you have any questions concerning this requirement, please do not hesitate to 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.

