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This Resource Manual is a guide to assist you on the requirements outlined
in your Missouri Department of Transportation (MoDOT) federal-aid
contracts. As a contractor, whether a prime or subcontractor, on a federal-
aid project you are required to fulfill certain affirmative action requirements.
Several authorities are applied to ensure non-discrimination and equal
employment opportunity (EEO) on federal-aid projects. These authorities
include the following laws, regulations and policies:

Laws:
+« Title VI and VII of the Civil Rights Act of 1964
+ Federal-Aid Highway Act of 1968 (23 USC 140, 324)
¢ Age Discrimination Act of 1975
+ Civil Rights Restoration Act of 1987

Regulations:
% 23 CFR 200, 230, 635.117(d)(e)
% 49 CFR 21 and 26

Contract Provisions:
< FHWA 1273

Policies:
+» FHWA Order 4710.8

Contact Information:

Missouri Department of Transportation
Construction & Materials
External Civil Rights
P.O. Box 270
Jefferson City, MO 65102
573-751-1216
1-888-ASK-MoDOT
Missy.Stuedle@modot.mo.gov
http://www.modot.mo.gov/ecr/index.htm
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Definitions

Affirmative Action (AA)- The efforts exerted towards achieving equal opportunity through
positive, aggressive and continuous measures to correct past and present
discriminatory practices and their effects on the conditions and privileges of
employment. These measures include, but are not limited to, recruitment, hiring,
promotion, upgrading, demotion, transfer, termination, compensation and training.

Affirmative Action Plan - A written statement by management asserting a total equal
opportunity program. The plan must include the action steps for a contractor’'s
organization, at all levels, to initiate and measure equal opportunity program progress
and effectiveness. (The contract Special Provisions and area wide plans are Affirmative
Action Plans.)

Civilian Labor Force (CLF) — The aggregate of employed persons classified in
accordance with the criteria established by the Bureau of Census and the US
Department of Commerce.

Commission - Missouri Highway and Transportation Commission

Compliance — A satisfactory condition that exists when a contractor (i.e., prime/sub,
material supplier or vendor) has effectively implemented all of the contract EO
requirements or can demonstrate that a good faith effort toward achieving them has
been made.

Compliance Review — An evaluation and determination of a non-exempt direct or
federal-aid contractors or subcontractor’'s compliance with equal opportunity
requirements.

Consolidated Compliance Review - A review and evaluation of all significant
construction employment in a specific geographical area.

Corrective Action Plan (CAP) - A mandatory written and signed commitment, outlining
specific actions the contractor has taken, or proposes, to correct the deficiencies cited in
a finding of non-compliance. The statement must include time limits and goals to
remedy each violation of the equal opportunity requirements as specified in the show
cause notice.

Disadvantaged Business Enterprise (DBE) - A firm certified with the Missouri Regional
Certification Committee (MRCC) as a company owned and controlled by a socially and
economically disadvantaged individual.

Discrimination — An act or failure to act, whether intentional or unintentional through
which a person in the United States, solely because of race, color, religion, sex, national
original, age or disability, has been subjected to unequal treatment under any program




or activity of a recipient, sub-recipient or contractor receiving financial assistance from
FHWA under Title 23 U.S.C.

Equal Employment Opportunity (EEO) - The absence of partiality or distinction in
employment treatment maintaining the right of all persons to work and advance on the
basis of merit, ability and potential.

Equal Opportunity Requirements - A general term used to mean contract provisions
relative to EEO, subcontracting and training.

Executive Order - An order prepared by the executive branch of the Federal
Government and signed by the President of the United States to control the manner in
which a law is to be implemented or enforced.

FHWA - Federal Highway Administration.

Form FHWA 1273 — The standard Federal form containing required contract provisions
and proposal notices physically required to be incorporated in each federal-aid highway
construction contract and subcontract at any tier.

Good Faith Effort — Affirmative action measures and actions designed to implement the
established objectives of an Affirmative Action Plan and equal opportunity provisions of
the contract.

Journey Worker - A person capable of performing all the duties within a given job
classification or craft.

Noncompliance — A contractor can be found in non-compliance when there is sufficient
information, data and evidence to make a determination that the contractor failed to
effectively implement the Equal Opportunity requirements.

OFCCP - Office of Federal Contract Compliance Programs, Department of Labor.

Operating Policy Statement - The contractor's stated official position on employment
and personnel administration policies covering, but not limited to, EEO This statement
must include, as a minimum, the points contained in the "Operating Policy Statement" of
the "Standard Federal Equal Employment Opportunity Contract Specifications".

Project Personnel - The Resident Engineer or designated representative monitoring the
project site.

Show Cause Notice - A written notification finding the contractor in non-compliance with
the equal opportunity requirements. The notice informs the contractor of the specific
basis for the determination and allows 30 days for an explanation as to why sanctions
should not be imposed.




Supportive Services - Those services provided in connection with approved on-the-job
training programs designed to increase the overall effectiveness of training programs.
These functions are necessary but not generally considered as part of actual on-the-job
training.

Trainee - A person receiving on-the-job training through a program approved or
accepted by the, Department of Labor, Bureau of Apprenticeship and Training (BAT),
MoDOT or the FHWA.

Voluntary Corrective Action Plan (VCAP) - A contractor's written and signed
commitment, outlining specific actions taken, or proposed, to correct the deficiencies
cited in a compliance review. Failure to submit an acceptable VCAP is grounds for a
finding of non-compliance. (Sometimes called a conciliation agreement or a letter of
commitment.)




General Requirements

The FHWA requires that all federal-aid highway construction contracts include specific
EEO requirements. In addition, all subcontracts and purchase orders exceeding
$10,000, not including contracts for supplying materials, must include the same
requirements. This is accomplished by the inclusion or attachment of the Federal Aid
Special Provisions. Those provisions include:

(@)

(b)

(€)

(d)

The contractor shall notify the Resident Engineer, in writing, of the name,
address and telephone number of the contractor's EEO and DBE Liaison
Officers.

The contractor must also require each subcontractor, with a subcontract
exceeding $10,000, to notify the Resident Engineer, in writing, of the
name, address and telephone number of the subcontractor's EEO Officer.
This is to be done at the time the subcontract is submitted for approval.

The contractor shall physically attach a copy of the following documents to
the subcontractor's copy of each subcontract exceeding $10,000:

)] "Notice of Requirement for Affirmative Action to Ensure Equal
Employment Opportunity"”.

(2)  "Standard Federal Equal Employment Opportunity Construction
Contract Specifications.

3) Form FHWA 1273 (Required Contract Provisions Federal-Aid
Construction Contracts).

The contractor is required to make a good faith effort to comply with any
training requirements contained in the Training Special Provisions and
must submit the required reports to the Resident Engineer.



Section | - EEO & Affirmative Action Requirements

What is a Compliance Review?

Compliance reviews are conducted in an effort to determine whether a federal
contractor (prime or subcontractor) performing work on a federal-aid project is in
compliance with its contractual non-discrimination and affirmative action requirements.
This review consists of making an evaluation and determination of a contractor’s
compliance with those contract provisions relative to EEO, subcontracting, and training
as outlined in 23 CFR Section 230.407(n).

Workforce Analysis

A contractor’s workforce is analyzed to determine if there is a reasonable representation
(number of people) and utilization (work hours) of minorities and women in each craft,
classification or occupation, given their availability in the relevant labor market. The
contractor will be required to demonstrate a good faith effort (GFE) if the representation
(number of people) or utilization (work hours) of minorities and women is less than their
availability in the contractor’'s workforce. Form letters are not considered as a
productive activity. In the absence of reasonable representation in any craft, the
contractor will be required to provide proof of having requested referrals of minorities
and women (i.e., records of telephone requests, including dates and times, person
talked with, specific crafts for which minorities and women were requested. It shall be
no excuse by the contractor that a union, that the contractor has a collective bargaining
agreement providing for exclusive referral, failed to refer minority and female employees
(23 CFR 230.411).

The contractor shall utilize data obtained from Civil Labor Force Data or other similar
data that shows the availability of minorities and females to determine the availability of
those individuals in the area in which the federal-aid project is located. MoDOT or
FHWA do not enforce timetables or goals on projects. The OFCCP is responsible for
ensuring the timetables and goals are enforced on projects.

Conducting Compliance Reviews

1. Purpose
The purpose of a Compliance Review is to determine if the prime or
subcontractors maintain nondiscriminatory hiring and employment practices and
are taking affirmative action as outlined in the EEO Special Provisions and the
Training Special Provisions, and to ensure applicants are employed and placed,
trained, upgraded, promoted and otherwise treated equally during employment
without regard to race, color, religion, sex, national origin or age. The review
provides a comprehensive evaluation of all aspects of employment practices and
conditions.



The selection of a contractor for Compliance Reviews is based upon one or more
of the following:

Contractors or projects, which offer the greatest potential for employment
and promotion of minorities and females, particularly to higher-skilled
crafts or occupations.

Contractors or projects in areas, which have a significant minority and
female labor forces within a reasonable recruitment area.

Contractors or projects that have the type of projects (grading, paving,
bridge, etc.) as it relates to potential employment on the projects.
Contractors or projects that have contracts that include training special
provisions.

Contractors who through a review of statistical data on past and/or current
minority and females employment indicates a need.

Contractors or projects that have had an employee complaint.

Authorities

A.

Construction Contract Equal Opportunity Compliance Procedures, 23 CFR
230, Subpart D

B. EEO Special Provision (23 CFR 230, Subpart A)

C. 23 CFR 200, 6350117(d) and (e)

C. Training Special Provision (23 CFR 230, Subpart A, Appendix B)

D. 49 CFR Part 26, Disadvantaged Business Enterprise Program

E. 49 CFR Part 21, Disadvantaged Business Enterprise Program

F. FHWA 1273

Procedures

A. The contractor is to submit and post an updated EEO Policy on all federal
aid job sites as well as any other areas where employees congregate as
part of their employment with the company.

B. A letter must also be submitted to each Resident Engineer Office
designating the company’s EEO Officer. The selected individual must
have the authority, position and experience to carry out an effective EEO
Program.

C. The contractor’s supervisors and employees must be advised (preferably

in meetings) of the company’s EEO policy before starting each project.
Written instructions or record of the meeting will be documented and



provided MoDOT upon request. Subsequent EEO meetings are to be
held every six months thereafter during the period of construction on the
project.

D. The goals for minority and female employment are specified in the
contract and have been developed by the Department of Labor. The
Department of Labor is responsible in enforcing compliance with these
goals.

E. The contractor must maintain employment records in a format, which
identifies employees by race, sex, craft and work status and hours worked
in each craft and apprentice/trainee level, if appropriate.

F. All subcontracts over $10,000 must include the same contract EEO
provisions as contained in the contract with the prime contractor.

G. All employee facilities are desegregated.

H. Minorities and females are employed and integrated into the various crafts
of the project area.

When advertising for employment opportunities, the contractor must
include they are “An Equal Opportunity Employer”. This clause must be
inserted in all newspapers or other publications having circulation among
minority and female groups. Notations of the advertisements must be
kept as well as any follow-up contact made. The contractors must make
an effort to follow-up with the recruitment sources they utilize for hiring
purposes.

J. The contractor or authorized representative must periodically inspect or
conduct reviews to ensure that discriminatory working conditions or
employment practices do not exist on the project site.

K. The contractor’s EEO officer periodically visits the project site and is
known to state project personnel as well as the contractor’s employees on
the project site.

4.  Good Faith Efforts — 16 Action Steps

The Contractor shall take specific affirmative actions to ensure equal employment
opportunity. The evaluation of the Contractor's compliance with these specifications
shall be based upon its effort to achieve maximum results from its actions. The
Contractor shall document these efforts fully, and shall implement affirmative action
steps at least as extensive as the following:



Ensure and maintain a working environment free of harassment,
intimidation, and coercion at all sites, and in all facilities at which the
Contractor’'s employees are assigned to work. The Contractor, where
possible, will assign two or more women to each construction project. The
Contractor shall specifically ensure that all foreman, superintendents, and
other on-site supervisory personnel are aware of and carry out the
Contractor’s obligation to maintain such a working environment, with
specific attention to minority or female individuals working at such sites or
in such facilities.

Establish and maintain a current list of minority and female recruitment
sources, provide written notification to minority and female recruitment
sources, and to community organizations when the Contractor or its union
have employment opportunities available, and maintain a record of the
organizations’ response.

Maintain a current file of the names, addresses and telephone numbers of
each minority and female off-street applicant and minority or female
referral from a union, a recruitment sources or community organization
and of what action was taken with respect to each such individual. If such
individual was sent to the union hiring hall for referral and was not referred
back to the Contractor by the union or, if referred not employed by the
Contractor, this shall be documented in the file with the reason therefore,
along with whatever additional actions the Contractor may have taken.
Provide immediate written notification to the Directors when the union or
unions with which the Contractor has a collective bargaining agreement
has not referred to the Contractor a minority person or woman sent by the
Contractor, or when the Contractor has other information that the union
referral process has impeded the Contractor’s efforts to meet its
obligations.

Develop on-the-job training opportunities and/or participate in training
programs for the area which expressly include minority and women,
including upgrading programs and apprenticeship and trainee programs
relevant to the Contractor's employment needs, especially those programs
funded or approved by the Department of Labor. The Contractor shall
provide notice to these programs to the sources complied under b above.
Disseminate the Contractor’'s EEO Policy by providing notice of the policy
to unions and training programs and requesting their cooperation in
assisting the Contractor in meeting its EEO obligations; by including it in
any policy manual and collective bargaining agreement; by publicizing it in
the company newspaper, annual report, etc.; by specific review of the
policy with all management personnel and with all minority and female
employees at least once a year; and by posting the company EEO policy
on bulletin boards accessible to all employees at each location where
construction work is performed.

Review, at least annually, the company’s EEO Policy and affirmative
action obligations under these specifications with all employees having
any responsibility for hiring, assignment, layoff, termination or other
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employment decisions including specific review of these items with onsite
supervisory personnel such as Superintendents, General Foreman, etc.,
prior to the initiation of construction work at any job site. A written record
shall be made and maintained identifying the time and place of these
meetings, persons attending, subject matter discussed, and disposition of
the subject matter.

Disseminate the Contractors EEO Policy and Affirmative Action Plan
externally by including it in any advertising in the news media, specifically
including minority and female news media, and providing written
notification to and discussing the Contractor’'s EEO Policy and Affirmative
Action Plan with other Contractors and Subcontractors with whom the
Contractor does or anticipates doing business.

Direct its recruitment efforts, both oral and written, to minority, female and
community organizations, to schools with minority and female students
and to minority and female recruitment and training organizations serving
the Contractor’s recruitment area and the employment needs. Not later
than one month prior to the date for the acceptance of applications for
apprenticeship or other training by and recruitment source, the Contractor
shall send written notification to organizations such as the above,
describing the openings, screening procedures, and tests to be used in
the selection process.

Encourage present minority and female employees to recruit other
minority persons and women and, where reasonable, provide after school,
summer and vacation employment to minority and female youth both on
the site and in other areas of a Contractor’s workforce.

Validate all tests and other selection requirements where there is an
obligation to do so under 41 CFR Part 60-3.

Conduct, at least annually, an inventory and evaluation at least of all
minority and female personnel for promotion opportunities and encourage
these employees to seek or to prepare for, through appropriate training,
etc., such opportunities.

Ensure that seniority practices, job classifications, work assignments and
other personnel practices, do not have a discriminatory effect by
continually monitoring all personnel and employment related activities to
ensure that the EEO Policy and Affirmative Action Plan and the
Contractor’s obligations under these specifications are being carried out.
Ensure that all facilities and company activities are non-segregated except
that separate or single-user toilet and necessary changing facilities shall
be provided to assure privacy between the sexes.

Document and maintain a record of all solicitations of offers for
subcontracts from minority and female construction contractors and
female construction constructors and suppliers, including circulation of
solicitations to minority and female contractor associations and other
business associations.
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p. Conduct a review, at least annually, of all supervisors’ adherence to and
performance under the Contractors EEO policies and affirmative action
obligations.

5. Investigating Complaints

Investigation Framework — This information is being offered as a sample investigation
procedure. Under no circumstances is this information intended nor should this sample
be viewed as comprehensive or having legal sufficiency for contractors. You should
follow all applicable laws and regulations in developing your investigation procedures to
ensure compliance.

Receiving and reviewing the complaint

Initial receipt and acknowledgement of the complaint
Complainant interview
Create an investigation file

Maintain privacy of records

Determine Jurisdiction (Complaint/Issue Analysis/Timeliness/Standing to file)

Review and apply relevant State and Federal laws and regulations
Review and apply company policies

Allegations raised (Adverse act)

Identify the basis of the complaint (Protected classes)

Creating an Investigation Plan

Review the file and try to answer these questions (at minimum)
--Can jurisdiction be verified?
--Can a prima facie case be established under the proper formula?
--Can the accused provide a defense to the prima facie case? Are there
facts adequate to prove the underlying conduct supporting the cause of
action and thereby prevail.?
--Can this defense be affirmed or rebutted?

Determine what records to request and questions to ask of withesses

Before writing the plan, analyze the charge(s) and review any supporting material in an
effort to answer, at a minimum, the four questions listed above. Creating an
investigation plan allows the investigator to focus on the important questions, which
need to be answered including the relevant legal theories. In this way, irrelevant
guestions or inquiries can be avoided. The plan should be revised as the investigation
proceeds to account for new information or critical questions answered following
interviews and/or document reviews. After constructing your plan, select the first person
you would like to interview. This individual is likely to be interviewed first because
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he/she has been determined to have the most information. For this reason, the plan
usually identifies the complaining party as the first person to be interviewed.

Complaint Resolution

You may decide that it is appropriate to attempt settlement prior to a detailed
investigation or at any time during an investigation. However, you should ensure that
you have enough information when you do discuss settlement to be certain that the
relief you are offering is sufficient for the case at hand.

Conducting the Investigation

If a decision is made to conduct an investigation, you should provide written notice to
the parties that you have accepted the complaint for investigation. In your letter to the
parties indicate, 1) the basis for the complaint; 2) a brief statement of the allegation(s)
over which your company has authority to investigate; 3) a brief statement of the
company’s authority to investigate the allegations brought against the respondent; 4) a
statement that the investigation will be conducted in a confidential manner to the fullest
extent possible; 5) an offer to engage in settlement discussions with the parties at any
time during the process (this may not be possible if the allegations are complex or
involves a class of individuals); and 6) an indication of when the parties will be
contacted. Create an investigation file, which contains all information acquired or
documented in relation to the complaint.

Interviews

When interviewing keep in mind that you are looking for information, which refutes or
supports the allegations. Explain the purpose of the interview, listen effectively, probe
effectively with your questions, recognize the difference between factual information and
opinions, take clear and precise notes, deal with negative reactions by being
professional and impartial at all times. Stress that interviews are confidential and
generally should not be discussed outside the interview setting.

Documents

Most investigations will depend upon documents or written information. The review of
relevant documents during an investigation is critical to an effective investigation.

Final Report

Once information from interviews and documents have been reviewed and analyzed
relevant to the allegations, you should prepare a final investigative report. The final
report summarizes the important facts found and the conclusions drawn from the
investigation. It should be prepared in a manner, which can be easily read and
understood by a reviewer/decision maker. Generally, the final report is not released to
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the complainant or the recipient except in conjunction with a judicial or administrative
proceeding.

Closure Letter

In preparing a closure letter, include a restatement of the authority under which the
contractor to conducted the investigation. State the allegation(s), which were
investigated, and the findings for each allegation (allegations supported or not
supported). If the findings do not support the allegations, identify complainant’'s appeal
rights in complainant’s closure letter.
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Affirmative Action Requirements

1.

Written EEO Policy {230 CFR Subpart A, Appendix A (2)}

A.

The contractor must have a written EEO policy, which must be signed and
dated by the company's chief officer. The policy should be periodically
reviewed for updates and display a current date.

The policy must identify actions that the contractor will take to ensure
equal employment opportunity.

The policy must contain the name and means of access to the company
EEO officer.

The policy must contain the following statement:

"It is the policy of this company to assure that applicants are employed,
and are treated during employment, without regard to their race, religion,
sex, color, national origin, age, ancestry, veteran status or disability. Such
action shall include employment, upgrading, demotion, transfer,
recruitment, advertising, layoff, termination, compensation, and training,
including apprenticeship, pre-apprenticeship, and/or on-the-job training.”

Dissemination of the EEO Policy {FHWA 1273, Section II, (3)}, {230 CFR
Subpart A, Appendix A (4)}

A.

The contractor must make the EEO policy known to all employees,
applicants, unions, training program administrators and recruitment
sources. The contractor should also request cooperation of its EEO
obligation in employee meeting.

All members of the contractor’s staff who are authorized to hire, supervise,
promote, and discharge employees, or who recommend such action, or
who are substantially involved in such action, will be made fully cognizant
of, and will implement, the contractor’'s EEO policy and contractual
responsibilities to provide EEO in each grade and classification of
employment.

The contractor shall conduct a detailed review, at least semi-annually with
employees. During this meeting, the EEO Policy and affirmative action
requirements must be discussed with all employees. A separate EEO
meeting should be held with foremen and supervisors, having any
responsibility for hiring, assignment, layoffs, terminations or other
employment decisions.
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The EEO meeting must be documented including, the date and location of
the meeting, subject matter discussed and disposition of the subject
matter. A sample of review letters and forms are provided in the contract
compliance forms section of this manual.

All persons attending the meeting should be required to sign an
attendance roster. Minutes of the meeting must also be documented and
made available for inspection. A copy of the signed documents should be
retained in the company’s EEO files. Copies of the documents must be
forwarded to the appropriate contracting agencies, upon request. The
meetings should also be conducted at the following times:

At the time supervisory personnel are employed.

At the beginning of each new construction project.

At least semi-annually for all supervisory personnel.

All personnel working on the project should be included in
the EEO Policy Review.

The contractor shall discuss and disseminate the EEO Policy with all
employees at least semi-annually. It is suggested that the policy be
reviewed prior to each project commencement.

The policy should be discussed at EEO meetings, reviewed with all
officials annually, posted in the home office and at every job site and
included in all company reports. Meetings will be held before the start of
work and every six months thereafter. The EEO officer must conduct the
meetings. If an employee is not in attendance, the EEO officer must meet
individually with that person.

In written ads for employment the phrase "Equal Opportunity Employer"
must be used. The contractor should use minority and female publications
when possible and shall retain copies in the EEO files for three (3) years.

The contractor shall include the EEO Policy in all policy manuals and
collective bargaining agreements.

The contractor shall publicize EEO Policy in the company newspaper,
handbooks or other information booklets.

The contractor shall send a copy of the EEO Policy to all subcontractors,
vendors and suppliers with which business is anticipated.

The contractor shall conduct a review of the company’s overall compliance

with the EEO requirements annually and maintain documentation of the
results of that review.
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K. The contractor shall send copies of any EEO documentation to contracting
agencies, upon request.

Appointment Of EEO Officer {FHWA 1273, Section Il, (2)}, {230 CFR
Subpart A, Appendix A (3)}

A. The contractor must designate, in writing, a company official to monitor all
employment related activity to ensure the company’s EEO Policy is carried
out, reports are submitted related to the contract provisions, and act as
custodian of documentation and records. The EEO Officer must be
delegated the power to carry out the policy and must be capable of
effectively administering and promoting an active EEO program. The
individual must have full authority to carry out all EEO responsibilities. The
role must be designated to a person with authority to make decisions.

B. The EEO Officer must have access to records for every employee
including name, address, telephone, race, sex, classification, hours
worked, rate of pay and work site.

C. The EEO Officer must forward copies of the letter appointing the them to
all contracting agencies with which the contractor does business and
ensure that it is posted on all company bulletin boards and at all job sites.

D. The EEO Officer should be introduced to employees. Employees must be
made aware that they can contact the EEO Officer. If an inquiry is made

to an employee as to who the EEO Officer is, the employee should be
able to give the name of the EEO Officer.

EEO Officer Responsibilities
The EEO Officer's responsibilities must include but not necessarily be limited to:

A. Review the contractor's EEO Policy for compliance with federal
requirements.

B. Develop an affirmative action program to meet the EEO requirements.

C. Assist in identifying and resolving EEO problems.

D. Design and implement audits and reports to track the effectiveness of the
EEO Policy.
E. Serve as a liaison between the contractor and MoDOT.
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Serve as liaison to the community organizations used for recruitment
purposes.

Inform management of all EEO matters and problems within the company.
Audit training programs to determine effectiveness.

Provide career counseling to all employees.

Ensure equal access of all facilities operated by the company.

Rate supervisors on how well they meet their EEO goals.

Maintain all bulletin boards with EEO posters.

Encourage minorities and women to participate in all company social
activities and training.

Instruct all new employees in regard to the EEO Policy.

Capable of conducting investigations for the company regarding EEO and
employment matters if the need arises. The investigation may include
interviewing employees, maintaining confidentiality and submitting a
finalized report as to the findings to the President of the company if need
be.

EEO Records {FHWA 1273, Section Il, (9)}, {230 CFR Subpart A, Appendix A

(10)}
A.

The number of minority and non-minority group members and women
employed in each work classification on the project.

The progress and efforts made in locating, hiring, training, qualifying, and
upgrading minority and female employees. Written documentation must
be made verifying efforts.

The progress and efforts being made in securing the services of DBE
subcontractors or subcontractors with meaningful minority and female
representation among their employees. Written documentation must be
made verifying efforts.

The contractor shall keep such records as necessary to document
compliance with the EEO requirements. Such records shall be retained
fro a period of three (3) years following completion of the contract work
and shall be available at reasonable times and places for inspection by
authorized representatives of MoDOT and FHWA.
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EEO Issues

If any of the following conditions are found within the company, the EEO Officer
must take steps to correct them.

A.

w

o 0O

m

Under-utilization of minorities or women in any work classification within
the location of the federal-aid project.

Lower promotion rate for minority or women employees.

Hiring process that tends to eliminate minorities or women.
Minorities or women not participating in company training activities.
Non-support of EEO Policy by senior management or supervisors.

Lack of formal techniques or benchmarks for evaluating effectiveness of
the EEO program.

Lack of cooperation by labor unions or subcontractors.

Evidence of discrimination or harassment and the contractor’s failure to
address or properly investigate and remedy the matter.

Enhancing Affirmative Action Efforts

A.

All personnel involved in recruiting, hiring, disciplining and firing should be
trained and evaluated by the EEO Officer to ensure decisions are free of
bias or prejudice. All new supervisory or personnel office employees will
be given a through indoctrination by the EEO Officer, covering all major
aspects of the contractor’'s EEO obligations within thirty days following
their reporting for duty with the contractor. Documentation must be
maintained verifying this training. {FHWA 1273, Section Il, (3)(b)

Develop a useful list of recruitment sources for minorities and women, and

maintain follow-up contact with these sources. {230 CFR Subpart A,
Appendix A (5)(b)}

Minorities and women should be a part of the recruitment and hiring
process.
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Sexual Harassment Policy

A. The contractor must have a written Sexual Harassment Policy, which must
be signed and dated by the company's chief officer.

B. The policy must identify actions that the contractor will take to ensure an
environment free of harassment.

C. The policy must contain the name and means of access to the company
EEO officer.
D. The policy must be reviewed and updated annually, displaying a current

revision date.
E. An example policy can be found in the back of the manual.

F. The contractor must have a written method in place outlining the steps the
EEO Office must take in the event a sexual harassment complaint or any
other complaint is filed. The process must be outlined in detail and the
office must be aware of the process.

Recruitment {FHWA 1273, Section Il, (3)(b)}, {230 CFR Subpart A, Appendix
A (5)}

A. The contractor shall establish and maintain a current list of minority and
women recruitment sources, provide written notification to minority and
women recruitment sources and community organizations when the
contractor, or its unions, have employment opportunities available, and
maintain a record of the responses.

B. The contractor shall maintain a log or file of the name, address, race, sex
and telephone number for all off-the-street applicants, referrals from
unions, referrals from any recruitment source and the action taken with
respect to each individual.

C. Union contractors must refer non-union minorities or women to the union
and ensure follow-up contact was made and documentation of these
efforts.

D. The contractor shall encourage current employees to recruit other minority

and female workers. In addition, the contractor shall, where reasonable,
provide after school, summer and vacation employment to minority and
women youth.
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10.

The contractor must provide written notification to OFCCP and MoDOT
when the union is unable to provide minority and women referrals or
impedes the EEO Policy.

The contractor should write and visit minority, women and community
organizations, schools with minority and women students, and minority
and women recruitment and training organizations to inform them of their
firm's recruitment policy and the opportunity for minorities and women to
receive on-the-job training. The contractor must document follow-up
contact with these sources. Written documentation should include whom
the contractor spoke to, date, discussion, and any information provided.
When letters are sent to recruitment sources for vacant positions, follow-
up contact must be made and documented. If a contractor simply sends
out letters and does not follow-up with the sources, this will not be
considered a GFE (good faith effort) to locate minority and female
applicants.

The contractor shall document all recruitment efforts and retain this
documentation in the firm's EEQ files.

Personnel Actions {FHWA 1273, Section Il, (5)},

A.

The contractor must ensure that seniority practices, job classifications,
work assignments and other personnel practices do not have a
discriminatory effect by monitoring all employment related activities to
ensure that the EEO Policy and contractor obligations are implemented.

Documentation must be kept regarding training, referrals, lay-offs,
terminations, transfers, hiring and other employment practices.

The contractor shall conduct an annual inventory and evaluation of all
personnel for promotional and training opportunities.

The contractor must maintain documentation of the evaluation of all
employees, including rationale for selection or non-selection for a
promotion or raise.

The contractor will conduct periodic inspections of project sites to insure
that working conditions and employee facilities do not indicate
discriminatory treatment of project site personnel.

The contractor will periodically evaluate the spread of wages paid within

each classification to determine any evidence of discriminatory wage
practices.
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11.

12.

G. The contractor will promptly investigate all complainants of alleged
discrimination made to the contractor in connection with its obligation
under the contract, will attempt to resolve such complaints, and will take
appropriate corrective action within a reasonable time. The EEO Officer
must be properly trained on how to conduct investigations.

Personnel Evaluations

A. The contractor must annually conduct an evaluation of all employees for
promotions, raises and training opportunities.

B. The evaluation must be documented, as well as efforts undertaken to
prepare minority and women employees for promotion.

C. Evaluations must also be conducted on supervisors to ensure they are
carrying out Affirmative Action and the company’s EEO policy
requirements.

Training {FHWA 1273, Section II, (6)},

A. The contractor shall develop on-the-job training opportunities and/or
participate in training programs that expressly include minorities and
women. Programs, including union apprentice programs, must be
approved by the Department of Labor, Bureau of Apprentice and Training,
or MoDOT.

B. Contractors may meet this requirement by actively participating in the
AGC Missouri Manpower Development and Training Program or any other
program that has been approved by the U.S. Department of Labor or
MoDOT.

C. Contractors must make a good faith effort to achieve the contractual
trainee goals and to hire minorities and females who have successfully
completed training.

D. The contractor should provide notification to minority and women
recruitment sources of their participation in training programs.

E. Current employees should be notified of training opportunities in order to
assist in recruitment.

F. The contractor must contract recruitment sources in an effort to locate

minority and female trainees. Letters, telephone journals, or any other
methods can be used as documentation of these efforts.
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No trainee shall be paid less than 60% of the journey wage for the
classification they are training in. Where feasible, 25 percent of
apprentices or trainees in each occupation shall be in their first year of
apprenticeship or training.

13. Unions {FHWA 1273, Section II, (7)},

A.

The contractor shall provide immediate written notification to MoDOT and

to the Director of the OFCCP if any union with which the contractor has a

collective bargaining agreement has not referred a minority or female sent
to the union by the contractor, or when the contractor has information that
the union referral process has impeded the contractor's efforts to meet its

obligations.

In the event the union is unable to provide the contractor with a
reasonable flow of minority and women referrals within the time limit set
forth in the collective bargaining agreement, the contractor will, through
independent recruitment efforts, fill the employment vacancies without
regard to race, color, religion, sex, national origin, age or disability; making
full efforts to obtain qualified minority group persons and women. It shall
be no excuse that the union with which the contractor has a collective
bargaining agreement providing exclusive referral failed to refer minority
and female employees.)

The contractor will pursue best efforts to incorporate an EEO clause into
each union agreement to the end that such union will be contractually
bound to refer applicants without regard to their race, color, retaliation,
sex, national original, age or disability.

14. Working Environment

A.

The contractor must maintain a working environment free of
harassment, coercion and intimidation at all sites and facilities.

Ensure that all supervisory personnel and workers are aware of the
company EEO policy and that the policy is rigidly enforced. A contractor
may be legally liable for any violation that may occur, even without the
contractor's knowledge or consent.

All supervisors must be aware of and must carry out the EEO and non-
harassment policies. The company EEO Officer is responsible for
ensuring compliance.

All facilities and activities should be non-segregated.
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15.

16.

E.

All employees should sign a statement that they are aware of the

company EEO and non-harassment policies. The contractor should retain
copies of these statements in the company EEO files.

Disadvantaged Business Enterprises

A.

Each Contractor must designate in writing a "Disadvantaged Business
Enterprise Liaison (DBE) Officer”. That person must have the authority to
carry out the required duties. A letter needs to be sent to the DBE officer
outlining their duties and responsibilities on a yearly basis.

Notification of this appointment must be forwarded to all contracting
agencies, posted on the company bulletin board, and retained.

MoDOT requires that solicitation of certified DBE firms, and any responses
or follow-up, be documented and records maintained for three (3) years.

A directory of DBE firms may be obtained from MoDOT or found on the
MoDOT website at:

http://www.modot.mo.qgov/ecr/index.htm

Contractors must make a good faith effort in bidding and replacement of
DBE firms. Contractors are responsible for ensuring that the DBE's
perform a commercially useful function (CUF).

Written Affirmative Action Plan

A.

Every contractor/subcontractor must have a written Affirmative Action Plan
if they have 50 or more employees or any contract over $50,000.00.

In preparing an AAP, it should be customized to reflect an employer’s
organizational structure, policies, practices, programs, and data. In
addition to the records an employer is required to compile and maintain to
support the AAP [41 CFR 60-1.12 and 60-2.17(d)], the employer

should also keep materials evidencing its affirmative action efforts. This
may include items such as copies of collective bargaining agreements and
other documents that indicate employment policies and practices; copies
of letters sent to suppliers and vendors stating the EEO/affirmative action
policy; copies of letters sent to recruitment sources and community
organizations; and copies of contract language incorporating the EEO
clause.
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The Affirmative Action Plan must be signed by the head of the company
and be affirmed annually.

A sample Affirmative Action Plan can be viewed on the Office of Federal
Contract Compliance website.
http://www.dol.gov/esalregs/compliance/ofccp/pdf/sampleaap.pdf

41 CFR 60-2.10 - General purpose and contents of AAP

(a) Purpose.

(1) An affirmative action program is a management tool designed to ensure equal
employment opportunity. A central premise underlying affirmative action is that, absent
discrimination, over time a contractor's workforce, generally, will reflect the gender, racial and
ethnic profile of the labor pools from which the contractor recruits and selects. Affirmative
action programs contain a diagnostic component which includes a number of quantitative
analyses designed to evaluate the composition of the workforce of the contractor and compare
it to the composition of the relevant labor pools. Affirmative action programs also include
action-oriented programs. If women and minorities are not being employed at a rate to be
expected given their availability in the relevant labor pool, the contractor's affirmative action
program includes specific practical steps designed to address this underutilization. Effective
affirmative action programs also include internal auditing and reporting systems as a means of
measuring the contractor's progress toward achieving the workforce that would be expected in
the absence of discrimination.

(2) An affirmative action program also ensures equal employment opportunity by
institutionalizing the contractor's commitment to equality in every aspect of the employment
process. Therefore, as part of its affirmative action program, a contractor monitors and
examines its employment decisions and compensation systems to evaluate the impact of those
systems on women and minorities.

(3) An affirmative action program is, thus, more than a paperwork exercise. An affirmative
action program includes those policies, practices, and procedures that the contractor
implements to ensure that all qualified applicants and employees are receiving an equal
opportunity for recruitment, selection, advancement, and every other term and privilege
associated with employment. Affirmative action, ideally, is a part of the way the contractor
regularly conducts its business. OFCCP has found that when an affirmative action program is
approached from this perspective, as a powerful management tool, there is a positive
correlation between the presence of affirmative action and the absence of discrimination.

(b) Contents of affirmative action programs.

(1) An affirmative action program must include the following quantitative analyses:

(i) Organizational profile--Sec. 60-2.11;

(ii) Job group analysis--Sec. 60-2.12;

(i) Placement of incumbents in job groups--Sec. 60-2.13;
(iv) Determining availability--Sec. 60-2.14;

(v) Comparing incumbency to availability--Sec. 60-2.15; and
(vi) Placement goals--Sec. 60-2.16.

(2) In addition, an affirmative action program must include the following components
specified in the Sec. 60-2.17 of this part:

(i) Designation of responsibility for implementation;
(ii) Identification of problem areas;

(iiif) Action-oriented programs; and

(iv) Periodic internal audits.

(c) Documentation. Contractors must maintain and make available to OFCCP
documentation of their compliance with Secs. 60-2.11 through 60-2.17.
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17.

Notice To OFCCP

A.

The contractor must provide written notification to the Director of the Office
of Federal Contract Compliance Programs (OFCCP) within ten (10)
working days of award of any construction subcontract in excess of
$10,000 at any tier for construction work under a federal-aid contract. The
following is contact information for local OFCCP office in Missouri:

U.S. Department of Labor U.S. Department of Labor
ESA - OFCCP ESA — OFCCP

1100 Main Street, Room 860 Robert A. Young Building
Kansas City, MO 64105 1222 Spruce St, Room 10-207
(816)-502-0370 -phone St. Louis, MO 63103

(314)-539-6394

The notification must list the name, address, telephone number, estimated
dollar amount of the subcontract, estimated starting and completion dates
of the subcontract, and the geographical area in which the contract is to
be performed.

A sample letter is provided in the back of the manual. It is recommended
that a copy of this letter be kept in the EEO file.
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Section Il - Wage Rates and Payrolls

Contractors must conform to all Labor and Equal Employment Opportunity provisions
included therein. The following information has been compiled as an aid in fulfilling the
requirements for each area:

1. Wage Rates

A.

All construction contracts entered into by MoDOT contain provisions and
regulations governing the employment and payment of persons engaged
to perform work by contractors, subcontractors and others.

The prevailing rate of wages, overtime, and fringe benefits for the locality
of the work, as determined by the Federal Wage Rates, Department of
Labor and Industrial Relations of Missouri, or by any court decision is
contained in the proposal by special provision. The contractor and all
subcontractors must pay not less than the prevailing rate of wages,
overtime, and fringe benefits for all work performed under the contract.

In the event of a conflict between any prevailing rate of wage, overtime, or
fringe benefits as determined by the Department of Labor and Industrial
Relations and any minimum rate of wages, overtime, or fringe benefits as
determined by the Secretary of Labor, where the latter is applicable, the
greater of the two applies.

2. Payrolls {FHWA 1273, Section V},

A.

The prime contractor, and each subcontractor, is required to submit one
certified copy of payrolls for each week that work is in progress. If work is
temporarily suspended, the last payrolls should be appropriately marked
to note that it will be the last payroll until work is resumed. The payroll
records shall contain the name, social security number, and address of
each employee; his or her classification; hourly rates of wages paid (fringe
benefits); daily and weekly number of hours worked; deductions made;
and actual wages paid.

A certified copy of each weekly payroll must be submitted by the prime
contractor within 7 days of the payment date of the payroll. The
certification may be attached to the payroll or may be on the payroll itself.
The prime contractor will be considered responsible for submittal of
payrolls and certifications for all subcontractors on the project.
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Failure to submit the payrolls within the 7-day period will result in delay in
submittal of the engineer's payment estimates for each project involved.
Estimates not submitted by the established date are withheld until the next
estimate period.

Contractor's payrolls, certifications, and statements of compliance are not
required on Railroad or other Utility Adjustments, or on Maintenance
funded projects.

Wage rate interviews are conducted by project personnel as follows:

e One wage rate interview on each Interstate Project per week

e One wage rate interview on each Federal-aid Primary or
Federal-Aid Urban Project every two weeks

e One wage rate interview on Supplementary and 100% State
Financed Projects every four weeks

Labor interviews are not required on Railroad and other Utility
Adjustments.

Contractors or subcontractors employing apprentices or trainees under
approved programs shall maintain written evidence of the registration of
apprentices and trainees, and ratio and wage rates prescribed in the
applicable programs. Documentation of the enrollment shall be provided
to MoDOT prior to the individual commencing work on the project.

The correct employee work classifications must be shown. The
classification shown on the payroll should coincide with the classifications
shown on the Wage Rate Decision in the contract.

Hourly wage rates, including fringe benefits where applicable, and
overtime hourly rates must be shown for each employee, for each craft
worked.

Daily and weekly hours worked in each classification, including actual
overtime hours, worked must be shown.

Truck Drivers

A.

The names of owners/drivers of owner-operated trucks must appear on

applicable payrolls. The name and classification "Owner-Operator" is all
that is necessary. No other information, such as hours worked, amount
paid, etc., needs to be shown.
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Davis-Bacon wage rates do not apply to owner/operator trucking
transactions. However, if the individual spends a significant amount of
time on the project they will be required to be paid prevailing wage on the
project. For example, an individual driving a water truck on the project
and spends a significant amount of time on the project will be required to
be paid prevailing wage for those hours on the project.

If the work involves hauling done on the actual site where the construction
in the contract will remain when work has been completed, the truck
drivers are covered by the Davis-Bacon Act and are subject to prevailing
wage rates.

If the work involves hauling from an adjacent or nearby property dedicated
exclusively, or nearly so, to performance of the contract or project, and the
site is located in proximity to the actual construction location so that it
would be reasonable to include them, the truck drivers are covered by the
Davis-Bacon Act and subject to prevailing wage rates.

If the work involves hauling from an off-site location, such as permanent
home offices, branch plant establishments, fabrication plants, and/or tool
yards of a contractor or subcontractor, whose locations and continuance in
operation are determined wholly without regard to a particular Federal or
federally assisted contract or project, the truck drivers are not covered by
the Davis-Bacon Act and are not subject to prevailing wage rates.

The Fabrication plants, batch plants, borrow pits, job headquarters, etc., of
a commercial supplier, established by a supplier of materials before
opening of bids and not on the project site, are not part of the site of work.

Determinations of Davis-Bacon coverage must be based solely on the
location of the truck drivers' job site, rather than the employment status of
the driver. These determinations must occur on a case-by-case basis. It
is important that the contractor indicate as early as possible how the
trucking and hauling operations will occur on the project.

Employment Of Trainees

A.

A subcontractor can be used to meet the training requirement, however,
the contractor must determine how many of the trainees are to be trained
by the subcontractor and the contractor shall retain the primary
responsibility for meeting the training requirements. Where feasible, 25
percent of apprentices or trainees in each occupation shall be in the first
year of apprenticeship or training.
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The number of trainees shall be distributed among the work classifications
on the basis of the contractor's needs and the availability of journey
workers in the various classifications within a reasonable area of
recruitment. Prior to commencing construction on the project, the
contractor must submit to MoDOT the number of trainees to be trained in
each classification and the training program to be used for approval. The
ECR Unit will approve all trainee notifications submitted by the contractor.

Training and upgrading of minorities and women to journey status is a
primary objective of the On the Job Training requirement. The contractor
shall make every effort to enroll minorities and women. The contractor is
responsible for demonstrating the steps taken to illustrate that a "good
faith effort” was made to meet the training requirements.

No employee shall be employed as a trainee in any classification in which
that employee has successfully completed a training course leading to
journey status, or has been employed as a journey worker. The contractor
should satisfy this requirement by including appropriate questions in the
employee application or by other suitable means.

The minimum length and type of training for each classification must be
established in the training program selected by the contractor and
approved by MoDOT. MoDOT may approve a training program if it is
reasonably calculated to meet the equal employment opportunity
obligations and to qualify the trainee for journey status in the classification
at the end of the training period.

Apprenticeship programs registered with the U.S. Department of Labor,
Bureau of Apprenticeship and Training, or with a State apprenticeship
agency recognized by the Bureau, and training programs approved but not
necessarily sponsored by the Department of Labor, Manpower
Administration, Bureau of Apprenticeship and Training shall also be
considered acceptable provided the program is being administered in a
manner consistent with the equal employment obligations of Federal-aid
highway construction contracts. Approval from MoDOT must be secured
prior to proceeding.

MoDOT must approve any training program prior to the trainee/apprentice
commencing work in the classification covered by the program. It is the
intention of these provisions for training to be provided in the
construction crafts rather than clerk-typists or secretarial positions.
Training is permissible in lower level management positions such as office
engineers, estimators, timekeepers, etc., where the training is oriented
toward construction applications, however, these requests will be strictly
scrutinized. Training in the laborer classification may be permitted
provided significant and meaningful training is provided. Limited off site
training is permissible if the training is an integral part of an approved
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training program and does not comprise a significant part of the overall
training. If a trainee is denied by the ECR Office on a project, it does not
exclude the contractor from using the individual on the project; however,
any hours completed will not count towards the goal on the project.

Reimbursement may be made for training hours in excess of the number
specified in the contract. This reimbursement will be made even though
the contractor receives additional training program funds from other
sources, provided such other source does not specifically prohibit the
contractor from receiving other reimbursement. Requests for approval
must be submitted in writing to the Resident Engineer and forwarded to
the External Civil Rights Administrator for final approval.

It is expected that a trainee will begin working on a project as soon as
feasible after the start of work utilizing the skill involved, and will remain on
the project as long as training opportunities exist in the work classification,
or until they have completed the training program. It is not required that all
trainees work the entire length of the contract.

Trainees must be paid at least 60 percent of the appropriate minimum
journey worker's rate specified in the contract for the first half of the
training period, 75 percent for the third quarter of the training period, and
90 percent for the last quarter of the training period, unless apprentices or
trainees in an approved existing program or enrolled as trainees on this
project. Inthat case, the appropriate rates set out in the approved
program shall apply to all trainees being trained for the same classification
covered in the contract.

A trainee/apprentice must be pre-approved by MoDOT ECR Office prior to
the trainee/apprentice beginning work on the project.

A copy of the most recent trainee special provision (TSP) is attached to
this manual.

Working Foreman

A.

An individual performing work of a supervisory nature is exempt from
Davis-Bacon wage rates. However, if over 20 percent of the individual's
time is spent performing duties that are covered under classifications
included in the prevailing wage publication(s), including overtime, that time
is subject to the appropriate wage classification pay rate. The number of
hours worked, hourly rate paid and other applicable data must be reflected
in the certified payrolls.
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Section Il — Data Reports and Subcontractors Lists

Information to be Posted

Department personnel will regularly inspect the project site bulletin board to ensure
compliance with the requirements contained in the special provisions. Those
requirements include:

(@)

Form FHWA 1273, and addendum, contained in all current Federal-Aid
contracts, requires placement of notices and posters setting forth the
contractor's EEO Policy. These should be placed at the project trailer or
the area on the project where employees regularly congregate. The
required notices include:

(1)
(2)

3)
(4)
(5)

(6)

Contractor's signed EEO Policy

Notice of contractors and subcontractors EEO Officer, including the
name, address and telephone number

Federal and State Wage Rate Notices

Notice to Labor Unions of Contractor's commitment to EEO

Notice requesting Minority and Female referrals from present
employees

Notice to employees and applicants of available training programs
and entrance requirements

The required posters include:

Federal-aid Project Posters

(1)
(2)
(3)

(4)
()

(6)
(7)
(8)

(9)
(10)

(11)
(12)

"Discrimination in Employment is Prohibited by Law in Missouri"
"Equal Employment Opportunity is the Law"

"lgualdad de Oportunidad en el Empleo es La Ley" (Spanish
version of item 2)

"Wage Rate Information” FHWA-1495

"Informacion Sobre Escalas De Salarios Proyecto De La Carretera
De Ayuda Federal" FHWA-1495A (Spanish version of item 4)
FHWA 1022-Title 18

Notice to Employees (Davis Bacon) WH-1321

Job Safety & Health Protection English/Spanish (OSHA 3165 &
3167)

Your Rights — Federal Minimum Wage English/Spanish (WH 1088)
Notice to Workers with Disabilities Paid at Special Minimum Wage
(WH 1284)

Your Rights Under Family and Medical Leave Act of 1993

Notice to Employee Polygraph Protection Action (English/Spanish)
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State-Aid Project Posters

(b)
(©)
(d)
(e)
(f)
(9)

(1) Worker's Compensation Law
(2) Discrimination in Public Accommodation

The board is in good condition.

No items may be posted on the back of the board.

The board has weatherproof protection. Weatherproof protection is not a
contractual requirement, however it is desirable. Any faded or blurred
material must be replaced.

If the project is a federal aid project it must include both federal aid and
state posters.

Bulletin boards must be placed on the project site and in a location
accessible to all employees and potential applicants.

Posters can be obtained on MoDOT'’s website:
www.modot.mo.gov/business/contractor_resources/forms.htm

If there is no project specific site for the bulletin board, which may include, for an
example, near a portable john, which has been established along the roadside, then the
bulletin board may be kept in a foreman’s vehicle, as long as it contains all of the
standard requirements, and it is made accessible to all workers.
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Guide To The Required Employment Data Reports

1. Who Is Required To Fill Out The Forms?

A.

Prime contractors who have a federal-aid contract with the MoDOT with a
value amount equal to or greater than $10,000 are required to submit
Employment Data Reports quarterly throughout the year. Prime
contractors who have a federal-aid contract with MoDOT with a value
amount equal to or greater than $10,000 are required to submit
subcontractor Lists quarterly throughout the year. Suppliers, consultants
and surveyors are not required to complete the reports and subcontractor
lists.

During each reporting period the contactor is required to submit one
employment data report per project as well as one company-wide data
report. The contractor maybe required to submit more than one project
specific data report depending on the number of active federal-aid projects
the contractor is working on during the reporting period. During the
Annual Data Reporting Period the contractor will only be required to
complete the company-wide data report and not project specific data
reports.

The front cover of all MoDOT contracts indicates whether or not the job is federally
funded. These projects could include construction projects, off-systems projects, etc.

2.  What Subcontractor Lists Are Required, And When Are They

Due?

A.

Prime contractors are required to submit a subcontractor list for each of
the four reporting periods. The list should contain the name of each
subcontractor that worked on any MoDOT federally funded project as well
as the job number of the project. The subcontractor lists are due as
follows:

Subcontractor List Due Date
Annual Subcontractor List January 15™
Pre-Season Subcontractor List April 15
1391 Contractor List August 15th
Post-Season Subcontractor List October 15

*The subcontractor list is required as referenced in the FHWA 1273,
required contract Provisions Federal-Aid Construction Contracts, included
in each MoDOT federal-aid contract. Although reminder notices sent out
by MoDOT are a courtesy, it is the contractor’s responsibility to complete
and submit the subcontractor list by the above due date.
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The subcontractor list does not have to be submitted on a certain form.

The subcontractor list is simply a typed list of what subcontractors were
used during the appropriate reporting period. For further details, review
the question and answers at the end of this section.

3.  What Data Forms Are Required, And When Are They Due?

A.

The four reports due include the Annual Employment Data Report, Pre-
Season Employment Data Report, 1391, and the Post-Season
Employment Data Report. Each data report must be submitted, as
required in the FHWA-1273, Required Contract Provisions Federal-Aid
Construction Contracts, included in each MoDOT Federally Funded
contract, including off-systems projects. The contractor is required to
submit one data report per federal-aid project worked on during the
reporting period and one company-wide data report for the reporting
period. The contractor may be required to complete more than one
project specific data report depending on the number of federal-aid
projects worked on during the reporting period. During the Annual
Reporting period the contractor is only required to submit the company
wide data report.

Again, you are required to complete two sets of data reports reflecting
employment during the reporting period. One form is titled “Federal-aid
Contractor's Employment Report on Projects Let by the Missouri
Department of Transportation” and is to be used to report the breakdown
of the employees utilized on each individual federal-aid projects only. If
you worked on more than one MoDOT federally funded project you will be
required to submit one form for each project you worked on. If you had an
employee that worked on more than one federal-aid project during the
reporting period do not list the employee on both reports, only list the
employee on the project in which the employee worked a majority of their
time on. Each report must reflect the number of employees who worked
on that specific project only.

The second form is titled “Company Wide Report of Total Employment on
All Federal and Non-Federal Projects let by the Missouri Department of
Transportation” and is to be used to report the breakdown of the total
employees utilized on federal-aid and non-federal projects.

1. The Annual Employment Data Report is due on February 1st of
each year. The data reported must set out the company wide
employment during the entire previous year. If the company did not
work on any MoDOT federally funded projects during that entire
year, the report does not need to be filled out, however, the
company must submit a letter to that effect.
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The Pre-Season Employment Data Report is due on May 1st of
each year. The data reported must set out the company wide
employment for the payroll period for the last week of March. In
addition, the contractor must complete one employment data report
per project the contractor worked on during the reporting period. If
the company did not work on any MoDOT federally funded projects
during that week, the report does not need to be filled out, however,
the company must submit a letter to that effect.

The 1391 report is due on September 1st of each year. The data
reported must set out the company wide employment for the payroll
period during the last week of July. In addition, the contractor must
complete one employment data report per project the contractor
worked on during the reporting period. If the company did not work
on any MoDOT federally funded projects during that week, the
report does not need to be filled out, however, the company must
submit a letter to that effect.

The Post-Season Employment Data Report is due on November
1st of each year. The data reported must set out the company
wide employment for the payroll period for the last week of
September. In addition, the contractor must complete one
employment data report per project the contractor worked on during
the reporting period. If the company did not work on any MoDOT
federally funded projects during that week, the report does not need
to be filled out, however, the company must submit a letter to that
effect.

*The data reports are required in the FHWA 1273, required contract
Provisions Federal-Aid Construction Contracts, included in each MoDOT
Federally Funded contract. Although reminder notices sent out by
MoDOT are a courtesy, it is the contractor’s responsibility to complete and
submit the data reports by the above due date. If MoODOT does not
receive the data reports or subcontractor lists by the due date, the
contractors name will be submitted to FHWA as non-responsive.

The information reported must be obtained from the certified payrolls for the time period
to be reported. An original of each of these forms is included in this manual. If you
would like to obtain an electronic Microsoft Excel version copy of the forms, please e-
mail Missy.Stuedle@modot.mo.gov. It is the responsibility of the EEO Officer to submit
these reports and subcontractor lists by the due date. MoDOT will not provide the
contractor with a reminder to submit the reports or the subcontractor list by the deadline.
Incomplete reports will be returned to the contractor for re-submission. If your payroll
system or other computer program will allow you to create a document similar to the
data report, please contact our office at 573-751-1216 and we will review the document
to determine if the report can be submitted in lieu of the data reports.
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Completing The Required Employment Data Reports

A.

In the column titled “Company Name” enter the name and mailing
information for your company.

Company-wide reports: In the column titled "Number of Projects” enter the
total number of federally funded contracts worked on during the time
period being reported as well as the Job Numbers. If a contract is being
worked on over a number of years, the contract should be counted each
year on the Annual Employment Data Report. Project-specific reports: In
the column titled "Job Number" enter the specific job number for the
federal-aid project you are reporting on.

Company-wide reports: In the column titled "Total Dollar Value" enter the
total dollar value of all federally-aid contracts worked on during the time
period being reported. Project-specific reports: In the column titled "Total
Dollar Value" enters the total dollar value enter the dollar value of the
specific project being reported on. If a contract is being worked on over a
number of years, the full contract value should be counted each year on
the Annual Employment Data Report. Subcontractor should only include
the total dollar value they were awarded on the contract, not the full
contract amount.

Table A is to include the number of employees divided by job
classifications, sex and ethnicity. Miscellaneous job classifications should
be incorporated in the most appropriate category listed. Contractors must
report white females as white females not minorities.

In Table A, the columns titled Apprentice and Trainees must include the
individuals in training by job category and sex. Any individual included in
these columns should not be included in any other columns in Table A.

Table B must include any apprentices or trainees reported in Table A.
These employees should be divided by sex and ethnicity. The trainee and
apprentices column in Table A should equal the total number in Table B.

On the forms, the columns titled Total Emp. must equal the sum of the
columns titled Total Minority and Non-Minority. In addition, the columns
titted Total Minority must equal the sum of the columns titled African
Amer., Hispanic, Native Amer., and Asian Amer. This is true for both male
and female columns.

The person who completed the report is to sign in the column titled
“Prepared By”.
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Submit the Completed Reports To:
External Civil Rights
P.O. Box 270
Jefferson City, MO 65102

Phone — 573-751-1216
Fax — (573) 526-0558
Email — Missy.Stuedle@modot.mo.gov
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5. Frequently Asked Questions
Who is required to submit the Subcontractor List?

All contractors who are considered the Prime Contractor on any MoDOT
Federally Funded Projects.

What is the purpose of the Subcontractor List?

The purpose of the Subcontractor List is to give MoDOT an accurate list of what
subcontractors actually performed work during the reported week.

Is there a certain form the Subcontractor List is to be filled out on?

There is no certain form, however, MoDOT requests that the list to be submitted
on the company letterhead, unless the list is submitted electronically.

Should I submit a list of all of the Subcontractors that we have a subcontract with
during that week, or just the Subcontractors that actually performed work during
that week?

Only the Subcontractors that actually performed work during the reported week.

If we didn’t have Subcontractors that week, do | have to submit a letter indicating
that fact?

Yes, you are required to submit a letter indicating that you didn’t have any
subcontractors that worked on any MoDOT Federally Funded projects during the
reported period.

Is it necessary to include suppliers in the Subcontractor List?

No, Suppliers are not included.

What if we didn’t receive the MoDOT reminder notice until after the due date, and
still have not submitted our subcontractor list?

In this situation, the prime contractor must submit the subcontractor list as soon
as possible. Although MoDOT reminds the contractor of the requirement, it is the
contractor’s responsibility to complete and submit the subcontractor list by the
required due dates.
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If we didn’t perform work during the week reported, do | have to submit a letter
indicating that fact instead of the Data Report?

Yes, you are required to submit a letter indicating that you didn’t perform any
work on any MoDOT Federally Funded Projects during the reported period in
place of the Data Report required at that time.

If we claim that we didn’t perform work during the week reported, but MoDOT
indicates that a Prime Contractor listed me as working that week, what do 1 do?

If MODOT receives a letter or a 1391 from you indicating that you didn’t perform
during the reported week, but a Prime Contractor listed you as a subcontractor
that did perform work, MoDOT will return your letter or 1391 form. MoDOT will
include a letter informing you of the problem, and let you know what contractors
listed you as working.

After checking, if you find that you did not work during the week, you will need to
contact the Prime Contractor regarding this error. The Prime Contractor that
listed your company must notify MoDOT that you did not work. If you find that
you erroneously filed the report, and that you really did work, complete the 1391
report and submit it to MoDOT.

Is the 1391 form different than the Annual Data Report, the Pre-Season Data
Report, and the Post Season Data Report?

No, all reporting forms request the same information.

If there was a change order on the job, what dollar figure do | use?
The dollar amount used should be the original amount of the contract.

How do we know if a project is federally funded?
The front cover of each MoDOT contract should indicate which types of funds are
used for the project. If you are a Sub-contractor, you may have to contact the

Prime contractor for the project to obtain this information. It may be wise for the
EEO Officer to track the necessary information throughout the year.

Where do | obtain the information requested in tables A and B?

The information can be obtained from certified payrolls.
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What if we have a job classification that is not listed on your form?

If a job classification is not listed on the form, that employee is included with
whichever job classification it most closely relates to.

How is Table A to be completed?
The first column is Total Employees, which are the figures of the company’s
entire workforce broken out by craft. This column should be equal to the sum of
the Total Minority Column and the Non-Minority Column. The Total Minority
Column contains the figures of the entire minority workforce broken out in craft,
and should be equal to the sum of the following columns: African American,
Hispanic, Native American, and Asian American. The Apprentice and Trainee
Columns should be the apprentices and trainees worked, broken out by cratft.

How is Table B to be completed?

Table B is the Apprentice and Trainee workforce of the entire company, broken
out by ethnicity. The Total Employee column in Table B must be the same as the
Total of the Apprentice and Trainees column in Table A.

In Table A on the 1391, do we count Apprentices and Trainees in the total
Employee Column and Total Minority Column?

In Table A, Apprentices and Trainees are not counted in the total Employment
Column or the Total Minority Column.

Do we count the entire workforce, or just the employees that worked on MoDOT
projects?

The report will just reflect employees that worked on the particular project. The
company wide report will reflect company-wide employment figures.

If we work out of state, do we include only Missouri Projects, or the entire
workforce in table A and B?

If a contractor is based in Missouri, but does some out of state work, the entire
workforce should be provided. If a contractor has an office in Missouri, but also
has offices in other states, the information should include the workforce that was
used in Missouri alone.

Are past employees counted if they worked on projects that we worked on during
the reporting periods?

Yes. As long as the person was employed during the time of the reporting

period, they should be counted. The entire workforce during the reporting period
is counted.
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Do we count an employee even if they only worked for one or two days during the
time period?

Yes.

Do we have to make any contact to our prime contractors or subcontractors for
the completion of these reports?

No.

If we submit an incorrect report, what do we do?
If an incorrect report is submitted, MoDOT will return the report to the contractor
with a letter indicating the problem. The contractor is expected to complete the
report correctly and re-submit to MoDOT. Should the contractor realize that the
report was submitted incorrectly, MoDOT asks that you re-submit the corrected
report with a brief letter indicating the reason for re-submission.

Can | submit the reports and the subcontractor list electronically?

Yes, submit the reports to Missy.Stuedle@modot.mo.gov

If we have submitted the required report, but receive a letter from MoDOT
indicating they did not receive the report, what should we do?

If MODOT claims the report wasn’t received, it could be because of several
reasons. One common reason is that the report and letter crossed in the mail,
meaning that MoDOT hadn’t received the report before they sent out the letter.

In this case, e-mail MoDOT informing them of the error, and ask them to verify
that the report was received. If we indicate that we haven't received the report,
please re-submit the report, indicating that it is the second submittal. In any
case, it is always a good idea to keep a copy of the original report that was
submitted.

Can | check to make sure that MoDOT received the report?
Yes, send an e-mail to Missy.Stuedle@modot.mo.gov.. In this e-mail, ask the
specialist to respond to your e-mail, with indication to whether or not MoDOT has
received your report. In this e-mail, be sure to inform the specialist of the
contractor’s name and the date the report was sent.

What if we didn’t receive the MoDOT reminder notice until after the due date, and
still have not submitted our data reports?

In this situation, the prime contractor must submit the data reports as soon as
possible. Although MoDOT reminds the contractor of the requirement, it is the
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contractor’s responsibility to complete and submit the data reports by the
required due dates.
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COMPANY LETTERHEAD

Current Date

Name
Address
City, State Zip

Dear

This is to advise you that in addition to other company duties, you have been
appointed EEO Officer for this company. You will be expected to enforce the
company’s policies and to receive any complaints regarding EEO matters. You
will also be required to thoroughly investigate any complaints received from
employees including discrimination, sexual harassment, etc.

<Company> gives you the authority to implement the EEO Policy and to take
affirmative action as needed.

Sincerely,

Company Official

Notification to EEO Officer
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COMPANY LETTERHEAD

Current Date

Name
Address
City, State Zip

Dear

This is to advise you that in addition to other company duties, you have been
appointed DBE Officer for this company. You will be expected to solicit the use
of minority and women owned construction firms, when a subcontractor is going
to be used to complete a project.

<Company> gives you the authority to handle any concerns that may arise
regarding the Disadvantaged Business Enterprises.

Sincerely,

Company Official

Notification to DBE Officer
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COMPANY LETTERHEAD

Announcement
As EEO Officer, | recognize the following as my duties;

1. Maintain a good dissemination of the EEO Policy, so that all concerned will be
familiar with our company's commitment to the policy.

2. Recruit and employ minority and female employees in all positions.

3. Investigate, in depth, any claims of discrimination or unfair treatment.

4, Make periodic inspections of job sites for any signs of discrimination, coercion, or
intimidation.

5. Maintain all records pertaining to the EEO matters.

6. Conduct at least annual EEO meeting with all employees to educate on al

matters involving EEO, discrimination, sexual harassment or any other
employment matters.

7. Conduct at least annual EEO meetings with all supervisory personnel.

Any complaints or comments regarding employment the EEO policies or any other
employment matters should be directed to me at:

<Name>

<Address>
<City>, MO <zip>
555-5555 Residence
444-4444 Business
333-3333 Fax
Email -

Signature

Date

Posting of EEO Officer

46



COMPANY LETTERHEAD

A pre-job meeting was held on this date with supervisory personnel.

At this time, | explained our EEO policy and its implementation. Our obligations under
the contract special provisions and federal law were covered. The need and procedure
for locating, recruiting and hiring minority and female employees was emphasized. The
supervisors were instructed to review wages and classifications periodically to ensure
against discrimination. In addition, they were instructed to review the promotional
potential of all employees without regard to race, creed, sex, national origin, ancestry or
age. They were advised to make every effort to guard against any type of
discrimination or harassment and if any was observed to report to me.

Signatures of those present:

EEO Officer

Date

Project

Route

County

Pre-Job EEO Meeting-Supervisors
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COMPANY LETTERHEAD

Current Date

Name
Address
City, State Zip

Dear X

We currently have a contract with the Missouri Department of Transportation and
request your assistance in the recruiting and hiring of minority and female applicants.

At the present time, we are seeking to hire the following personnel to work in
County, Missouri on Route

One (1) Carpenter
One(1) Ironworker
One (1) Truck Driver

The job will start on and continue for approximately
months.

We would be pleased if your agency would refer qualified personnel to our firm for
possible employment. Your assistance in filing the above position vacancies will be
greatly appreciated. Please contact me at (555) 555-5555 should you have any
available candidates to fill the positions.

Sincerely,

Company Official

Sample Recruiting Letter
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COMPANY LETTERHEAD

The contract documents for this project include the provision for On the Job
training. Training and upgrading of minorities and women toward journey status
Is a primary objective of this program. This company is committed to these goals
and will make every effort to see that these objectives are met.

This company will conduct job training for classification of
New applicants and present employees are encouraged to apply. For more
information, contact at 555-5555.

Project

County-Route

Trainee Program
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COMPANY LETTERHEAD

On this date, | inspected the jobsite for this project to determine if there was any
evidence of discrimination, coercion, intimidation harassment or unfair treatment.

| found the following:

| inspected the payroll records for this project and found the following:

| <did or did not> find evidence of discrimination:

Explanation:

| <did or did not> receive verbal or written complaints from the project personnel.

Explanation:

EEQO Officer

Date

Project

Route-County

Payroll/Job Site Inspection
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COMPANY LETTERHEAD

Current Date

Missouri Department of Transportation
<Address>

<City>, MO <Zip>

Attn: R.E.

RE: EEO Officer
Project
Route, County

Dear

This is to inform you that the following individual has been appointed EEO Officer for
this company. They have full authority to carry out all EEO related matters.

<Name>

<Address>
<City>, MO <zip>
555-5555 Residence
444-4444 Business
333-3333 Fax
Email -

Sincerely,

Company Official

Notification-Resident Engineer
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COMPANY LETTERHEAD

Current Date

On day of , 200_, the annual review of all minority and women
personnel for promotion and training opportunities was conducted.

Results were as follows:

1. Mr. John Doe (Cement Mason) was promoted to Cement Foreman.

2. Ms. Jane Lee (Laborer) was selected to be enrolled in the training program as
a Cement Mason

3. Mr. Juan Ace (Carpenter Trainee) was selected for advanced graduation as a

Journey Carpenter.

EEO Officer

Evaluation of Employees
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COMPANY LETTERHEAD
EEQO Policy

It is the policy of this company to assure that applicants are employed, and are
treated, during employment, without regard to race, religion, sex, color, national
origin, disability, ancestry, age, or veteran status. Such action shall include, but
is not limited to employment, compensation, upgrading, demotion, transfer,
recruitment, layoffs, termination, training, or on-the-job training, rates of pay or
other forms of compensation.

We also have an obligation to maintain a work environment free of harassment of
any kind, intimidation and coercion at all job sites.

Any one who believes they have been discriminated against should contact the
company EEO Officer. The EEO Officer <Name> and be reached at:

<Name>

<Address>
<City>, MO <zip>
555-5555 Residence
444-4444 Business
333-3333 Fax
Email -

EEO Officer

EEO Policy
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COMPANY LETTERHEAD

Sexual Harassment Policy

<contractor> is committed to equal opportunity and affirmative action, and is dedicated
to fairness in all personnel management transactions including recruiting, hiring,
training, development, job assignments, promotions, transfers, personnel policy
administration, and discipline. Discrimination, harassment or retaliation based on race,
creed, color, religion, gender, age, national origin, or disability is against policy and will
not be tolerated. Any employee found to have engaged in discrimination, harassment,
or retaliation will be subject to a disciplinary action that could include termination.

Discrimination means to treat an individual or group differently because of race,
creed, color, religion, gender, age, national origin, or disability.

Harassment includes sexual harassment, or harassment based on race, creed,
color, religion, sex, age, national origin, ancestry, veteran status or disability.

A. Sexual harassment is unwelcome sexual advances, requests for sexual
favors, or other verbal or physical conduct of a sexual nature.

B. Harassment includes, but is not limited to, verbally or physically abusive,
insulting, hostile, or intimidating behavior or conduct toward another
individual on the basis of race, creed, color, religion, gender, age, national
origin, or disability.

Retaliation is adverse job action taken against an employee and includes, but is
not limited to disciplinary action, work assignment, performance evaluation or
promotion denial as a direct result of an employee's opposition to unlawful
employment practices, or as a direct result of the employee's participation in an
investigation proceeding or litigation regarding unlawful employment practices.

Any one who believes they have been discriminated against or harassed in any
form should contact the company EEO Officer. The EEO Officer <Name> can be
reached at:
<Name>
<Address>
<City>, MO <zip>

555-5555  Residence

444-4444  Business

333-3333 Fax

Email -

EEO Officer <Company> Date
Sexual Harassment Policy
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COMPANY LETTERHEAD

Current Date

, Inc. is morally and legally committed to nondiscrimination in
employment. Any person who applies for a job with this company will not be
discriminated against because of age, race, religion, sex, color, disability, veteran
status, national origin or ancestry.

It is also the policy of this company to maintain a working environment free of
harassment, intimidation and coercion at all times, at all sites and facilities at which our
employees are assigned with specific attention given to minorities and women working
at such sites. Your efforts to enforce this policy are required and appreciated.

Please by advised that our company must make additional efforts to meet the minority
and female employment availability in each county where the federal-aid project is
located. When additional employees are needed on your project, the following
procedure must be applied:

1. When referral sources (public and private) are contacted, specifically ask if they
have qualified minorities and females available. Make sure written
documentation as to the responses given.

2. Request employees on your project to refer minorities and females that they
know are available.

3. Document all contacts made with current employees and submit to this office for
review and filing.

It is the duty of each project manager, superintendent and supervisor to exert every
care in being fair in the administration of this policy.

Periodic meetings with personnel under your supervision should be held to ensure that
there is no discrimination and that the working environment is free of harassment,
intimidation and coercion. A written record of such meetings should be made and given
to the EEO Officer or project manager. All complaints of discrimination will be
investigated by the EEO Officer.

Signatures of those present:

Yearly Notice to Supervisors
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COMPANY LETTERHEAD

Current Date

Topics of Discussion:

1.

There is to be no harassment, intimidation, or coercion of any employees at any
worksite. It is the superintendent's responsibility to maintain an environment free
from these elements and to see that all employees are aware of this. Employees
that do not abide by this rule are subject to dismissal.

The superintendent is to ensure that work assignments and overtime hours are
not given in a discriminatory manner.

All persons applying for employment at the jobsite are to be given an
employment application. A log of all female and minority applicants is to be
maintained and given to the EEO Officer. If no hiring is being done at this
jobsite, the applicant should be forwarded to the main office so that the person
can be considered for job openings at other sites.

Any complaints, verbal or written, must be forwarded to the EEO Officer. The
employee should be informed how the EEO Officer can be contacted. All
complaints should be thoroughly investigated.

Superintendents are to hold jobsite meetings with employees to inform them of
the above policies. Any additional items discussed should be noted and each
employee present should sign the report.

Signatures of Superintendents,
Supervisors and Managers present:

Supervisors Meeting Environment
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COMPANY LETTERHEAD

Notice

Current Date
To All Employees

This is to advise that we welcome all applicants, regardless of race, creed, ancestry,
national origin, religion, sex disability, veteran status or age.

If you know of a minority or female interested in learning a new skill and working with
this company, please refer them to our Personnel Officer or the EEO Officer.

<Name>

<Address>
<City>, MO <zip>
555-5555 Residence
444-4444 Business
333-3333 Fax
Email -

EEO Officer <Company>

Posting Regarding Minority and Female Referrals
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COMPANY LETTERHEAD

Current Date

Name
Address
City, State Zip

RE: Project
County
Route

Dear

We have been awarded the prime contract on the above referenced federal-aid highway
project. Under the contract special provisions we are required to award subcontracts to
qualified DBE firms for % of the contract value.

If you are interested in participating as a subcontractor on this project, the plans are
available at our office for your review.

Sincerely,

Company Official

Solicit DBE Subs

58



Company:

Project:

Meeting Date:

Place of Meeting:

Subjects discussed and disposition:

Company EEO Policy and Affirmative Action Plan

Recruitment of Minorities and Women for employment and training opportunities
Identification of EEO Officer

Workforce diversity and recruitment

Wages and Payroll

Bulletin Boards

Training Opportunities

Complaints

N~ wWNE

Suggestions:

Remarks:
Name:
Signature:
Title:
ATTENDEES
Printed Name and Title Signature

EEO Meeting - Employees
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On , 200, conducted a review of

all persons with any responsibility for employee decisions with

(company)
Factors considered were:
() Efforts to recruit and /or hire minorities and females.

() Equal treatment of all employees.
() Dispute resolution.

The following individuals are doing an excellent job:

The following individuals are doing an adequate job:

The following individuals must improve their performance:

Evaluation of Supervisors
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COMPANY LETTERHEAD

Current Date

Name
Address
City, State Zip

Re: Job Number

This letter provides notice that <Company Name> received a contract on <Date>, in the
amount of $ . This contract is federally funded, and work begins on <Date>.
Completion is expected to conclude on <Date>. The project is located at

If you have any questions or comments regarding this or other contracts, please feel
free to give me a call at 555-555-5555.

Sincerely,

EEOQO Officer

Letter to OFCCP for Contracts over $10,000.00
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COMPANY LETTERHEAD

Current Date

Name
Address
City, State Zip

Dear

Enclosed is our current Equal Employment Opportunity (EEO) Policy. It is the policy of
this company to assure that applicants and employees are treated fairly and work in an
environment free of harassment of any kind. As a supervisor of this company, you are
expected to report any knowledge of discrimination, harassment, or intimidation that is
experienced by any of our employees to the company EEO Officer.

, Inc. is committed to nondiscrimination and equal opportunity in
employment. Any complaints or comments regarding employment or the EEO policies
should be directed to me at 555-555-5555. All complaints are confidential.

Sincerely,

Company Official

Enclosure

Letter to Supervisors With EEO Policy
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COMPANY LETTERHEAD

Current Date

Name
Address
City, State Zip

Dear ;

Enclosed is our current Equal Employment Opportunity Policy. It is the policy of this
company to assure that applicants and employees are treated fairly and work in an
environment free of harassment, intimidation, and coercion at all sites, and in all
facilities at which employees are assigned to work.

, Inc. is committed to nondiscrimination and equal opportunity in
employment. Any complaints or comments regarding employment or the EEO policies
should be directed to me at 555-555-5555. All complaints are confidential.

Sincerely,

Company Official

Enclosure

Letter to Employee's With EEO Policy
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COMPANY LETTERHEAD

Current Date

Name
Address
City, State Zip

Dear

Enclosed is our current Equal Employment Opportunity Policy. It is the policy of this
company to assure that applicants and employees are treated fairly and work in an
environment free of harassment of any kind.

, Inc. is committed to nondiscrimination and equal opportunity in
employment. As a vendor, subcontractor or supplier to this company your firm is
required to comply with all federal EEO and nondiscrimination requirements. Any
complaints or comments regarding employment or the EEO policies should be directed
to me at 555-555-5555. All complaints are confidential.

Sincerely,

Company Official

Enclosure

Notice to any Subcontractor, Vender or Supplier, with EEO Policy
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Minority & Women Recruitment Response Reqgister

Agency Contacted Date Response

Recruitment Responses
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COMPANY LETTERHEAD

This firm does not maintain or provide for its employees any segregated facilities at any
of our offices, work areas or job sites. This firm does not permit its employees to work
at any location where segregated facilities are maintained.

This firm agrees that any breach of this certification is a violation of the equal
opportunity provision of federally assisted highway contracts.

As used in this certification, the term “segregated facilities” means any waiting rooms,
work areas, restrooms, portable toilets, time clocks, drinking fountains, eating areas,
transportation and housing facilities provided for employees which are segregated by
explicit directive, habit, local customs or otherwise.

Any breach of these clauses may be grounds for debarment as provided in 29 CFR
5.6(b).

Name of Company

Company Official

Date

Certificate of Non-segregated Facilities
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APPLICANT LOG

DATE

Name,
Address,
Phone

Minority
Sex

Craft

Hired/Sent
to Union

Reason
if No
Hire

Request
From
Union
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ON-THE JOB TRAINING SPECIAL PROVISIONS (OJT TSP)

DESCRIPTION. This provision supplements subparagraph 7e of the Contract Provision entitled,
"Standard Federal Equal Opportunity Construction Contract Specification ", and in the implementation of
CFR Part 230, Subpart A, Appendix B

Purpose:

It is the policy of the MoDOT to require full utilization of all available training and skill-
improvement opportunities to assure the increased participation of minority groups,
disadvantaged persons and women in all phases of the highway construction industry. The
intent of the On the Job Training Program is to recruit entry-level individuals, when feasible, and
provide them with meaningful training intended to lead to journey-level employment. MoDOT
and it’s sub-recipients, in carrying out the responsibilities of a federally assisted contract, shall
determine which federal-aid construction contract shall include “Training Special Provisions.”
Under the Training Special Provisions, the Contractor shall make every reasonable effort to
enroll minority, disadvantaged persons and women trainees to the extent such persons are
available within a reasonable recruitment area. This training provision is not intended, and shall
not be used to discriminate against any applicant for training.

The Contractor is hereby advised that it is no excuse for a union, with which the Contractor has a
collective bargaining agreement providing for exclusive referral, to fail to refer minority and female
employees (23 CFR 230.411(e)(1)). Contractors are hereby made aware that if union referral practices
prevent the contractor from meeting the EEO requirements, the contractor should make written
notification to MoDOT's External Civil Rights Office (ECR) immediately. Furthermore, the FHWA's Form
FHWA-1273 EO bid conditions are to be included in the Contractor's affirmative action plan (AAP). The
EEO bid conditions specifically state, "In the event the union is unable to provide the contractor with a
reasonable flow of minority and women referrals within the time limit set forth in the collective bargaining
agreement, the Contractor will, through independent recruitment efforts, fill the employment vacancies.
Unions are not allowed to discriminate based on race, color, national origin or sex, union membership or
non-membership, or domicile.

Contractors can sometimes demonstrate that they referred minorities and women to the unions for referral
back to them, or the Contractors can demonstrate efforts made to request minorities and women from the
union when they see their work force is deficient in certain construction trades. These efforts should be
documented and will be verified by MoDOT.

Missouri State Department of Transportation’s Responsibility to Federal Highway Administration
FHWA

A. Program Administration

All training goals, including the number of training hours, on federally funded projects are to be
established by the External Civil Rights Office with Federal Highway Administration (FHWA) oversight.
The following guidelines will be utilized in selecting projects and determining the goal to be set:

. Availability of minorities and women for training.
. The potential for effective training.
Duration of the contract.
Dollar value of the contract (# of working days).
Under $1,000,000 -0
Over $1,000,000 to $3,000,000 — 1-2
Over $3,000,000 to $5,000,000 — 2-3

rwpp
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Over $5,000,000 to $10,000,000 — 3-4
Over $10,000,000 to $15,000,000 — 4-5
Over $15,000,000 to $20,000,000 — 5-6
Over $20,000,000 — * 6-7

* One Additional trainee per $5,000,000 of estimated construction
Contract amount over $20,000,000.

Total normal work force that the average bidder could be expected to use.

Geographical location.

Type of work.

The need for additional journeymen in the area.

The need to correct underutilization of minorities and females in specific trades.
A satisfactory ratio of trainees to journeymen expected to be on the contractor’s
workforce during normal operations (considered to fall between 1:10 and 1:4).
Recognition of the suggested minimum goal for the State

©oOoNo O

The intent of the program is to recruit entry-level individuals when feasible and provides them with
meaningful training, which will normally be expected to lead them towards journeyman-level. The unions,
Associated General Contractors (AGC), and the Contractors have voiced concern over the lack of young
people seeking employment in the highway construction trades. This, coupled with an aging workforce,
could cause us to experience a major shortage of trained highway construction workers in the near future.
The industry is already experiencing a shortage of minority and female construction workers in most
trades with the only exception being possibly Laborers in some areas. If the Contractors do not
voluntarily train as many people as possible with beneficial training, they will have no one to work on
contracts, which will affect their bidding ability as well as their business.

No apprentice/trainee can be assigned less than 500 hours on a contract. MoDOT will not assign
training on contracts that will not support the 500 hours. Providing less than 500 hours is not considered
to be beneficial training nor helping to achieve journey-level status. Therefore, a trainee/apprentice,
regardless of craft, must have been trained on the contact for at least 500 hours to be eligible for
reimbursement. However, the contractor may transfer the trainee, with MoDOT’s approval, to another
MoDOT highway construction project in order to continue the training. Upon reaching the 500 hours, the
contractor will be compensated as noted herein. If the enrollee is transferred to a non-federal project,
MoDOT, upon availability of funding, may have the option of reimbursing the contractor for those hours
completed that achieve the 500-hour minimum and for any hours that continue the successful training of the
individual(s). The same documentation will be required to be submitted in order to determine if hours will be
approved. However, if the trainee is moved to another federally funded enhancement, then a “change order”
could be requested for the additional hours, and thus offer the Contractor the necessary credit so as to
accomplish the 500 hour plateau. FHWA and MoDOT will only approve training programs meeting the
requirements of the Training Special Provisions (TSP). A program will be approved if it is reasonably
calculated to meet the equal employment opportunity obligations of the Contractor and to qualify the average
trainee for journeyman status in the classification concerned by the end of the training period. Furthermore,
apprenticeship programs registered with the U.S. Department of Labor, Bureau of Apprenticeship and
Training, or with a State apprenticeship agency recognized by the Bureau and training programs approved
but not necessarily sponsored by the Department of Labor, Manpower Administration, Bureau of
Apprenticeship and Training will also be considered acceptable provided it is being administered in a manner
consistent with the equal employment obligations of Federal-aid highway construction contracts.

No individual shall be employed as a trainee in any classification in which they have successfully completed
a training course leading to journeyman status or in which the individual has been employed as a
journeyman. The Contractor shall satisfy this requirement by including appropriate questions in the
employee application or by other suitable means. It is the Contractor’s responsibility to verify that the
individual has not be trained or worked at the journey level and their records shall document the findings.
Training under the TSP should only be directed toward those trades where underutilization/under
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representation exists. Flagging/traffic control programs are not considered as meeting the intent of the TSP.
However, other programs that including flagging training will be approved if the flagging portion is limited.

A contractor may choose to transfer trainee hours worked on another project, whether MoDOT or not.
The contractor must submit monthly trainee reports for that project to the RE Office where the hours will
be credited. The contractor must submit with the monthly trainee reports, copies of the certified payrolls
so the RE Office can verify the number of hours worked on the project, as well as the wage the trainee
was being paid. Once the RE reviews the monthly reports, copies of the monthly reports should be sent
to the External Civil Rights Office. The RE Office should include with the report a note indicating the
hours that are being transferred from the other project. Both job numbers must be included in the note.

B. Approval Process General

The intended training plan must be submitted 30 days prior to work commencing. Failure to submit the plan
will result in withholding of the first monthly progress payment. A written explanation outlining why the delay
occurred may be submitted to the External Civil Rights Office for consideration. A revised training plan must
be resubmitted when modifications to the plan or schedule occur. The plan must contain the trades proposed
in which to accomplish the training item in the contract, the number of trainees, hours assigned to the trade,
and the estimated beginning work date for the trainee/apprentice. Acceptable training programs include:

1. BAT Programs — Apprenticeship programs approved by the U.S. Department of Labor, Bureau of
Apprenticeship and Training.

2. Any other program, such as the Missouri Manpower Programs, which have been approved by
FHWA and MoDOT on an annual basis.

Apprentice/Trainee Approval Forms

Submittal of the TRAINEE NOTIFICATION/APPROVAL/UPGRADE — After the training plan has been
approved, the Trainee Approval Form should be submitted prior to the trainee commencing work on the
project. It is the intention of these provisions that training is to be provided in the construction crafts
rather than clerk-typists or secretarial-type positions. Training is permissible in lower level management
positions such as office engineers, estimators, timekeepers, etc., where the training is oriented toward
construction applications. Training in the laborer classification will be permitted only with the approval of
the External Civil Rights Office with concurrence from the FHWA Division Office. Some offsite training is
permissible as long as the training is an integral part of an approved training program and does not
comprise a significant part of the overall training. Reimbursement to the Contractor for off-site training as
indicated above may only be made when the Contractor does one or more of the following and the
trainees are concurrently employed on federal-aid projects.

Contributes to the cost of the training.
Provides the instruction to the trainee.
Pays the trainee’s wages during the off-site training period.

Good Faith Efforts (GFE)

Substantial Compliance — Although the OJT Program is specifically designed to increase minority, and
female participation on federal aid highway construction projects where underutilization exists, it is not
intended to be discriminatory. Contractors and subcontractors may utilize a non-minority male
apprentice/trainee if sufficient documented good faith efforts are taken to fill the specific training position
with either minorities or females. The Contractor shall enroll minorities, women or economically
disadvantaged individuals, where possible, and document their good faith efforts, prior to the hiring of
non-minority males not identified as economically disadvantaged. The Contractor may suggest that a
subcontractor fulfill a portion of the contract work. However, he/she shall determine how many, if any, of
the trainees are to be trained by the subcontractor, and secure approval from MoDOT. Never the less, the
Contractor shall retain the primary responsibility for meeting the training requirements imposed by this
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Special Provision. The Contractor shall apply the requirements of this Training Special Provision to such
subcontracts. Where feasible, 25% of apprentice or trainees in each craft shall be in their first year of
apprenticeship training. The Contractor shall be aware that even if a trainee has been previously
approved to work on a prior MoDOT project, that trainee may not be approved on future projects if the
trainee is not in their first year of apprenticeship training.

A good faith effort requires that the Contractor furnish evidence of his/her systematic and direct
recruitment efforts through the use of public and private sources likely to yield minorities and females.
The following, example, represents one element of good faith efforts: The Contractor must submit letters
that are project specific (where is the project, how long it will last, type of pay) and targeted for the crafts
utilized and must be sent to Community Based Organizations (CBOs) (two or three that are likely to refer
minorities or females), and unions/apprenticeships (if union shop). The letters must be forwarded prior to
job startup to alert CBOs to the possibility of the Contractor needing assistance finding minorities and
females. These letters should be ongoing and targeted when the Contractor needs assistance in locating
minorities and/or females in a specific craft. The Contractor’s letters should also address anything the
Contractor has done to hire minorities and/or females as well as files including employee referrals. The
Contractor in his or her letter must request a response and the Contractor must note the results of the
Contractor’s request for assistance. Good faith efforts must be two-way communications with
documented results. If a union contractor, contact the union first, then any and all other resources to
include two or three CBOs.

The Contractor shall, upon requests, be able to provide documentation of written solicitations to the
unions, local or regional community action agencies, or other sources likely to refer minorities or women,
such as the St. Louis Agency on Training and Employment or (SLATE), if applicable.

Such efforts may be considered good-faith efforts if they were results oriented. If the Contractor’s efforts
are repetitive mechanical exercises that have never produced a referral or are “stuffing” - that is copies of
letters not sent, then the non-productive activity cannot be considered to have been made in good faith.
If, however, the Contractor can demonstrate that it employed referrals form the sources contacted on
prior occasions and some efforts were not productive due to the lack of availability from usually
dependable and responsive sources, then the non-productive effort can be considered good faith. In the
absence of reasonable representation in any craft, the Contractor should to be able to provide proof of its
having requested referrals of minorities and women (i.e., records of telephone requests, including dates
and times, persons talked with, and for which crafts minorities and women were requested). Letters
should be detailed and include the type of vacancy to be filled, location of the project, potential
employment opportunities with the company, and current as it relates to the specific job opportunity (ies).

All sources relied upon by the Contractor in advertising for vacancies and recruiting employees,
especially those that resulted in referrals and employment should be identified and reported. Lists of
minority organizations and other recruiting sources that have not been used or which have not been used
recently or which if used, have never referred anyone for employment should not be considered to meet
the good faith effort test. All efforts reported by the Contractor to contact recruiting sources will be verified
with the recruiting source listed. Contractors often send these recruiting sources "form" letters indicating
they are under contract for a federal project. To be considered valid, recruitment letters should be
specific. For example, recruitment letters should specify the positions for which referrals are sought, the
number of employees needed, position requirements, estimated dates, who to contact, wage/salary
range, and other information sufficient to elicit interest and references of potential employees. Form
letters without specific information will not be considered good-faith efforts.

The terms and conditions of employment practiced by the Contractor should be explored to allow the
Contractor the opportunity to demonstrate whether there is adequate representation of minorities and
women throughout the life of the contract.

While it is the Contractor's prerogative to select who will be hired, recalled, rehired, or name requested, it
is also the Contractor's responsibility to ensure equal employment opportunity for minorities and women.
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The hours of minority and female employment and training should be substantially uniform throughout the
length of the contract, and in each trade, and the Contractor is required to make a good faith effort to
employ minorities and women evenly on each project when there are opportunities to do so. The
Contractor should not wait to hire minorities and women at the "eleventh hour" or “bicycle” employees
from project to project.

Ethnicity Verification

When there is a questionable ethnic claim concerning an individual submitted for participation in the OJT
Program, further documentation of that claim may be necessary to ensure eligibility. Acceptable
documentation for ethnicity verification includes, in order of preference:

Birth certificate

Naturalization papers

Native American — Indian Tribal roll, tribal voter registration certificate, or other official document
History of individual having held himself to be a member of the minority group or community
(driver’s license, school, medical, and service records)

Recognition of applicant in a particular minority community as a minority through sworn and
notarized statements from bona fide members of the community who are clearly disinterested
parties

Proof of membership and interaction in recognized minority organizations

If requested, the Contractor will be required to obtain this information from the employee claiming
the minority status

If an individual requesting minority status cannot provide acceptable documentation and does not
manifest the visual characteristics of the ethnic group claimed, the individual cannot claim
minority status for the purpose of the OJT Program

If a person manifests the visual characteristics of an acceptable ethic minority group, the
contractor may consider the person to be a member of that group

Beneficial Training

MoDOT will ensure its contractors provide on-the-job training aimed at developing or contributing to full
journey level status in the type of trade(s) involved. Training shall be consistent with the
trainee/apprentice program. Training tasks will be consistent with the approved trade classification for the
specific contract. The Contractor shall furnish the trainee a copy of the program the Contractor will follow
in providing the training. The Contractor shall provide each trainee and Resident Engineer
documentation showing the type and length of training that will be completed include classroom and on-
the-job hours. This includes providing information on the monthly trainee report and trainee notification
as to the total working and classroom hours the trainee/apprentice has completed to date.

Training Reimbursement Process

Submittal of a certified invoice requesting payment for training is required. Except as otherwise
noted herein, the Contractor will be reimbursed $3.50 per hour of training given an employee on
this contract in accordance with an approved training program.

Payments will not be made under the bid item “Training”, if the failure to provide the required
training is caused by the Contractor and a lack of good faith on the part of the Contractor to meet
the training requirements has been determined. For example, if the goal on the project is 1,000
hours and only one trainee reaches the 500 minimum threshold, then the Contractor will be
reimbursed for the 500 hours. However, if the trainee goal on the project is 1,000 hours and two
trainees receive less than the 500-hour minimum for each, the Contractor will not secure credit for
any of the hours under 500 that each of the trainees completed. If the trainee goal on the project
is not meet, then the remaining hours will be subject to the sanctions as outlined in this TSP. If a
trainee quits the project voluntarily, then the Contractor is required to fill the trainee slot as soon
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as possible and shall be reimbursed according to these standards. The hours completed by the
previous trainee will not be counted toward the new enrollee, if the original unskilled party has not
obtained the 500 hours.

Training will not be reimbursed if the Contractor fails to provide beneficial training. This includes
only partially meeting the training goal on the project.

Change orders may be submitted to the External Civil Rights Office to increase the Training
Hours assigned to a contract. Approval of such requests by the External Civil Rights Office will
be granted on a case-by-case basis.

Overrun hours of the training item must not exceed 25% of the contract quantity of hours
assigned or 1,000 hours, whichever is less.

6. This reimbursement will be made even though the contractor receives additional
training program funds from other sources, provided those sources do not specifically
prohibit the contractor from receiving other reimbursement.

Monitoring

MoDOT will monitor contractors to ensure trainees and apprentices are receiving beneficial training in the
type of trades submitted. Training shall be consistent with the training program or those OJT Programs
the FHWA and MoDOT have approved.

It is normally expected that the trainee/apprentice will begin training on the project as soon as possible,
utilizing the skills involved and remaining on the project as long as training opportunities exist in the work
classifications or until the completion of the training program.

Onsite Interviews are performed to determine:

Whether apprentice/trainee is receiving in designated craft
Work place environment

If trainee/apprentice is experiencing problems on the job site
If the apprentice/trainee is being treated fairly

MoDOT monitors contracts with training through onsite visits, monthly training reports and construction
reports. These reports are generated by the Contractor and are to be disseminated to the Resident
Engineer Office. If there are problems, the External Civil Rights Office will contact the Contractor to
address the deficiencies.

1. If there are deficiencies, the Contractor must provide a corrective action plan addressing the
deficiencies.
No payment will be made under the bid item “Training” if the Contractor fails to provide the
required training.
Payment will not be made if the Contractor fails to submit trainee reports in a timely manner.

Wages

Trainees will be paid at the rate set by the training program. The appropriate minimum journeyman's rate
paid cannot be less than the amounts set out in the 23 CFR Subpart A, Appendix B. For example, at
least 60 percent of the appropriate minimum journey person’s rate specified in the contract for the first
half of the training period, 75 percent for the third quarter of the training period and 90 percent for the last
quarter of the training period. The appropriate rates approved by the Department of Labor or
Transportation in connection with the existing programs shall apply to all apprentice or trainees being
trained for the same classification who are covered by the Training Special Provision.
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Reports

The Contractor shall provide for the maintenance of records and furnish monthly reports documenting the
Contractor's performance under this provision. All trainee notifications must be submitted prior to the start
of the project. If a trainee has been previously approved by MoDOT, the Contractor must still notify
MoDOT of the name of the individual(s) and proposed craft the trainees will be trained in, as well as,
indicate which project the trainees will be working on. The trainee notifications or listing of the proposed
trainees must be submitted via fax, mail or electronically to the ECR Office. If the Contractor fails to
submit the trainee notification or list of proposed trainees prior to the onset of the project, the Contractor
will be subject to the sanctions as outlined in this OJT TSP. Monthly reports shall include at least the
following information:

Contractor's name and address
Period, which the report covers
Job Number, Description, and Federal Aid number
Information for each employee being trained on the project, including:
- Name
- Social Security Number
- Trade/craft
- Pay percent, based on portion of training complete (if applicable)
- Journeyman's full prevailing wage applicable
- Trainee wage
- Hours this period
- Total trainee hours for the project for this period

Non-Compliance Sanctions

Progress payments shall be withheld for failing to comply with all OJT Program
requirements unless MoDOT accepts Good Faith Efforts.

Sanctions (Violations of EEO/OJT Provisions):

When the job is 50% complete the Contractor must have at least 50% of the trainee hours
assigned on that job completed. The percentage of job completion is based on the total value of
the contract paid to the Contractor. The remaining amount of the hours must be completed
before the completion of the project or the Contractor will be subject to liquidated damages unless
a GFE is submitted to and approved by the External Civil Rights Office.

If the training hours have not been obtained and a GFE has not been displayed upon project completion,
the Contractor will be assessed liquidated damages in the amount of $7.00 per hour for those hours not
realized. For instance, if the project goal was 1,000 hours and only 450 hours were met, then liquidated
damages would be assessed at 550 x $7.00 = $3,850.00.

If the External Civil Rights Office approves a GFE, then liquidated damages will not be
assessed.

If the Contractor does not achieve the full OJT goal, they will not receive partial credit for hours
completed. For instance, if the goal on the project was 1,000 hours and only 450 were convened, then no
reimbursement will be given for any hours fulfilled. If the goal on the project is 2,000 hours and only
1,500 hours are completed and no GFE is demonstrated, the contractor will receive credit for the 1,500
hours and also be assessed liquidated damages in the amount of the 500 hours there were not met.

In the event the Contract exceeds the trainee goal on the project, the Contractor must submit a request to
ECR to obtain an extension of hours. The maximum amount of hours beyond those enumerated in the
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contract cannot exceed 500 hours per 1,000. For instance, if the goal was 1,000, the Contractor can be
granted an extra 500 hours subject to the advance approval of the ECR Office, and concurrence from the
FHWA.

Trainee reports must be submitted following the last pay period of the month. Failure to timely submit the
reports, hours completed during that month will not be credited. In the cases of voluntary or involuntary
trainee termination or when the trainee completes the hours specified in the program, the contractor must
complete the trainee completion form within five working days. The Contractor’s failure to submit the
proper reports in a timely manner may result in the loss of reimbursement for the training hours for that
month

Failure to satisfactorily comply with the OJT requirements will also be reflected in the contractor’s
performance evaluation.

J:\Civil Rights\OJT Program\OJT Review Team\TSP 01-01-2007 final version.doc
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9.

Recruitment Sources

Organization

Adecco

Adecco

Adecco

Adecco

Adecco Employment

Adecco Employment

ADECCO Employment Services
Adult Vocational Service

Adult Vocational Services
Advent

Alpha Staffing

American Indian Center

AO Employment Services
Black Chamber of Commerce
Black Economic Union

Board of Alderman

Booneslick Regional Planning Commission
Career Education

Career Services Incorporated

Address

1807 N. Woodbine Road

777 E. Battlefield Suite 103D
431 SW Ward Road

777 E. Battlefield Street, Suite 103d

322 S. Neosho Blvd

2639 E. 32nd Street #W
352 36th Street, Suite 3

12 Municipal Drive, Suite A
3581 Jeffco Blvd

423 E. Logan Street #104
105 S. 4th Street

310 Armour, Suite 205

219 E. Columbia Street
1501 E. 18th Street, Ste 380
1601 E. 18th St.-230

Room 200, City Hall

122 E. Booneslick Road
801 North 11th St.

3447 S. Campbell Ave

City

St. Joesph
Springfield
Lee's Summit
Sprigfield
Neosho
Joplin
Quincy
Arnold
Arnold
Moberly

St. Joseph
Kansas City
Farmington
Kansas City
Kansas City
St. Louis
Warrenton
St. Louis

Springfield

State

MO

MO
MO
MO
MO
IL

MO
MO
MO
MO
MO
MO
MO

MO
MO
MO
MO

Zip
64501-

65807-

62301-
63010-

64502-
64116-
63640-
64108-
64108-
63103-
63383-
63101-
65807-

Phone

(816) 233-4665
(417) 887-5858
(816) 246-9890
(417) 887-5858
(417) 451-1330
(417) 624-1911
(573) 248-1781
(636) 933-4900
(636) 464-8094
(660) 263-4049
(816) 364-0066
(816) 471-8543
(573) 756-0707
(816) 474-9901
(816) 474-1080
(314) 622-3287
(636) 456-3473
(314) 345-5711
(417) 881-3554



Ll

Organization

Catholic Charties-Job Placement

Central Ozark Placement

Central Ozarks Private Industrial Council
Central Ozarks Private Industrial Council

Cherokee Business Association

Citizens' Service Bureau-Neighborhood Assistance

City of Independence Continuum of Care
Columbia Public Schools Career Center
Community Action Agency of St. Louis
Community Builders of Kansas City
Community Development Corp. of KC
Community Employment

Community Employment

Community Service Center

Community Services, Inc. of Northwest Missouri
Compass Employment Services, Inc.
Construction Prep Center

Contractor's Assistance Program
Creative Communities, Inc.

Creative Employment Services

Crowder College

Dade County Economic Development

Address

4532 Lindell Blvd

103 N. Fisher Street
300 3 4th Street

1202 Forum Drive
2728 Cherokee

Room 234, City Hall
111 E. Maple

4203 South Providence
2709 Woodson Road
3801 Blue Parkway
2420 E. Linwood Blvd., Ste 400
1538 SE Enterprise Ave
1940 E. 20th Street

220 S. 9th Street

P.O. Box 328

6347 Plymouth, 2nd Floor

6330 Knox Industrial Dr, Suite 101
P.O. Box 234

228 Circle Drive

601 Laclede Avenue

306 W. College Street

City

St. Louis
Versailles
Salem
Rolla

St. Louis
St. Louis
Independence
Columbia
Overland
Kansas City
Kansas City
Springfield
Joplin
Kansas City
Maryville
St. James
St. Louis
St. Louis
Dexter
Owensville
Neosho

Greenfield

State
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
KS
MO
MO
MO
MO
MO
MO
MO
MO

Zip
63108-

65560-
65401-
63109-
63103-
64127-
65203-
63114-4817
64130-
64109-

66101-
64468-
65559-
63133-
63139-
63841-

64850-
65661-

Phone

(314) 367-5500
(573) 378-4164
(573) 729-7137
(573) 364-7030
(314) 772-4640
(314) 622-4800
(816) 483-7685
(573) 886-2610
(314) 863-0015
(816) 922-7660
(816) 924-5800
(417) 869-4906
(417) 206-3400
(913) 621-5774
(660) 582-3113
(573) 265-6059
(314) 863-7857
(314) 645-3398
(573) 624-5313
(573) 437-8270
(417) 451-3223
(417) 637-5714

Fax



8.

Organization

Dan-D Service

Dan-D Services

Department of Economic Development
Department of Housing & Community Develop.

Department of Social Services -Division of Family

Dept. of Economic Development-Minority Busin. Advo

Developmental Center of the Ozarks

Division of Employment Security

Division of Workforce Development

Don Bosco Community Center

Don Bosco Nationality Center

Douglas County Family Services

East Missouri Action Agency

East Missouri Action Agency - Cape Girardeau Cty
East Missouri Action Agency - Iron County
East Missouri Action Agency - Madison County
East Missouri Action Agency-Bollinger County

Economic Development Programs

Elementary & Secondary Education, VVocational Dev.

Employment Connection
Encore Staffing
Encore Staffing

Address

2001 W. Jesse James Road Suite 3

803 S. Belt Highway

P.O. Box 1157

414 E. 12th St., 11th Floor
P.O. Box 2240

301 W. High St., Box 118
1545-B East Pythian

421 E. Dunklin

215 E. 5th Street

531 Garfield

1444 E. 8th Street

P.O. Box 187

107 Industrial Drive

P.O. Box 658

P.O. Box 523

120 W. Main Street

P.O. Box 93

Truman Building Room 270
P.O. Box 480

4000 Laclede

18920 E. Valley Parkway
17059 Bel Ray Blvd

City
Excelsior

St. Joseph
Jefferson City
Kansas City
Platte City
Jefferson City
Springfield
Jefferson City
Sedalia
Kansas City
Kansas City
Ava

Park Hills
Cape

Pilot Knob
Fredricktown
Marble Hill
Jefferson City
Jefferson City
St. Louis
Independence

Belton

State
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO

Zip

64507-
65102-
64106-
64079-
65102-
65802-
65102-

64124-
64106-
65608-
63601-
63702-
63663-
63645-
63674-
65102-
65102-
63108-

Phone

(816) 630-5909
(816) 232-2002
(573) 751-4962
(816) 274-2201
(816) 858-3740
(573) 751-3237
(417) 931-0901
(573) 751-3215
(660) 530-5627
(816) 691-2900
(816) 500-2743
(417) 683-4817
(573) 431-2229
(573) 334-5533
(573) 546-3191
(573) 783-5226
(573) 238-4220
(573) 751-4241
(573) 751-4400
(314) 652-0360
(816) 478-8367
(816) 322-8367

Fax

(417) 831-7539



6.

Organization

EOC Missouri Career Center
Experience Works

Experience Works

Experience Works

Experss Personel Services

Express Personel Service

Express Personel Services

Express Personnel Services

Family Resource Center

Flexible Staffing

Full Employment Council

Full Employment Council

Full Employment Council

Greater Kansas City Chamber of Commerce
Greenhills Area Workforce Development
Guadalupe Center

Harris-Stowe College-Placement Office
Heart of America Indian Center, Inc.
High Hope Employment Service

Hire Advantage

Hispanic Chamber of Commerce

Hispanic Chamber of Commerce

Address

215 E. 2nd Street

505 S. Ash

1661 N. 2nd Street

101 E. Jackson Street

704 S. Bishop Ave

1053 E. Malone Ave

601 Business Loop 70 W, Suite 128
704 Bishop

606 E Benton

1000 N. Jesse James Road Suite 1
849 E. South Street
15301 E. 23rd Street S
1740 Paseo

911 Main Street, Ste 2600
1213 Mable

2641 Belleville

3026 Laclede Avenue
600 West 39th Street

407 W. Hickory

1230 E. 7th Street

1600 Baltimore Avenue

P.O. Box 78386

City
Cameron
Buffalo
Clinton
Chillicothe
Rolla
Sikeston
Columbia
Rolla
Carrollton
Excelsior
Richmond
Independence
Kansas City
Kansas City
Trenton
Kansas City
St. Louis
Kansas City
Kirksville
Joplin
Kansas City
St. Louis

State
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO

Zip

64735-
64601-

65401-
64633-

64105-
64683-
64108-
63103-
64111-

64106-
63178-8386

Phone

(816) 632-7345
(417) 345-2797
(660) 885-5678
(660) 707-0601
(573) 364-5010
(573) 471-1680
(573) 443-1800
(573) 364-5010
(660) 542-0418
(816) 630-4600
(816) 776-3920
(816) 254-3297
(816) 471-2330
(816) 221-2424
(800) 554-5808
(816) 561-6885
(314) 340-3366
(816) 421-7608
(660) 665-2772
(417) 624-4338
(816) 472-6767
(314) 621-1991

Fax

(314) 340-3389
(816) 421-6493
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Organization

Human Development Corporation

Human Resource Staffing

Human Rights Commission

IMKO Staffing Specialists

J. Miles Personnel Service

Jackson County, Missouri Purchasing Depart.
Jef Intl Incorporated

Jefferson College-Career Planning

Jewish Vocational Services

Job Connection

Job Finders

Job Point

Job Point

Job Point

Job Point

Job Source

Job Training Programs

Joint Neighborhood Ministry

K.C. Minority Business Development Center
Kansas City Business Journal

Kansas City Hispanic Contractors Association

KCK Branch NAACP

Address
104 W. Chruch Street

16 Municipal Drive Suite F

3315 W. Truman Blvd.
900 N. Belt Highway

3029 E. Sunshine St., Suite A

415 E. 12th St., Room G-1
P.O. Box 80

1000 Viking Drive

1608 Baltimore

319 E. Battlefield, Suite B
1729 W. Broadway

2116 Nelwood Drive
1212 West Highway 24
1567 South Odell Ave
125 E. North First

107 W. St. Joesph Street
2 Merchants Drive

2911 McNair Avenue
1101 Walnut

1101 Walnut Street

1224 E. 9th Street

1809 N. 5th Street

City
Fayette
Arnold
Jefferson City
St. Joseph
Springfield
Kansas City
Gower
Hillsboro
Kansas City
Springfield
Columbia
Columbia
Moberly
Marshall
Wright City
Perryville
Hillsboro
St. Louis
Kansas City
Kansas City
Kansas City
Kansas City

State

MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
KS

Zip
65248-

65102-
64506-
65804-
64106-

63050-
64108-
65807-

65202-3645
65270-
65340-
63390-

63050-
63118-
64106-
64106-
64106-
66101-

Phone

(660) 248-3503
(636) 296-6001
(573) 751-3325
(816) 233-4040
(417) 882-5585
(816) 881-3267
(816) 424-6100
(636) 797-3000
(816) 471-2808
(417) 882-5627
(573) 446-4250
(573) 474-8560
(660) 563-8810
(660) 831-1141
(636) 745-2060
(573) 517-7900
(636) 789-3502
(314) 771-3987
(816) 471-1520
(816) 421-5900
(816) 421-3626
(913) 281-7900

Fax

(636) 789-5103
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Kelly Services
Kelly Services, Inc.
Labor Connections
Labor Finders
Labor Finders
Labor Finders
Labor Finders
Labor Ready
Labor Ready
Labor Ready
Labor Ready
Labor Ready, Inc.
Lakes Country
Lakes Country
Lakes Country
Lakes Country
Lakes Country
Lakes Country
Lakes Country
Lakes Country
Learning Oppurtunities

Life Skills Foundation, Inc.

Address

3715 Beck Road

28147B Highway 71
1617 SW 6th Street
1414 S. Glenstone Ave
1414 S. Glenstone Ave
1364 Jeffco Blvd

102 Brook Drive

1825 Cherry Street

1005 Majestic Drive
1651 W. 7th Street

603 E. Veterans Memorial
106 Business Loop 70 W
2626 West College Road
P.O. Box 1537

1421 B Forum Dr.

1562 Imerial Court

1700 West Austin, Suite C
468 N. Main Street

405 E. 4th Street

734 William Street

1203 S. Osteopathy
10176 Corporate Square

City

St. Joseph
Maryville
Blue Springs
Springfield
Springfield
Arnold
Fenton
Springfield
Fenton
Joplin
Warrenton
Columbia
Springfield
Camdenton
Rolla

West Plains
Nevada
Poplar Bluff
Joplin

Cape Girardeau
Kirksville

St. Louis

State
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO

Zip
64506-
64468-

65804-

65802-4637
65020-1537
65401-2508
65775-
64772-0356
63901-
64801-
63703-

63132-

Phone

(816) 233-3411
(660) 582-4800
(816) 224-5627
(417) 890-0575
(417) 890-0575
(636) 287-3709
(636) 287-3709
(417) 889-1996
(636) 861-3777
(417) 624-2734
(636) 456-3303
(573) 874-8916
(417) 862-1753
(573) 346-2487
(573) 341-2606
(417) 257-1545
(417) 667-2233
(573) 776-1941
(417) 659-9911
(573) 334-9344
(660) 627-1749
(314) 567-7705
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Linn State Technical College

Manpower

Manpower Incorporated

Martin Luther King Drive Business Association
Mary Rider Home

Midwest Recruiters

Minority Contractors Association of K.C.
Minority Supplier Council

Missouri Associated General Contractors (AGC)
Missouri Career Center

Missouri Career Center

Missouri Career Center

Missouri Career Center

Missouri Career Center

Missouri Career Centers

Missouri Commission on Human Rights
Missouri Commission on Human Rights
Missouri Division of Employment Security
Missouri Division of Job Development & Training
Missouri Industrial Development Council
Missouri One-Stop Career Centers

Missouri Service

Address

1 Technology Drive

2921 N. Belt Highway

1824 S. Lone Pine Ave

4214 Martin Luther King Dr
4361 Olive

1516 SW Morningside Drive
P.O. Box 27001

777 Admiral Blvd

P.O. Box 94

2720 Shepard of the Hills Express #B3
1567 S. Odell Street

912 Main Street

4811 Delmar

1202 W. Highway 28

315 E. Morgan

4909 Pennsylvania Ave, Ste 150
505 Washington

16 S. Coffman

2023 St. Mary's Blvd

204 E. High

P.O. Box 1684

P.O. Box 480

City

Linn

St. Joesph
Springfield
St. Louis

St. Louis
Blue Springs
Kansas City
Kansas City
Jefferson City
Branson
Marshall
Trenton

St. Louis
Owensville
Mount Vernon
Kansas City
St. Louis
Park Hills
Jefferson City
Jefferson City
Jefferson City
Jefferson City

State
MO
MO
MO
MO
MO
MO
MO

MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO

Zip

65051-
64506-
65804-
63113-
63108-

64127-
64106-
65102-

65340-

63108-

54111-
63101-
63601-
65109-
65102-
65102-
65102-

Phone

(573) 897-5000
(816) 364-1104
(417) 886-9300
(314) 533-3906
(314) 531-1144
(816) 224-3070
(816) 231-4400
(816) 256-8447
(573) 636-3188
(417) 334-4156
(660) 831-1141
(660) 359-3533

(573) 437-5567
(417) 466-7912
(816) 889-5100

(573) 751-4750
(573) 636-7383
(573) 751-0810
(573) 526-4261

Fax

(816) 221-4212

(573) 751-8835
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Missouri Vocational Association

Missouri Women's Council

MO Wins Workforce Development

MOKAN

NAACP

NAACP-KCMO Branch

National Association for Female Executives
National Association of Minority Women in Business
National Association of Women in Construction
National Conference of Christians & Jews
National Staffing, LLC

Northeast Missouri Workforce Investment
Northwest Missouri Regional Council of Govt
Northwest Service, Inc.

Office of Administration, Div. Of Design & Constru
Office of Administration, Division of Purchasing
Olathe Chapeter of NAACP

One-Stop Career Centers

One-Stop Career Centers

One-Stop Career Centers

One-Stop Career Centers

One-Stop Career Centers

Address
101 Madison
P.O. Box 1684

2416C S. Business Highway 62

4144 Lindell, Ste 316

625 North Euclid

21 N. 12th Street Suite 320
P. O. Box 090271

800 West 95th St, Ste 102N
1722 Oak

P. O. Box 15815

906 W. Valley

111 E. Monroe Street

114 West Third

624 W. Torrance

301 W. High Street, Box 809
301 W. High St., Box 809
1203 S. Lindenwoood

550 South Warren Street
2722 Oak Grove Road
3100 Northeast 83rd

511 South Kyler Street
1202 Forum Drive

City
Jefferson City
Jefferson City
Kirksville

St. Louis

St. Louis
Kansas City
Kansas City
Overland Park
Kansas City
Kansas City
St. Joesph
Paris
Maryville
Maryville
Jefferson City
Jefferson City
Kansas City
Warrensburg
Poplar Bluff
Kansas City
Monett

Rolla

State
MO
MO
MO
MO
MO
KS
MO
KS
MO
MO
MO
MO
MO
MO
MO
MO
KS
MO
MO
MO
MO
MO

Zip
65102-
65102-
63501-
63108-
63108-
66101-
64109-0271
66212-
64108-
64106-
64504-

64468-
65102-
65102-

64093-
63902-
64134-
65708-
65401-

Phone

(573) 634-7366
(573) 751-0810
(660) 785-2400
(314) 535-9200
(314) 361-8600
(816) 421-3626

(816) 421-3335
(816) 421-7097
(816) 333-5059
(816) 238-7199
(660) 327-5125
(660) 582-5121
(665) 822-3769
(573) 751-6908
(573) 751-8130
(913) 791-9565
(660) 543-8968
(573) 840-9595
(816) 437-3635
(417) 235-7877
(573) 364-7030

Fax

(573) 751-8835

(314) 361-4334

(660) 543-8943
(573) 840-9594
(816) 437-3643
(417) 235-5620
(573) 364-1865
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One-Stop Career Centers
One-Stop Career Centers
One-Stop Career Centers
One-Stop Career Centers
One-Stop Career Centers
One-Stop Career Centers
One-Stop Career Centers
One-Stop Career Centers
One-Stop Career Centers
One-Stop Career Centers
One-Stop Career Centers
One-Stop Career Centers
One-Stop Career Centers
One-Stop Career Centers
One-Stop Career Centers
One-Stop Career Centers

One-Stop Career Centers

OVCS Employment Services

Ozark Technical Community College

Paramount Staffing
Penmac

Penmac

Address

730 South Wall Avenue
115 West Highway 54
1661 N. 2nd Street
1108 Washington Square
1017 Olive

802 S. Route 13

15301 E. 23rd Street
3417 Division Drive
301 S. 7th Street

203 N. Sixth Street

122 E. Booneslick Road
2020 Parkway Drive
1514 S. Glenstone

9244 Watson Road

621 East Highland
1500 Vandiver Drive

2639 S. Jefferson Ave, Suite 1
400 N. Washington Suite 130-A

1417 N. Jefferson
424 S. Woods Road
1222 E. Hickory
1208 Deadra Drive

City
Joplin
Camdenton
Clinton
Washington
St. Louis
Lexington
Independence
West Plains
St. Joesph
Hannibal
Warrenton
St. Peters
Springfield
Crestwood
Nevada
Columbia
Lebanon
Farmington
Springfield
Chesterfield
Nevada

Lebanon

State
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO

Zip
64801-
65020-
64735-
63090-
63101-
64067-
64055-
65775-
64501-
63401-
63383-2004
63376-
65804-
63126-
64772-
65202-
65536-
63640-
65801-

Phone

(417) 629-3000
(573) 346-5616
(660) 885-5541
(636) 239-6703
(314) 589-8000
(660) 259-4671
(816) 325-5890
(417) 256-3158
(816) 387-9675
(573) 248-2520
(800) 264-5872
(634) 441-2422
(417) 887-4343
(314) 842-3600
(417) 448-1177
(573) 882-8821
(417) 532-6146
(573) 756-0377
(417) 895-7000
(314) 576-7700
(417) 549-9952
(417) 588-8990

Fax

(417) 629-3011
(573) 346-2007
(660) 885-5994
(636) 239-0329
(314) 231-7923
(660) 259-2791
(816) 325-5825
(417) 256-8059
(816) 387-2029
(573) 248-2526
(636) 456-2329
(636) 441-7045
(417) 887-1892
(314) 842-6109
(417) 448-1139
(573) 884-5055
(417) 532-6013
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Penmac

Penmac

Penmac

Penmac

Penmac

Penmac

Penmac

Penmac

Penmac Personel Services
Penmac Personel Services
Penmac Personnel

Penmac Personnel Services
Pike/Lincoln Technical Center
Pinnacle Group

Primary Staffing

Pro Staff

Professional Employment Group
Ranken Technical College
Return to Work Center-Projects with Industry
RM Business Staffing

Salud Center

SCLC

Address

1026 S. Bishop Ave
118 State Drive #A

204 W. Spruce Street
1100 Spur Drive

447 S. Ave

1209 NW 10th Lane
921 E. Broadway

108 Downey Drive
2011 S. Garrison Ave
306 E. College Street
2401 E. Sunshine Street
1205 Kingshiway Ste 4
P.O. Box 38

6100 NE Woodmont
542 E. 5th Street, #B
882 S. State Rte 291
999 Executive Drive, Suite 204
4431 Finney

8340 Mission Road, Ste 205
124 Kuhl Ave

2641 Bellview Street
1216 Brooklyn

City

Rolla
Hollister
Houston
Marshfield
Springfield
Ava

Bolivar
Cuba
Carthage
Greenfield
Springfield
Rolla

Eolia

Lee's Summit
Washington
Liberty
Creve Couer
St. Louis
Prairie Village
Warrenton
Kansas City
Kansas City

State
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO

MO
MO
MO

Zip

65661-
65804-
65401-
63344-0038

63113-
66206-

64108-
64127-

Phone

(573) 341-1400
(417) 339-4193
(417) 967-1880
(417) 468-4545
(417) 831-9100
(417) 683-2272
(417) 326-2829
(573) 885-2808
(417) 358-7763
(417) 637-2558
(417) 881-3778
(573) 341-1400
(573) 485-2900
(816) 350-1336
(636) 390-4367
(816) 792-5111
(314) 275-2000
(314) 371-0233
(816) 648-2892
(636) 456-5946
(816) 561-6885
(862) 241-8100

Fax

(314) 286-3612
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Slate - Work Connections

St. Louis Agency on Employment & Training

St. Louis Board of Education

St. Louis Community Development
St. Louis Job Corps Center

State Council on Vocational Education
The Staffing Center

The Whole Person, Inc.

Three Rivers Community College

U.S. Department of Labor ESA/OFCCP
University of Missouri System

Urban League

Urban League of Greater Kansas City
Veteran's Commission

Vocational Rehabilitation

Vocational Rehabilitation

Vocational Rehabilitation

Vocational Rehabilitation

Vocational Rehabilitation

Vocational Rehabilitation

Vocational Rehabilitation

Vocational Rehabilitation

Address

317 N. 11th Street, Suite 400
317 N. 11th Street, Suite M-13
1517 S. Theresa

1015 Locust, Suite 1200
4333 Goodfellow Blvd.

600 Monroe

507 N. Belt Highway

301 E. Armor Blvd. Ste 430
Three Rivers Blvd

1100 Main, Suite 860

225 University Hall

3701 Grandel Square

1710 The Paseo

P.O. Box Drawer 147

2865 James Blvd. Suite A
800 Progress Drive

3024 Dupont Circle

801 E. 15th Street

P.O. Box Drawer F

1412 N. Osteopathy, Suite B
112 Jaycee Drive

P.O. Box 980

City

St. Louis

St. Louis

St. Louis

St. Louis

St. Louis
Jefferson City
St. Joesph
Kansas City
Poplar Bluff
Kansas City
Columbia

St. Louis
Kansas City
Jefferson City
Poplar Bluff
Farmington
Jefferson City
Joplin
Nevada
Kirksville
Hannibal

Chillicothe

State
MO
MO
MO
MO
MO

MO
MO
MO
MO
MO
MO
MO

MO
MO
MO
MO
MO
MO
MO
MO

Zip
63101-
63101-
63104-
63101-
63120-
65102-
64506-
64111-
63901-
64105-
65211-
63108-
64108-
65102-
63901-
63640-
65109-
64804-
64772-
63501-
63041-
64601-0980

Phone

(314) 589-8000
(314) 589-8000
(314) 773-7926
(314) 622-3400
(314) 679-0300
(573) 751-2361
(816) 676-0303
(816) 561-0304
(573) 840-9600
(816) 426-3860
(573) 882-2707
(314) 615-3600
(816) 471-0550
(573) 751-3779
(573) 840-9595
(573) 218-6100
(573) 751-3251
(417) 629-3067
(417) 667-5081
(660) 785-2550
(573) 248-2410
(660) 646-1542

Fax

(816) 374-6035
(573) 882-5255
(314) 531-4822
(816) 471-3064
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Vocational Rehabilitation
Vocational Rehabilitation
Vocational Services, Inc.

West Central Community Action
West Central Community Oppurtunity
West Central Employment

West Central Employment

West Central Missouri Community Action
Westside Personel

Women in Charge

Women's Employment Network
Work Connection

Work Connection

Work Connections

Work Connections

Work Connections/Central Ozarks
Workforce Development
Workforce Development
Workforce Development
Workforce Development
Workforce Development

Workforce Development

Address

3102 Blattner Drive

613 East Kearney

905 Kent Street

1661 Commercial Street
11 Truman Hills Mall
Main Street

800 Harvey Street

P.O. Box 125

140 W. St. Louis Street
1340 Partridge Ave

1734 E. 63rd St., Suite 300
2020 Parkway Drive

655 Clinic Road, Suite 4
105 E. North Street

496 Old Rte 66

P.O. Box 1011

3417 Divisions Drive, Suite 1
2639 South Jefferson Avenue
3417 Divisin Drive, Suite 1
215 E. 5th Street

3 N. Henry Street

301 South 7th Street

City

Cape Girardeau
Springfield
Liberty
Warsaw
Warsaw
Wheatland
Harrisonville
Appleton City
Pacific

St. Louis
Kansas City
St. Charles
Hannibal
Eldon

St. Robert
Steelville
West Plains
Lebanon
West Plains
Sedalia
Farmington

St. Joseph

State

MO
MO
MO
Mo
MO
MO
MO
MO
MO
MO

MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO

Zip
63701-
65802-

64724-
63069-
63130-
64110-3448
63301-
63401-

65583-
65565-
65775-5789
65536-

64640-
64501-

Phone

(573) 651-2000
(417) 895-5863
(816) 781-9300
(660) 438-9737
(660) 438-5158
(417) 282-6642
(816) 884-2831
(660) 476-5529
(636) 271-7322
(314) 727-5515
(816) 822-8083
(636) 441-2422
(800) 501-0869
(573) 392-7854
(573) 336-7803
(573) 775-3502
(417) 256-3158
(417) 235-7877
(417) 256-3152
(660) 530-5627
(573) 756-6700
(816) 387-9675

Fax
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Workforce Development
Workforce Development
Workforce Development
Workforce Development
Workforce Development
Workforce Development
Workforce Development
Workforce Development
Workforce Development
Workforce Development
Workforce Development
Workforce Development
Workforce Development
Workforce Development
Workforce Development

Workforce Development

Workforce Employment Solutions

Workforce, Inc.

Address

203 N. 6th Street

2416 C. South Business Hwy
601 West Mohawk

110 S. By-Pass, Suite 2

111 N. Elm Street

1212 W. Highway 24

730 Wall Avenue

202 S. Kingshighway

760 S. Kingshighway, Suite J
P.O. Box 230

3675 W. Outer Road

1611 North 2nd Street

P.O. Box 66

1212B South Main

1661 N. 2nd Street

505 East Walnut

1105 N. Perryville Blvd, #B
610 Rozier Street

City
Hannibal
Kirksville
Chillicothe
Kennett
Nevada
Moberly
Joplin
Sikeston
Cape Girardeau
Caruthersville
Arnold
Clinton
Camdenton
Maryville
Clinton
Springfield
Perryville

Ste. Genevieve

State
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO

Zip
63401-3412
63501-
64601-
63857-
64772-

64801-
63801-
63703-7676
63830-
63010-
64735-1435
65020-0066
64468-
64735-
65804-

63670-

Phone

(573) 248-2520
(660) 785-2400
(660) 646-0671
(573) 888-4518
(417) 448-1177
(660) 263-5850
(417) 629-3000
(573) 472-5350
(573) 290-5766
(573) 333-0409

(660) 885-5541
(573) 346-5616
(660) 582-2200
(660) 885-5541
(417) 895-6899
(573) 547-6400
(573) 883-9900

Fax
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