2015 Contractor’s Annual EEO Report (Form 1391) Instructions

Submission of the Federal Highway Administration (FHWA) form 1391 is required of Primes
and subcontractors on Federal-aid projects with contracts or subcontracts exceeding $10,000 and
performing work on site at any time during the last full week in July. (7/20 to 7/25)

Please complete the FHWA form 1391 as follows:

Box 1:
Box 2:
Box 3:
Box 4:
Box 5:

Box 6:

Check Contractor, Subcontractor, or both if necessary.

Name and address of your company.

Enter project number(s) provided.

Add total contract or subcontract amount for projects reported during this week only.
Enter location (s). Please use the project’s first name (Portsmouth, Bath, Statewide, etc.)
Employment data:

Provide the number of employees working for your company for each project requested.
Insert the number of employees broken out by classification, gender and ethnicity.

Use the most appropriate category (please do not add categories).

List employees who work in multiple classifications only once for each project using the
classification in which they work most frequently.

For employees working on multiple projects during the week, FHWA has directed
contractors to report their work on each requested project. (some employees may be
counted more than once if working on several projects during the week).

DO NOT include any home office personnel unless they are assigned exclusively to a
project and appear on the project payroll.

Race and ethnic Definitions:

Black or African American (Not Hispanic or Latino) — A person having origins in any
of the black racial groups of Africa.

Hispanic or Latino — A person of Cuban, Mexican, Puerto Rican, South or Central
American, or other Spanish culture or origin regardless of race.

American Indian or Alaska Native (Not Hispanic or Latino) — A person having
origins in any of the original peoples of North and South America (including Central
America), and who maintain tribal affiliation or community attachment.

Asian (Not Hispanic or Latino) — A person having origins in any of the original peoples
of the Far East, Southeast Asia, or the Indian Subcontinent, including, for example,



Cambodia, China, India, Japan, Korea, Malaysia, Pakistan, the Philippine Islands,
Thailand, and Vietnam.

e Native Hawaiian or other Pacific Islander (Not Hispanic or Latino) — A person
having origins in any of the peoples of Hawaii, Guam, Samoa, or other Pacific Islands.

e Two or More races (Not Hispanic or Latino) — All persons who identify with more
than one of the above five races.

e White (Not Hispanic or Latino) — A person having origins in any of the original peoples
of Europe, the Middle East, or North Africa.

Table B: (Apprentices or OJT Trainees) — is only for employees registered in a formal, approved
apprenticeship or OJT Program. Report the employee(s) in the classification in which they are
training.

Table C: This is a breakdown of ethnic and gender reporting for the apprentice(s) and/or OJT(s)
listed in table B.

Please complete, sign, date and submit no later than August 28, 2015.

Thank you!





