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Affirmative Action Requirements for
State Contractors and Subcontractors

v’ EEO Responsibilities - Overview

v Minority and female participation goals in the construction trades
v’ Affirmative Action Programs

v Demonstrating good faith efforts

¥’ Construction Job Sites — EEO Requirements

EEO Responsibilities - Overview

Contractors shall comply with equal employment opportunity (EEO) and affirmative action
requirements while performing on state and state assisted construction contracts. EEO
requirements include utilization goals for minority and women in the contractor’s construction
workforce during the performance of a state contract. The minority utilization goals vary by
geographical area and the female participation goal is 6.9% for all construction trades statewide.

Pursuant to Ohio Administrative Code (OAC) 123:2-3-02(A)(b), contractors and subcontractors
that do not meet the state utilization work hour goals must implement and demonstrate a good
faith effort to make specific affirmative action steps toward the accomplishment of the state's
utilization work hour goals. Sanctions and penalties may be imposed on contractors that fail to
meet the goals of an affirmative action program.

It is the responsibility of each contracting agency to develop a program to assist contractors’
through conference, conciliation, mediation, and persuasion to accomplish the goals and
objectives of State of Ohio’s affirmative action program.
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EEO COVENANTS

Affirmative action and equal employment opportunity requirements are included in the bid
specifications for all state and state assisted construction contracts. Contractors and
subcontractors must agree and comply with the following provisions while performing under
state contracts.

Conditions of a state or state assisted construction contract

Nondiscrimination:

The contractor and subcontractor shall comply with applicable law regarding equal
employment opportunity, including Ohio Revised Code (ORC) Sections 153.59, 125.111 and
all Executive Orders issued by the Governor of the state of Ohio.

In the hiring of employees for the performance of the work under any contract or
subcontract, no contractor or subcontractor, or any person acting on the Contractor’'s or
Subcontractor’s behalf, shall, by reason of race, creed, sex, disability, military status, or color,
discriminate against any citizen of the state in the employment of labor or workers who is
qualified and available to perform the work to which the employment relates.

No contractor or subcontractor, or any person acting on a contractor's or subcontractor’s
behalf shall, in any manner, discriminate against or intimidate any employee hired for the
performance of work under the contract on account of race, creed, sex, disability, military
status, or color.

The contractor and subcontractor shall cooperate fully with the state Equal Opportunity
Coordinator, with any other official or agency of the state or federal government, which
seeks to eliminate unlawful employment discrimination, and with all other state and federal
efforts to assure equal employment practices under the contract.

In the event the contractor fails to comply with the nondiscrimination clauses, the
contracting agency shall deduct from the amount payable to the contractor a forfeiture of
the statutory penalty pursuant to ORC 153.60 for each person who is discriminated or
intimidated against.

The contract may be terminated or suspended in whole or in part by the contracting agency
and all money to become due hereunder may be forfeited in the event of a violation.

Hiring Under State Public Improvement Contracts:

Any provision of a hiring hall contract or agreement which obligates a contractor to hire, if
available, only employees referred to the contractor by a labor organization shall be void as
against public policy and unenforceable with respect to employment under any public
improvement contract unless at the date of execution of the hiring hall contract or
agreement, or within 30 days thereafter, the labor organization has procedures in effect for
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referring qualified employees for hire without regard to race, color, religion, national origin,
military status, or ancestry and unless the labor organization includes in its apprentice and
journeyperson’s membership, or otherwise has available for job referral without
discrimination, qualified employees, both whites and non-whites (including African-
Americans).

Affirmative Action:

The contractor and subcontractor shall comply with the state’s Equal Employment
Opportunity requirements described under ORC Sections 9.47, 153.08 as well as, OAC 123:2-
3 through 123:2-11.

The contractor and subcontractor shall demonstrate its good faith efforts to comply with the
utilization goals currently established for minority and women employees.

The contractor and subcontractor shall post the EEO Policy and Sexual Harassment Policy
statements at the business location(s) and on job site(s).

Workforce Reporting - Input Form 29:

Contractors and subcontractors shall provide monthly work hour utilization reports (Input
Form 29) for the contractor’s or the subcontractor’s total workforce (private and public jobs)
within the State of Ohio. The report must be filed by the tenth day of each month, beginning
with the contract award and continuing until the contractor or subcontractor completes
performance of the contract. A contractor’s or subcontractor’s failure to submit a monthly
utilization work hour report shall be a basis for invoking any of the sanctions set forth in rule
123:2-7-01 of the Administrative Code.

The Input Form 29 must be submitted electronically through the Ohio Business Gateway:
http://business.ohio.gov/efiling/.

Condlitions prior to the execution of a state or state assisted contract:

The contractor shall submit with the bid an approved Affirmative Action Program or adopt
the state of Ohio’s Affirmative Action Program to the contracting agency.
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Minority and Female Participation Goals for Construction Trades

Contractors and subcontractors with fifty or more employees and a state contract of fifty
thousand dollars or more or; where a contractor’s or subcontractor’s contract for a state contract
exceeds an estimated total cost of five hundred thousand dollars regardless of the number of
employees must establish an affirmative action program. Contractors and subcontractors are
required to exert every good faith effort to accomplish the goals of an affirmative action
program. Contractors and subcontractors may obtain an acceptable affirmative action program
by either of the following methods:

Contractors and subcontractors may adopt the following state percentage goals for minority
utilization work hours. The goals are listed as the proportion of minority work hours to the
contractor's or subcontractor's total workforce hours, for all state and non-state construction
projects, during the performance of the state contract. Contractor's and subcontractor's good
faith efforts shall not be determined solely by the contractor's or subcontractor's
accomplishment of the utilization work hour goals.

Minority participation goal for each construction trade
e The Ohio State University — Medical Center Expansion - 10.6%

e University of Toledo - Center for Biosphere Restoration Research Bowman-Oddy
Laboratories and Wolfe Hall Renovations — 8.8%

Female participation goal for all construction trades
6.9%

The goal for the utilization of women in the construction trades applies to all of the contractors’
construction sites regardless of whether the project is a state or non state funded project. This
requirement shall be met by a determination of work hours utilized in the same manner as
minority utilization hours are calculated.

The minority and female goals are not a requirement for quotas. Quotas are expressly forbidden
by law. Affirmative action goals are targets for recruitment and outreach and should be
reasonably attainable by means of applying good faith efforts. The standard of compliance is
good faith.

Development of an Affirmative Action Program

An Affirmative Action Program (AAP) is a set of specific and result oriented procedures to which
a contractor shall apply every good faith effort. The objective of those procedures and efforts is
to ensure equal employment opportunity. An acceptable AAP will include an analysis of all
trades employed by the contractor within the last 12 months with an explanation of whether
minorities and/or women are currently being under utilized in any one or more trades. A
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necessary prerequisite to the development of a satisfactory AAP is the identification and analysis
of problem areas inherent in minority and/or female employment in the construction trades and
an evaluation of opportunities for utilization of minorities and females.

Applicable contractors must adopt the state of Ohio’s AAP or develop an acceptable program. If

a contractor does not adopt the state’'s AAP, the contractor must develop a program in
accordance to the requirements outlined in the OAC 123:2-3-04.

An acceptable AAP shall include the following:

PartI:

Part II:
1.

Basic Contents of an Affirmative Action Program

Development or reaffirmation of the contractor's equal employment opportunity policy
and sexual harassment policy in all personnel actions.

Formal internal and external dissemination of the contractor’s EEO policies.
Establishment of responsibilities for implementation of the contractor’s affirmative action
program.

Identification of problem areas (deficiencies) by organizational units and job
classifications.

Establishment of goals and objectives by organizational units and job classifications.
Development and execution of action oriented programs designed to eliminate
problems and further designed to attain established goals and objectives.

Design and implementation of internal audit and reporting systems to measure
effectiveness of the total program.

Compliance of personnel policies and practices with the sex discrimination guidelines.
Active support of local and national community action programs and community service
programs, designed to improve the employment opportunities for minorities and
women.

Consideration of minorities and women not currently in the work force having requisite
skills who can be recruited through affirmative action measures.

Summary data of applicant flow, hires, terminations, promotions and training for the last
12 months.

Analysis of Individual Trades

The contractor or subcontractor may develop their own minority utilization work hour

goals to include an analysis of all trades employed by the contractor and/or

subcontractor within the last year, provide an explanation of problem areas inherent in

minority employment, and provide an evaluation of minority underutilization in all

trades. To determine where minorities are underutilized in any trade, the contractor shall

consider the following factors:

e The minority population of the labor area surrounding contractor or subcontractor
job sites.
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e The minority employment rate in the labor area surrounding contractor or
subcontractor job sites.

e The percentage of the minority workforce in the immediate labor area.

e The general availability of minorities in the immediate labor area.

e The availability of minorities in an area from which the contractor or subcontractor
can reasonably recruit

e The availability of promotable minorities within the contractor's or subcontractor's
workforce.

e The anticipated expansion, reduction and turnover of the contractor's or
subcontractor's workforce.

e The existence and proximity of qualified training institutions.

e The degree of training the contractor or subcontractor is reasonably able to provide
to make all job classes available to minorities.

2. The contractor or subcontractor may adopt the state of Ohio’s minority goals or
supplement the state’s goals with specific affirmative action steps.

3. The contractor or subcontractor must adopt 6.9% utilization work hour goal for women
(OAC 123:2-3-05).

4. Union contractors shall obtain a certification from all labor unions stating that the
union’s employment policies and practices do not discriminate based on race, color,
religion, sex, or national origin. If a contractor cannot secure such certification, the
contractor must submit documentation of the attempts to get union’s response and/or
excuse for not providing a statement (OAC 123:2-3-06).

Goals, timetables and affirmative action commitments must be designed to correct any
identifiable deficiencies. Where deficiencies exist and where numbers or percentages are
relevant in developing corrective action, the contractor shall establish and set forth specific
goals and timetables. Such goals and timetables, with supporting data and analysis shall be a
part of the contractor’s written affirmative action program.

Where the contractor has not established a goal, its written affirmative action program must
specifically analyze each of the factors listed above and must detail its reason for a lack of a
goal. The goals and timetables should be attainable in terms of the contractor’s analysis of its
deficiencies and its entire action. Thus, in establishing its goals and timetables, the contractor
should consider the results which could be reasonably expected from its good faith efforts to
make its overall affirmative action program successful. If the contractor does not meet its goals
and timetables, the contractor’s good faith efforts shall be judged as to whether the contractor
is following its program and attempting to make the program work toward the attainment of its
goals.

The contractor must maintain all supporting data applicable to the development of the
contractor’s affirmative action program. The contractor's AAP must be submitted with the
contractor’s bid or prior to the submission of bids. The contracting agency must approve or
disapprove affirmative action programs submitted by a contractor. Pursuant to OAC 123:2-3-07,
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a contractor's failure to adopt the state’s affirmative action program or submit an acceptable
affirmative action program shall result in the contractor being found to be not responsive.

Accomplishment of an Affirmative Action Program

A contractor or subcontractor will have met the goals of the applicable affirmative action
program, either the state's affirmative action program or a contractor or subcontractor
developed and state approved affirmative action program, if the contractor or subcontractor can
establish one of the following:

(1) The contractor's or subcontractor's utilization work hours for minorities and women meet or
exceed the goals of the affirmative action program for the total of all the contractor's or
subcontractor's projects within the designated geographic areas.

(2) The contractor or subcontractor is a member of a contractor association or other employer
organization which has as one of its purposes expanded utilization work hours for minorities
and women and the total utilization work hours of minorities and women, by all member
contractors and subcontractors of the association or organization on all projects in which they
are involved within the designated area, meet the utilization work hour goals for the designated
geographic area.

(3) The contractor or subcontractor has a collective bargaining agreement with a labor union
that supplies the contractor or subcontractor with over 80 percent of the contractor's or
subcontractor's needed workforce and the total utilization work hours in the crafts the labor
union has referred on all projects within the designated area meet the utilization work hour
goals for the designated geographic area.

(4) The contractor, subcontractor or the employer association to which the contractor or
subcontractor belongs has a collective bargaining agreement with a labor organization that
supplies the contractor or subcontractor with over 80 percent of the contractor's or
subcontractor's needed workforce in a particular trade. Such labor organization is subject to a
court order or a consent decree containing an affirmative action program and the labor
organization meets the requirements of the affirmative action program.

Pursuant to OAC 123:2-3-04(F), where the contractor or subcontractor has denied any person
equal employment opportunity, the contractor or subcontractor will not have met the goals of
the contractor’s or subcontractor’s affirmative action program.
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Demonstrating Good Faith Efforts

Failure to meet employment goals - Good Faith Efforts

Contractors and subcontractors that do not meet the state work hour utilization goals must
implement and demonstrate a good faith effort to make the following state specific affirmative
action steps work toward the accomplishment of the state's utilization work hour goals.

e Maintenance of a file of minority and women job applicants and the action taken
with each applicant.

To Demonstrate Compliance: The contractor shall maintain an applicant flow log to
include name, address, telephone number and trade name of each minority and female
applicant showing: (1) the date of contact and whether the person was hired; if not, the
reason, (2) if the person was sent to a union for referral, and the results, (3) follow-up
contacts when the contractor was hiring.

¢ Notification to the state contracting agency of any labor union practice that impedes the
equal employment of minorities and women, including the union's failure to refer minority
and women applicants back to the contractor or subcontractor after the contractor's or
subcontractor's referral of the applicant to the union.

To Demonstrate Compliance: The contractor shall maintain copies of all letters to and

from the unions, minutes of meetings, etc., related to any claims that the union has
impeded the company’s efforts to comply with its obligations.

To Demonstrate Compliance: The contractor shall maintain copies of any letters sent
to the State EEO Coordinator that contain claims of non-referral or claims that a union
has impeded the contractor’s efforts to comply with EEO obligations.

e Publication and implementation of an equal employment opportunity policy within the
Contractor's organization.

To Demonstrate Compliance: The contractor shall have a written EEO policy which
includes the name and contact information of the company’s EEO Officer and (1) include
the policy in any company manuals, (2) maintain records that show employees are aware
and have received a copy of the policy, (3) discuss policy regularly at staff meetings and
(4) maintain copies of newsletters and annual reports which include the policy.

To Demonstrate Compliance: The contractor shall produce and distribute copies of the
policy statement prohibiting harassment to all employees. The Sexual Harassment Policy

Page 10
Construction Reform Demonstration Project (CRDP) — EEO Responsibilities




must include a definition of sexual harassment, company’s responsibilities under policy
and contact person in the event of a complaint.

To Demonstrate Compliance: The contractor shall post EEO Policy and Sexual
Harassment Policy statements in conspicuous locations at the business location(s) and all
construction job sites.

To Demonstrate Compliance: The contractor shall maintain records to demonstrate
policy is disseminated externally: (1) inform recruitment sources requiring compliance
with policy; (2) advertisements which includes EEO “tagline”, and (3) purchase orders and
subcontractor agreement forms which includes EEO requirements (make reference to
nondiscrimination covenants and Ohio Administrative Code 123:2-3 through 2-9).

To Demonstrate Compliance: The contractor shall give supervisory personnel (including
foreman, superintendents) and other employees memoranda and other written
instructions addressing the need to maintain a work environment free of harassment,
intimidation, and coercion. Copies of such written material shall be retained.

To Demonstrate Compliance: The contractor shall hold meetings to inform supervisory
personnel of their duty to carry out the contractor’'s obligation to maintain a workplace
free of harassment, intimidation, or coercion. Meeting minutes or other records of such
meetings shall be retained.

To Demonstrate Compliance: The contractor shall develop a formal procedure to
handle complaints of harassment and maintain records of such complaints and how the
company handled them.

To Demonstrate Compliance: The contractor's EEO Officer shall prepare and retain
reports, diaries, analyses, etc. of specific efforts made to monitor the work environment
for the presence of any forms of harassment, intimidation, or coercion, such as: verbal
visual or written abuse; physical aggressiveness; assigning women and/or minorities to
more difficult or dangerous work than men/non-minorities; or sabotaging of individual’s
work.

To Demonstrate Compliance: The contractor shall maintain copies of letters,
memoranda and notices to unions and training programs notifying them of the
contractor's EEO policies and requirements and requesting their assistance in meeting
those obligations.

To Demonstrate Compliance: The contractor may provide harassment awareness
training to supervisors and employees. Contractors should retain records of such
training which indicate the dates of the training, the names of those conducting the
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training, the names of those attending the training, and a copy or description of the
training materials.

e Evaluation of contractor's or subcontractor's employment practices, including job
classifications, promotions, recruitment and seniority designations, for discriminatory impact.

To Demonstrate Compliance: The contractor shall maintain records that show the
company EEO Officer reviews all: (1) monthly workforce reports, (2) hiring and
terminations, (3) training provided on-the-job, (4) minority and female employees
quarterly for promotion and encourages them to prepare for and seek promotion. The
records should be the EEO Officer's job description, reports, memos, personnel files, etc.,
documenting the activities for possible discriminatory patterns.

To Demonstrate Compliance: The contractor shall maintain records that show EEO
policies and state’s affirmative action obligations were reviewed with all employees
having any responsibility for hiring, assignment, layoff, termination or other employment
decisions.

To Demonstrate Compliance: The contractor shall conduct a review of all supervisors'
adherence to and performance under the company’s EEO policies and affirmative action
obligations.

e Maintenance of records detailing contractor or subcontractor efforts to recruit minorities
and women.

To Demonstrate Compliance: The contractor shall establish and maintain current list of
minority and female recruitment sources.

To Demonstrate Compliance: The contractor shall maintain files of letters to minority
and female recruitment sources announcing the employment opportunities and
application procedures. In order to maintain a record of recruitment organizations'
responses, contractor must retain any written responses received from the sources or
other correspondence such a log that recorded the responses. Documentation must
reflect ongoing efforts to recruit minorities and women during hiring opportunities.

To Demonstrate Compliance: The contractor shall send notice to its recruitment
sources for women and minorities announcing acceptance of applications for
apprenticeship or other training. This notice shall be sent no later than one month
before publication of apprenticeship and training announcements. The notification shall
describe the openings, screening procedures and tests to be used in the selection
process. If a union is responsible for acceptance into the training programs, contractors
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should ensure that information is obtained from the union on individuals who were
referred from the recruitment sources/organizations that were accepted in the program.

To Demonstrate Compliance: The contractor shall develop relationships with, and work
with local, regional, and/or state recruitment and/or sourcing offices that can identify
and provide qualified and/or skilled minorities and women who can be employed in its
construction trades and on construction projects. Ongoing documentation shall be
maintained.

To Demonstrate Compliance: The contractor shall develop relationships with local
and/or regional religious, community, and/or social leadership groups and/or agencies
such as, various religious organizations that offer employment programs for members,
local Urban League offices, other civic associations and non-profits that promote
minority and/or women employment, for the purpose of promoting the company'’s
efforts and recruitment of qualified and/or skilled minorities and women who can be
employed in its construction trades and on its construction projects. Documentation
shall be maintained.

To Demonstrate Compliance: The contractor shall institute and implement a
recruitment effort monitoring system, by which the company will describe, explain, and
document its efforts, including compiling ad retaining supporting documentation of its
efforts, to specifically request minorities and women in the construction trades.
Documentation shall be maintained.

To Demonstrate Compliance: The contractor shall, when economically feasible, and
appropriate for the purposes of furthering the company’'s business opportunities,
provide training to employees to assist with their continued retention and utilization by
the company in its construction trades. Documentation shall be maintained.

e Document and maintain records of all solicitations of offers for subcontracts from minority
and female construction contractors and suppliers, including circulation of solicitations to
minority and female contractor associations and other business associations.

To Demonstrate Compliance: The contractor shall provide a list of subcontracts
awarded to minority or female contractors and/or suppliers, showing the dollar amounts
involved.

To Demonstrate Compliance: The contractor shall provide supporting documentation
to show participation with minority or female contractors such as, invoices, purchases
orders, etc.
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To Demonstrate Compliance: The contractor shall provide supporting certification
documents for the minority and/or female businesses utilized.

To Demonstrate Compliance: The contractor shall retain solicitations sent to minority
and women's contractor associations or other business associations and state or local
governmental agencies.

e Comply with the requirement to submit a work hour utilization report (Input Form 29)
monthly while performing on state and state assisted construction projects.

e Comply with all applicable local, state and federal EEO and affirmative action requirements.

Construction Job Sites — Maintain a working environment free of discrimination, harassment and

intimidation

Contractors and subcontractors are mandated to maintain a working environment free of
discrimination, harassment and intimidation pursuant to the ORC 125.111 and 153.59. State and
state assisted construction project sites shall be monitored to ensure the contractors and
subcontractors comply with these regulations. Contractors and subcontractor shall maintain on
the job site the following:

e EEO Policy statement
e Sexual Harassment/Anti Harassment Policy statement
e Federal EEO Posters
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Employment Reporting Responsibilities

v’ Ohio Construction Contract Information Report - Input Form 29 (129): Work Hour Utilization

Input Form 29 — Work Hour Utilization Report

Contractors and subcontractors shall provide a monthly work hour utilization report (Input Form
29) for the contractor’s or subcontractor’s total workforce within the State of Ohio. The report
must be electronically filed by the tenth day of each month, beginning with the contract award
and continuing until the contractor or subcontractor completes performance of the contract.

Applicability: Prime Contractors and Subcontractors (regardless the tier)
The Input Form 29 must be submitted by all contractors (both prime contractors and
subcontractors) while performing on state and state assisted construction contracts, regardless
of the contract amount or number of employees employed by the contractor.

The Input Form 29 report must include:

e Construction trades only: all work hours worked in Ohio on all private and public
construction projects
e Work hours must be reported separately for each trade

The Input Form 29 report does not include:

e Supervisory personnel (Superintendent, Foreman)
e Office personnel

e Shop personnel (Warehouse, factory, etc.)

e Work hours on a specific state project

Contractors are required to inform all subcontractors of the reporting requirement.

Review Process

The contracting agency will monitor the contractor's or subcontractor's compliance with the
filing of the Input Form 29 (129) reports for each month the business is performing on a state or
state assisted contract.

The 129 reports are reviewed and analyzed to determine if the contractor or subcontractor had
any hiring opportunity to recruit, hire and maintain minorities and women in the construction
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trades while performing on the agency’s locally administered construction project(s). The
contracting agency will require the contractor or subcontractor to submit good faith efforts if
the contractor does not meet the minority and female participation goals.

Statutory Authority

e Ohio Administrative Code 123:2-3-9

Failure to Comply with Reporting Requirement

A contractor’s or subcontractor’s failure to submit a monthly utilization work hour report shall
be a basis for invoking any of the sanctions set forth in rule 123:2-7-01 of the Administrative
Code.

Submit an Input 29

The 129 must be electronically submitted through the Ohio Business Gateway (OBG). Below are
instructions to access, complete and submit the form through OBG:

e Open the following web link: http://business.ohio./efiling/

e Create a business account on the Ohio Business Gateway (OBG) webpage

e If you create an account and receive a message indicating the company already has an
account established, please contact the Equal Opportunity Division (EOD) at (614) 466-8380

e LogIn ~ Enter username and password

e Select Service ~ Equal Opportunity Division

e Select Type of Form ~ Input Form 29

e Complete each field on each screen and select "Next” to proceed to the next page

e Review Summary Page for accuracy and select "Accept Data”. Once Accept Data is selected,
the form will be placed in the Check Out Box on the account “Home" page.

e Select "Checkout (File and Pay)” and complete the check out process. A confirmation
number and receipt will generate once the process is complete. NOTE: The 129 will not be
received by EOD unless the form is checked out.

e Print Confirmation Receipt for record keeping

Frequently Asked Questions

How does a business submit an Input Form 29 report?
Effective December 2009, the application must be electronically submitted through the Ohio
Business Gateway. Please visit the following web link: http://business.ohio.gov/efiling/
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Are subcontractors required to submit an Input Form 29 report?
Yes.

Does a business that does not have a construction workforce and subcontracts out all
work required to submit an Input Form 29?

Yes. The business will answer no to the following question on the form: Does the company have
any work hours to report this month?

What work hours are reported on the Input Form 29 report?

All work hours for construction trades in the field only. The hours on the form must reflect the
company'’s statewide workforce which includes PRIVATE AND PUBLIC PROJECTS. NOTE: The
work hours reported on the form are not hours worked on a specific state or state assisted project.

Does the business continue to report the Input Form 29 report once a state project(s) has
been completed?
No.

Why is a business required to submit work hours on private and public projects?

Ohio Administrative Code 123:2-9 states: “contractors and subcontractors must submit total
workforce within the State of Ohio”. The work hours submitted on the report is utilized to
determine whether the contractor meets the minority and female utilization goals. A contractor or
subcontractor may employ a minority and/or female on a private project site and if these hours
are not reported, the contractor would not be permitted to count these hours toward the goals.
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OBG Instructions: SUBMITTING AN INPUT FORM 29

Web link to submit an 129 report: http://business.ohio./efiling/

Step 1. Once an account has been created: Log In ~ enter the username and password that was created.

- OBG - Ohio Business Gateway - Windows Internet Explorer =00
00" & ohio.gov v 18|44 P
File Edit View Favorites Tools Help

i Favorites | 35 @ - v

@ 0BG - Chio Business Gateway | W8 M- Pagv Sty Tools™ @

Hiogoy

i " CTATE OF OHIO

Ohio Business Gateway

Electronic Filing Services Login

! Existing Users New Users
Username: Create an OBG Username

Password: ........| Login If ou are stating a rletl. bus»_ness in Ohio _,.ou may need more than just an 0BG
Usemame, Please click here to learm more

By logging in. | agree to the terms of service

Forgotvour username of password?  Haunatroubla logaingin?  Review System Requiremants

For additional topics, please visit our Halp and Suppor Page.

For more information about the services

: available through the Ohio Business Gateway,
hio Business Gateway, —
Eldoironie Piling / please visit our home page.
v
hitp://obg.chio.gov/ / Trusted sites v %100% -
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http://business.ohio./efiling/

OBG Instructions: SUBMITTING AN INPUT FORM 29

Step 2: Select Service: Select Equal Opportunity Division from drop down box

/- 0BG - Home Page - Windows Internet Explorer
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Delete
Delete
Delete

Ohlo Budgat & Momt. (DLIA) Delete

Ohio Deferred Compensation 00080000 [
Ohio Dept of Commerce - Unclaimed Funds s —

Equal Opportunity Diision
Affirmative ABION Frogram vermeauon For 09/08/2009 Resume

Transactions Ready for Checkout (Ready to File and Pay)
There are no transactions ready for checkout,

(=)
=3

Delete

HEHEHREHE
£l €] (] (2 ] 2

Delete

Done J Trusted sites vl RANOL o
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OBG Instructions: SUBMITTING AN INPUT FORM 29

Step 3: Select Form ~ Construction Contract 1-29

- 0BG - Home Page - Windows Internet Explorer

—

P~ . [
€ IR ohio.gov vi|B4)|x] 4 Ay
File Edit View Favorites Tools Help

i Favorites |4 @ ] v

6 0BG - Home Page | M-8 ® - Pagev Safetyv ToolsY @v

Qhiogoy

e  STATE OF OHIO

Home History Administration Logout

Home

RPC Construction
FEIN: 11-1224664

f YOU 00 POLURRVE DOOREE 10 B BROVIOR OF UANRRCLYA, DIRREE BER YOUr COMODNY B DIMAGUIIONE) 10 Rt O vty your Dotk
Start a Service or Transaction

Select Service: v
Equal Opportunity Division

Affirmative Action Program Verification
Select | Certificate Of Compliance Application
Construction Contract1-29

Select | Unified Application

Select | Recertification Affidavit

EDGE Cross certification

Select | EDGE Mediation Complaint form

\
Transactions in Progress

Transaction Name Created Date

"' TI'UStEd SIES /a ' ”\ lm% v
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OBG Instructions: SUBMITTING AN INPUT FORM 29

Step 4: Complete all fields on form and select “Accept Data” on the Summary Page (last screen for the form).

-—— =
FINAL STEP INCOMPLETING
b | il | THE ORI SELECTHCCERT

A

DATW

N
o e aasstmoe ih S 0aga. leaseiew ur el _u*vf /_

Once the “Accept Data” button is selected, the form will be placed on the account’s “Home” page and will
appear in the Transactions Ready for Checkout

CHECKOUT A FORM:

EOD WILL NOT RECEIVE COMPLETED FORMS UNLESS

THE FORM IS

SUCCESSFULLY “CHECKED OUT”
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OBG Instructions: SUBMITTING AN INPUT FORM 29

CHECKOUT A FORM:
Step 1: Home Page - Select “Checkout (File and Pay)” ~ There is NO FEE for submitting an 129 Form

“SIATE OF OHIO

Home

Jon Doe Construction
FEIN: 111224664

|1 you do nat have avoess to a servioe or ransaction, please se2 your comgsny's adminiairators) o request ar venfy your sccess,

Start a Service or Transaction
Select Service:|-Select Senjice- H
Youmst select"Accept Data” onfhe Transactions n Progress
Summary page on each form i order for Transacion Name Created Date

the form to be placed into Checkout. fa r— —_—

fomis I Transactions in Progress -

EOD WILLNOT RECENVE THE FORM 19082109
/
) Corstucin Conad e Repod 29 fotan00y

\

/ ’
| Transactions Ready for Checkout (Ready to File and Pay];
Equal Opportunity Division - Cerficate of Compliance Application
Tofal Due: $0.00 [Payment Selections: ([
SELECT
Equal Opportunity Division - Cerficate of Compliance Application ReviewEdit CHE;\’nlé%l;T)(F”e
Toal Due: 0.0 [Payment Selections: ([ V

Click "Checkout”to submit any or all ransacions that are ready for checkout. You wil be abe to select the bransactions to submit and then print capies of

sufmited znsactons (ncluding oenses, coupons et & apploah) nce e chenkout process s compee, Plezse ave yourbank accout numeer sty | Checkout (File and Pay) ‘. T L L L L] -\

it you ar fing any transactions that include an onlire payment,

To exit {logoff) without submitting any transactions, click "Logout" at the fop of the page.
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OBG Instructions: SUBMITTING AN INPUT FORM 29

CHECKOUT A FORM:

Step 2: Select “Yes” next to the form that you are checking out

Step 3: Select “Continue” to advance to next screen

65 0BG~ Fle Reports - Windows ntermet Explorer lo @ s

| I~ [}
v ‘71/\ (oogie Py

@v v | ] hitp://obgft ot ohio gov/0BG/Membership/Report mve/ShowSubmitReports

Gougle | Yoo D QO Br| Wt WToner Fauefl+ € Osgrne Esmgt 1
W (6 08G- FieRepots

"'l\ v m vy --E.gcv ‘j]gglgv ’

WELCO

CTATE OF OHIO

Home History Administration Logout

Specify Transactions for Checkout

ToInclude atransaction as par of this checkout
o Select"Yes" by the ransaction
o Iftheransaction includes an online payment, you will be asked for bank andlor cradit card account information on the following screen

o You wil be able to iewiprint a copy of the ransacton(s) afer you have provided final confirmation of the ransaction(s) and any payment(s)

Hyou do notwantto Include a ransacionireport a part of this checkout

o Select"No" bythe ransachon
o Transaction wil be kept saved in the "Ready for Checkout' area for fulure checkout or editing

Ready for Checkout (Ready to File and Pay)

‘ Equal OportunyDvision
K Checkout? Transaction Defer Date ACH CC Amount Total Paying

OYes ONo  Certficate of Compliance Application $0.00

Cance | [ Contee |
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OBG Instructions: SUBMITTING AN INPUT FORM 29

CHECKOUT A FORM:
Step 4: Mark acknowledgement box
Step 5: FINAL STEP ~ Select “Confirm Transactions” ~ Note: Total equals $0.00 (NO FEE REQUIRED)

T StteuT oM BUSHESS Gatemy ™ Paghvent Confiniation™ Windehs ottt Biplorey—— == == === === === LI —————————
@U v | hitp://obaft.oit.ohio.gov/OBG/Payment/PaymentConfirmation.aspx v|b) A‘ Gooale p
Google vl Nsach @ @0 Q| Bv| P Check 1 Tanshate » ] AutoFil + € sgnh e Eomgt B 1of
W G0 |8 State of Ohio Business Gateway - Payment Confir,. Mov B v M v )page v (Tgols v

Final Confirmation of Transactions

+ The acknowledgement box must be checked before the "Confirm Transactions” button ¢an be pressed. Transactions are not filed until these steps are completed.
Report | vefervate | ACH | cc | cCRe | Towl
Payment Confirmation Equa' ODDOI’“'"“Y Division
Certificate of Compliance Application [ N/A[ N/A[ N/A] N/A[ $0.00

To make any changes to transactions or payment instructions, select "CANCEL" to retum to the home page.

If multiple agencies are being paid, payment instructions will be processed separately so you will see multiple entries on your account statements, Please insure you
have sufficient funds in your account(s).

vIBy confirming the transaction(s), you are authorizing the agency (or agencies) being paid to initiate debit entries or charges to your account(s) as per your
instructions above, Once confirmed, 0BG ¢an not alter, delete, or stop a payment instruction, Additionally, you are indicating that you are authorized to submit the
transaction(s) and that you acknowledge 0BG and agency-specific terms of service, including penalties of perjury as applicable, * Click here to view

ac edgements.

Back| | Cancel | | Confim Transacyons

1f you need assistance with this page, please view our help.
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OBG Instructions: SUBMITTING AN INPUT FORM 29

CHECKOUT A FORM:
CONFIRMATION SCREEN: YOU HAVE SUCCESSFULLY SUBMITTED THE FORM TO EOD ~ Print page for
records

16-StiteokOlio Dusimess Gutesiy Payment Receipt ~Windows et Erploter: = = = = = = == == = = == === (e e e e R R e e R R e s e R R e e b -]
@@ 0 http://obgft.oit.ohio.gov/ 0BG/ Payment/PaymentConfirmationReceipt aspx v X || Google P
Google ]-‘{S«uh AR O OQ @ | B Wonecke W Tanbte s Aokl e 4 G /Sgnn e Esmgt B ot

W Stateof Oblo Business Gateway - Payment Receipt Nov B e o bger Glggky

Transaction Confirmation and Receipt '

‘ mwl‘d Company Name: RPC Construction
FEIN: 11-1224664

The following transactions will be sent to the raspective agency that administers the service, Please note the session confimation number when calling the 0BG Help
| Payment nstruction Dask (866-644-6466),

| Payment Confirmption If your transaction(s) includes payment, please note that this confirmation acknowladges that payment instructions have been received, but it does not acknowledge
that funds have been transferred from your account, Paymant instructions may not be processed for reasons that include insufficient funds and prohibited or blocked
| payment Recelpt payments, You should review your account statement to insuré that funds have been transferred (settied). For ACH debit payments, settiement 1§ projected to be

two business days after the date of this confirmation (or the selected deferred payment date, if applicable), If the date falls on 3 weekend or holiday, settiement is
projected to be two businass days after the next business day. The actual settiement date is dependent upon the processing timelines of the agency and thair bank,

1f multiple agencies are being paid, paymant instructions will be processed separately so you will see multiple entries on your account statements,

Date/Time 11/18/2009 8:00 PM
Confirmation # 10519348 |
Receipt # 4954617
Transaction Defer Date | ACH | CC | CCFee
Certificate of Comphance Apphcation NA|  NAl NA N/A EEQ Policy Statoment
Sexual Harassment Statament
{Homa | | Pant This Page
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