
Sample letter:
Second letter requesting additional information for an affirmative action plan.  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 (Name of contact OR Sir/Madam)

Subject:  Affirmative Action Plan Requirement

Bid Number: ________________________

Commodity:  ________________________

On (Date of Wisconsin's First Request), we requested that you amend your Affirmative Action Plan to satisfy requirements (reference s. 16.765, Wis. Stats.) and the Wisconsin Administrative Code (Adm 50).  A copy of our earlier letter is enclosed as it noted the amendments necessary to make your plan acceptable.

If we do not receive the necessary information by (Allow Ten Working Days), we may recommend designating your organization, as an "ineligible contractor" to the Director, Wisconsin Office of Contract Compliance.  Also, we may withhold payment for the balance of the contract or terminate the contract.

If you have questions concerning the development or submittal of this information, please call (Name of Contact, Title and Number).  We hope to hear from you soon.

Sincerely,

(Purchasing Director)

(Title)

Enclosure:  First request letter noting plan deficiencies

cc:  Coordinator
     Wisconsin Office of Contract Compliance

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

