
OMB No. 1250-0003
Expires 06/30/2019

Dear (Name of contractor official):

The U.S. Department of Labor, Office of Federal Contract Compliance Programs (OFCCP), 
selected your ___________________ [Insert: establishment located at (address), functional unit 
(name or description of functional unit), or corporate headquarters located at (address)] for a 
focused compliance review.  We are conducting this focused review under the authority of 
Section 503 of the Rehabilitation Act of 1973 (Section 503) and its implementing regulations in 
41 CFR Chapter 60.1  

A compliance evaluation may consist of any one or any combination of investigative procedures.
OFCCP describes the phases of a compliance evaluation in its regulations at 41 CFR Chapter 60.
For the purposes of this focused review desk audit, you are only required to submit the following
information:

1. A copy of your current Executive Order 11246 Affirmative Action Program (AAP) 
prepared in accordance with the requirements of 41 CFR § 60-1.40, and 41 CFR § 60-2.1 
through § 60-2.17;

2. A copy of your current Section 503 AAP prepared in accordance with the requirements of
41 CFR § 60-741.40 through § 60-741.47; 

3. The formation of job groups (covering all jobs) consistent with criteria given in 41 CFR §
60-2.12;

4. Results of the evaluation of the effectiveness of outreach and recruitment efforts that 
were intended to identify and recruit qualified individuals with disabilities as described in 41 
CFR § 60-741.44(f);

5. Documentation of all actions taken to comply with the audit and reporting system 
requirements described in 41 CFR § 60-741.44(h);

6. Documentation of the computations or comparisons described in 41 CFR § 60-
741.44(k)for the immediately preceding AAP year and, if you are six months or more into 
your current AAP year when you receive this listing, provide the information for at least the 
first six months of the current AAP year; 

7. The utilization analysis evaluating the representation of individual with disabilities in 
each job group, or, if appropriate, evaluating the representation of individuals with 
disabilities in the workforce as a whole, as provided in 41 CFR § 60-741.45.  If you are six 
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months or more into your current AAP year on the date you receive this listing, please also 
submit information that reflects current year progress;

8. Copies of your Employer Information Report EEO-1 (Standard Form 100 Rev.) for the 
last three years; 

9. A copy of your collective bargaining agreement(s), if applicable. Include any other 
documents you prepared, such as policy statements, employee notices or handbooks, etc. that
implement, explain, or elaborate on the provisions of the collective bargaining agreement;

10. Copies of reasonable accommodation policies, and documentation of any accommodation
requests received and their resolution, if any;

11. Your most recent assessment of your personnel processes, as required by 41 CFR § 60-
741.44(b), including the date the assessment was performed, any actions taken or changes 
made as a result of the assessment, and the date of the next scheduled assessment; and, 

12. Your most recent assessment of physical and mental qualifications, as required by 41 
CFR § 60-741.44(c), including the date the assessment was performed, any actions taken or 
changes made as a result of the assessment, and the date of the next scheduled assessment.

Please submit your AAP(s) and  support data to the address listed on page one of this letter as 
soon as possible, but no later than 30 days from the date you receive this letter.  Pursuant to 41 
CFR §§ 60-1.12(e) and 741.80(c), failure to preserve complete and accurate records constitutes 
non-compliance with your obligations as a federal contractor or subcontractor.  Once the 
evaluation begins, you are required to maintain all personnel and employment records described 
in the regulations enforced by OFCCP until the final disposition of the evaluation. 

We encourage you to submit your information in an electronic format to reduce the amount of 
time it takes to complete our evaluation of your [Insert establishment, functional unit, or 
corporate headquarters]. Should you opt to email your submissions, use email address 
__________.

You should be aware that OFCCP may initiate enforcement proceedings if you fail to submit 
AAPs and support data that represent a reasonable effort to meet the requirements of the 
regulations in 41 CFR Chapter 60.

Please also be aware that OFCCP may use the information you provide during a compliance 
evaluation in an enforcement action. We may also share that information with other enforcement 
agencies within DOL, as well as with other federal civil rights enforcement agencies with which 
we have information sharing agreements.

Finally, the public may seek disclosure of the information you provide during a compliance 
evaluation.  Under current law and regulations, OFCCP is required to comply with Freedom of 
Information Act, the Trade Secrets Act, the Privacy Act, and the 1987 Executive Order 
governing the disclosure of confidential commercial information. 
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Please contact ____________at ______________if you have any questions concerning the 
compliance evaluation.

Sincerely,

(Name of District Director)
District Director

 

3


