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A.
Policy Statement







Must:







Identify the vendor by name.
Yes
 

No
 


Pledge not to discriminate against any employee or any applicant for employment because of age, race, 
religion, color, handicap, sex, physical condition, developmental disability, sexual orientation, or national 
origin in any employment practices.  (The term disability and handicapped are sufficient to include physical 
condition and developmental disability.)
Yes
 

No
 


Be signed by the organization’s chief executive officer.
Yes
 

No
 


Should:







Commit to achieving a balanced work force through an affirmative action program.
Yes
 

No
 


Identify employment practices to include recruitment, initial employment, promotion, demotion, transfer, 
layoff, termination, compensation and training.
Yes
 

No
 


Identify an individual who is responsible for implementing the affirmative action program within the 
organization.
Yes
 

No
 

B.
The Vendor Work Force Analysis (Form DOA-3022)







Must:







Include job categories with the number and percent of males, females, minorities and disabled persons and 
with the total number of employees (or current EEO-1).
Yes
 

No
 


Should:







Specify the primary work force location.
Yes
 

No
 

C.
The Goals (Program/Numeric)







Must:







Be specific and relate to any underutilization of women, minorities or persons with disabilities in the 
vendor’s work 
force
Yes
 

No
 


Or







Be specific program goals which make the work place conducive to employee retention.
Yes
 

No
 


Specify completion dates within a reasonable period of time (usually six months to two years).
Yes
 

No
 

D.
The Dissemination of the Plan







Must:







Make the plan available for every employee to review.  The plan must note the method of this review to the 
employee.  (This could be in the form of a poster, notice with paycheck, employee handbooks, etc.)
Yes
 

No
 


Should:







Inform employees of the complaint procedure.
Yes
 

No
 


Include a copy of an employment notice which identifies a statement that the vendor is an “equal 
opportunity employer”.
Yes
 

No
 


Advise employment referral sources of the vendor’s policy to recruit women, minorities and persons with 
disabilities.
Yes
 

No
 

E.
The Means to Internal Monitoring of the Plan






Must:






Specify the method and frequency of review/update.
Yes
 

No
 

Hold supervisors and managers accountable for Affirmative Action initiatives within their areas.
Yes
 

No
 

Should:






Specify the person responsible for review.
Yes
 

No
 

Specify the consequences of the review.
Yes
 

No
 

F.
The Plan was prepared within one year of the date of the contract.






Reviewed By:


Date (mm/dd/ccyy):


