
Sample letter:
Letter accepting 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:   ________________________

Your Affirmative Action Plan satisfies the State of Wisconsin's current requirements for acceptance.  We are adding your name to the "Contractor Directory" as an "eligible contractor."  You need not submit other Affirmative Action information until (Specify Date) should you receive other contracts from the State of Wisconsin.  Thus, you have eligibility for (select one:  (1) three years; or (2) the life of the contract).*

We appreciate your doing business with the State of Wisconsin.  We wish you success and progress in achieving the goals of your Affirmative Action Plan.

Sincerely,

(Name of Contracting State Agency Contact)

(Appropriate Organizational Location)

*
The contractor receives eligibility for either three years or the life of the contract whichever is greater.  The contracting state agency must determine the longer period of eligibility and so specify in the approval letter.  If the contract is renewed, the contractor receives an additional period of eligibility.

NOTE:  
Retain a signed copy of the letter with the affirmative action plan in the contract affirmative action file.

