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Copy all blank forms prior to use 
 
 
 

   When using the information in this guide, you   
     must RETYPE the information. No “fill-in-the- 
     blanks” will be accepted 
 
 
 

   Instructions for obtaining census data is located 
  at the back of the book 
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INTRODUCTION 
 
 
 
This Guide is intended for those who must comply with the provisions of the City of 
Tampa’s Equal Employment Opportunity & Affirmative Action Ordinance and its 
associated Rule & Regulations. The Ordinance requires applicable contractors to 
demonstrate and obtain approval of one of the following: 
 

1. Their company’s workforce reflects local labor pool demographics 
 

2. A written Affirmative Action Plan/Program (AAP) for minorities and women 
 
In Part I - Determining Whether Your Workforce Reflects Local Labor Pool 
Demographics, you determine whether or not your company’s workforce is underutilized 
in the areas of women and/or minority employees, and thus, whether or not you would 
need a written affirmative Action Plan (AAP). To determine under-utilization you will 
need to break down your company’s workforce by race, sex and job category and then 
compare it to the demographics of the available local labor pool for the geographic area 
where your company is located.  
 
If the results of the above comparison indicate no under-utilization of minorities or 
women in all job categories, then you may submit the results of the comparison for 
approval.  
 
If the results of the above comparison indicate under-utilization of minorities or women 
in any job category, then your company will need to prepare and submit an AAP for 
approval. You may use Part II - Model Affirmative Action Plan as a guide. 
 
Your Workforce & local Labor Pool Demographics Comparison or Affirmative Action 
Plan should be submitted to: 
 
City of Tampa 
Minority Business Development (MBD) Office 
306 East Jackson Street, 7 E 
Tampa, Florida 33602 
 
If you have questions or need additional information, contact the Minority Business 
Development EEO/AA Specialist at 813-274-5543.  
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Part I 

 
Determining Whether or Not Your Existing Workforce Reflects 

the Local Labor Pool Demographics 
of Your Geographical Region 

 
 
 
Overview 
 
In order to demonstrate that your company’s workforce reflects the local labor pool 
demographics you must submit all of the following items for compliance approval:* 
 

1. Workforce Reflects Local Labor Pool Demographics Submittal Cover Sheet 
2. Employee Listing 
3. EEO-1 Worksheet 
4. Workforce and Local Labor Pool Demographics Comparison Worksheet 
5. Copy of an official record-keeping document 
 

Each of these items is described in more detail on the following pages. 
 
 
 
 *For entities where there is only one person (e.g., self-employed individuals 
or sole proprietorships with no employees) you are not required to submit all of 
the above documentation.  You may instead submit a completed and notarized 
Certification of No Employees or Employees’ Payroll form.  This form is available 
from the Minority Business Development office located at 306 E. Jackson Street, 
7E, Tampa, Florida 33602, or by calling (813) 274-5543 or 5522. 
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A. Cover Sheet 
 
 
Instructions:  Prepare a cover sheet like the following: 
 
 
 
 

WORKFORCE REFLECTS 
LOCAL LABOR POOL DEMOGRAPHICS SUBMITTAL 

 
 
In order to comply with the city of Tampa’s Equal Employment Opportunity and 
Affirmative Action Ordinance, we are submitting documentation that our company’s 
workforce reflects local labor pool demographics. 
 
 
Employer Identification Number ____________________________________________  

(As issued by the IRS/or Social Security # of Owner) 
 
Company Name_________________________________________________________ 
 
______________________________________________________________________ 
Mailing Address    City/State   Zip Code 
 
______________________________________________________________________ 
County: 
 
_____________________________________________________________________
Plant or Business Location (if different from above) 
 
 
Contact Person_________________________________________________________ 
 
Title__________________________________________________________________ 
 
Telephone Number (____)__________________Toll Free (____)__________________ 
 
Fax Number (_____)______________________E-Mail Address:__________________ 
 
 
 
 
_______________________________________Date___________________________ 
Signature 
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B. Employee Listing 
 
 

Instructions:  Complete the Employee Listing form or use your own form that 
includes the following information (A blank form is provided in Appendix D for your 
use): 
 
 

1. Employee Name: List the name of each employee. 
 
2. Job Title: Provide job titles for each employee. 

 
3. Race: Indicate the racial/ethnic group of each employee by placing an “X” in 

the appropriate column.  A brief description of the racial and ethnic groups is 
provided at the bottom of the form. A complete definition can be found in 
Appendix A. 

 
4. Sex: Indicate the familial gender of each employee by placing an “X” in the 

appropriate column. 
 

5. EEO-1 Job Category: Indicate the EEO-1 Job Category that most closely 
matches the type of work performed by each employee by placing an “X” in 
the appropriate column. A brief description of EEO-1 Job Categories is 
provided at the bottom of the form. A complete definition can be found in 
Appendix A. 
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C. EEO-1 Worksheet 
 
 

Instructions: The EEO-1 Worksheet is used to break down your company’s total 
workforce by race, sex, and job category.  You must break down your company’s 
workforce into EEO-1 job categories as defined in Appendix A.  The EEO-1 job 
categories have been developed by combining job titles that are similar in wage, 
content, and opportunity. 
 
Complete the EEO-1 Worksheet form (an example is on the following page and a 
blank form is provided for your use in Appendix D). 
 
1. Job Category: The EEO-1 Job Categories have been pre-printed (see 

Appendix A for Category descriptions). 
 

2.  Total Employees: Record the total number of employees of all races and 
sex in each job category for which you have employees. 

 
3-7. Male: Record the number of male employees by race in each job 

category. 
 

8-12. Female: Record the number of female employees by race in each job 
category. 

 
13.  Total Females: Record the total numbers of female employees of all races 

I each job category. This includes both non minorities and minorities, and 
is the sum of the figures in columns # 8-12. 

 
14.  Total Minorities: Record the total number of minority employees of both 

sexes in each job category. This includes male and female minorities, and 
is the sum of columns # 4-7 plus columns # 9-12. 

 
15.  Totals: Sum the figures for each column (all job categories) and record the 

totals. 
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EEO -1 WORKSHEET 
 
 
 
FOR:    XYZ COMPANY______________________________   DATE:  _September 30, 2004__________________ 
 
 

MALE FEMALE 
 MINORITY  MINORITY 

JOB 
CATEGORY 

(1) 

TOTAL 
EMPLOYEES 

(2) WHITE 
(3) 

BLACK 
(4) 

HISP 
(5) 

ASIAN 
(6) 

AM 
INDIAN 

(7) 

WHITE 
(8) 

BLACK 
(9) 

HISP 
(10) 

ASIAN 
(11) 

AM 
INDIAN 

(12) 

TOTAL 
FEMALE 

(13) 

TOTAL 
MINORITY 

(14) 

Officials & 
Managers 

4 3      1    1 1 

Professionals              
Technicians 2 2            

Sales              
Office & Clerical              
Craft Workers 

(Skilled) 
9 7 1 1        0 2 

Operatives 
(Semi-skilled) 

5 3 1   1      0 2 

Laborers 
(unskilled) 

13 11 1      1   1 2 

Service Workers              
              

TOTALS 
(15) 

33 26 3 1 0 1 0 1 1 0 0 2 7 
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D. Workforce and Local Labor Pool Demographics Comparison 
 
Instructions: 
 
Your company’s comparison includes a break down of its total workforce and an 
analysis of whether or not under-utilization exists by race, sex, and job category.   
 
Under-utilization means having fewer minorities or women in a particular job category 
than would reasonably be expected based on their availability in your area. You will use 
information from your company’s EEO-1 Worksheet to complete the comparison. 
 
You must also supply raw statistics indicating percentages of availability for minorities 
and women from the most recent census data, (see Appendix C for census data 
sources). 
 
Complete the Workforce and Local Labor Pool Demographics Comparison form, (an 
example is provided on the following page and a blank form is available for your use in 
Appendix D). 
 
NOTE:  Even though minority and female information is recorded on a single form, the 
analysis of minorities and females is done separately.  And, minority females are 
included in both the minority and female utilization analyses. 
 
1. Job Category: The EEO-1 job categories have been pre-printed on the 

enclosed form. 
 
2. Total Employees: Record the total number of employees of all races and sex 

for each job category from your EEO-1 Worksheet. 
 
Minorities Comparison: 
 
3. Percentage (%) of Area Workforce Minorities: From the census data, see 

Appendix C, for the appropriate geographic area.  Record the percentage of each 
job category’s labor force that is minorities.  This indicates the percentage of 
employees in each job category that might be expected to be minorities. 

 
4. Minorities Expected in Company: Multiply the percentage in Column #3 by the 

number in Column #2 (Total Employees) and truncate, NOT round, the result to a 
whole number.  If the product is less than one (1), record a zero (0).  This 
indicates the number of employees in each job category that might be expected 
to be minorities. 

 
5. Minorities in Company: Record the total number of minority employees of both 

sexes in each job category from your EEO-1 Worksheet. 
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6. Under-Utilized (Yes/No): For each job category, compare the number that you 
calculated in Column #4 with the number in Column #5.  If the number in Column 
#5 is less than the number in Column #4, then circle “Yes”.  Otherwise, circle 
“No”.  This indicates whether or not your company is under-utilizing minority 
employees in a particular job category. 

 
 
 
 
 
Female Comparison: 
 
7. Percentage (%) of Area Workforce Females: From census data, see Appendix 

C, for the appropriate geographic area.  Record the percentage of each job 
category’s labor force that is female (all races).  This indicates the percentage of 
employees in each job category that might be expected to be female. 

  
8. Females Expected In Company: Multiply the percentage in Column #7 by the 

number in Column #2 (Total Employees) and truncate, do NOT round, the result 
to a whole number.  If the product is less than one (10, record a zero (0).  This 
indicates the number of employees in each job category that might be expected 
to be female. 

 
9. Females In Company: Record the total number of female employees of all races 

in each job category from your EEO-1 Worksheet. 
 
10. Under-Utilized (Yes/No): For each job category, compare the number that you 

calculated in Column #8 with the number in Column #9.  If the number in Column 
#9 is less than the number in Column #8, then circle “Yes”.  Otherwise, circle 
“No”.  This indicates whether or not your company is under-utilizing female 
employees in a particular job category. 

 
11. Totals: Sum the figures for Column #2.  For the totals in Columns #6 and #10, If 

“Yes” has been circled for any job category, then circle “Yes”.  Otherwise, circle 
“No”. 

 
12. Data Sources: Identify the sources that you used to obtain the percentages for 

Columns #3 and #7, including identification of the geographic area that the 
statistics apply to.  For example: Florida Department of Labor and Employment 
Security, Tampa-St. Petersburg-Clearwater MSA. 
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WORKFORCE AND LOCAL LABOR POOL DEMOGRAPHICS COMPARISON 
 
FOR:    XYZ COMPANY______________________________   DATE:  _September 30, 2004__________________ 
 

MINORITY EMPLOYEES  FEMALE EMPLOYEES JOB 
CATEGORY 

(1) 

TOTAL 
EMPLOYEES 

(2) 
% AREA 

WORKFORCE 
MINORITIES 

(3) 

MINORITIES 
EXPECTED 

IN COMPANY 
(4) 

MINORITIES 
IN 

COMPANY 
(5) 

UNDER-
UTILIZED 

(6) 

 % AREA 
WORKFORCE 

FEMALES 
(7) 

FEMALES 
EXPECTED 

IN 
COMPANY 

(8) 

FEMALES 
IN 

COMPANY 
(9) 

UNDER-
UTILIZED 

 
YES / NO 

Officials & 
Managers 

4 17.3  % 0 1 (YES)  or 
(NO) 

 40.1  % 1 1 (YES)  or 
(NO)

Professionals  %   (YES)  or 
(NO) 

 %   (YES)  or 
(NO)

Technicians 2 27.3  % 0 0 (YES)  or 
(NO) 

 54.5  % 1 0 (YES)  or 
(NO)

Sales  %   (YES)  or 
(NO) 

 %   (YES)  or 
(NO)

Office & 
Clerical 

 %   (YES)  or 
(NO) 

 %   (YES)  or 
(NO)

Craft Workers 
(Skilled) 

9 28.7  % 2 2 (YES)  or 
(NO) 

 5.2  % 0 0 (YES)  or 
(NO)

Operatives 
(Semi-skilled) 

5 39.6  % 1 2 (YES)  or 
(NO) 

 24.0  % 1 0 (YES)  or 
(NO)

Laborers 
(unskilled) 

13 46.9  % 6 2 (YES)  or 
(NO) 

 15.8  % 2 1 (YES)  or 
(NO)

Service 
Workers 

 %   (YES)  or 
(NO) 

 %   (YES)  or 
(NO)

     (YES)  or 
(NO) 

    (YES)  or 
(NO)

TOTALS 
(15) 

33    (YES)  or 
(NO) 

    (YES)  or 
(NO)

 
 

(12)  DATA SOURCE(S) 

 
US CENSUS BUREAU CENSUS 2000 EEO DATA TOOL (HILLSBOROUGH COUNTY) 
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E. Official Record-keeping Document: 
 
 
Instructions: 
 
Provide a copy of one of the following official record-keeping documents: 
 

1. Your most recent Employer’s Quarterly Wage Report filed with the state or 
federal government 

 
2. Your most recent Tax Return filed with the state or federal government with a 

schedule showing the number of employees 
 

3. Any other recent official record-keeping document filed with the state or 
federal government that includes a schedule showing the number of 
employees 

 
 
 
 

F. After Completing the Comparison: 
 
 

1.  If there is no indication of under-utilization of minorities and / or women in all job 
categories, then you may submit these forms for approval of your workforce 
reflecting local labor pool demographics.  If you are submitting them with a bid or 
offer, attach them to the Affirmative Action Compliance Statement form in your 
bid package. 

 
2. If there is an indication of under-utilization of minorities and / or women in any 

job category, then you must prepare an Affirmative Action Plan and submit it for 
approval.  Do not discard the EEO-1 Worksheet, as you will be able to use it as 
part of your AAP. 
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Part II 
 

Model Affirmation Plan 
 
 

Overview 
 
This model affirmative action plan is intended as a guide for companies and 
organizations that have not yet developed an affirmative action plan (AAP).  Some of 
the sections in this model may be inserted into your plan just as they are written here.  
Instructions have been provided to indicate which sections can be inserted and which 
ones you will be required to develop.  Standard forms with instructions have been 
provided for recording information relevant to the plan. 
 
Below is a list of elements that will assist you in developing an AAP.  This list must 
include all of the following elements and must be tailored to your specific organization.  
In addition to the following elements, your AAP should include a cover page and a table 
of contents as shown on the following pages. 
 

1. Description of the company or organization – This element consists of a 
brief description of the company or organization, including the types of goods 
and / or services that your company provides, and the geographic area(s) that 
your company services. 

 
2. Organizational Diagram – This element shows the hierarchy of the jobs 

within the organization, including the organizational units, job titles, and 
number of employee positions in each organizational unit. 

 
3. EEO/AA Policy Statement – This element states the company or 

organization’s policy of equal employment opportunity and affirmative action.  
This statement may be copied directly from the model into your plan. 

 
4. Responsibilities of the EEO Coordinator – This element defines the 

responsibilities of your EEO Coordinator.  These responsibilities may vary 
from company to company.  We have provided a checklist of duties for you to 
choose from.  You can select the duties from the checklist that are 
appropriate for your company and add any additional duties you deem 
important. 

 
5. Dissemination of the affirmative action policy and plan – In this element, 

you state how you will let your employees and others know that you are an 
EEO/AA employer and what your EEO/AA policies and AA Plan are.  This 
element may be copied from the model plan. 
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6. Recruitment of Employees – In this element, you state how you will recruit 
women and minorities for your company.  Examples have been provided in 
the model plan that can be used in your plan. 

7. Internal EEO Complaint Procedures – In this element, you describe the 
process your company will use to handle employee EEO complaints.  A 
diagram of a complaint process is provided which you can use as a part of 
your plan. 

 
8. EEO-1 Worksheet – In this element, you breakdown your current workforce 

by race and sex within job groups.  An EEO-1 Worksheet form has been 
provided for your use. 

 
9. Availability of Women and Minorities by Job Category – In this element, 

you will indicate the level at which minorities and women might be expected 
to participate in a job category if employment decisions were made without 
regard to race or sex.  An Availability Analysis by Job Category form has 
been provided to record the results of your analysis. 

 
10. Utilization Analysis – In this element you analyze the utilization of minorities 

and females by job category.  A Utilization Analysis form has been provided 
for your use. 

 
11. Goals and Timetables – This element contains the goals and timetables by 

job category to correct all under-utilization of minorities and females. 
 

12. Problem Areas/Deficiency Identification and Analysis – In this element 
you analyze your company to determine if any there are any problem areas or 
barriers to EEO that need to be corrected.  If in your analysis, problem areas 
are indicated, then you will document the problem areas and the corrective 
actions with a timetable for completion. 

 
13. Internal Audit and Reporting System – This element documents the record-

keeping and reporting system in your company that supports the EEO/AA 
program.  You may use the model statement and the sample forms provided 
herein as part of your plan. 

 
 
The next portion of this guide contains a more detailed explanation these elements 
along with examples and forms where appropriate. 
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COVER SHEET 
 

AFFIRMATIVE ACTION PLAN FOR MINORITIES AND WOMEN FOR: 
 
 
 
 
 
COMPANY NAME 
 
 
STREET ADDRESS 
 
 
CITY      STATE     ZIP 
CODE 
 
COUNTY 
 
 
 
 
 
CONTACT PERSON:____________________________________________________ 
 
 
TELEPHONE NUMBERS:________________________________________________ 
 
FAX:_________________________________________________________________ 
 
E-MAIL ADDRESS:__________________________________ 
 
FEDERAL ID NUMBER:______________________________ 
 
 
 
 
 
 
 
 
 
DATE SUBMITTED: ______________________________________ 
 
DATE APPROVED: _______________________________________ 
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I. Company Description 
 

In this element, briefly describe your company.  Include a description of the 
goods and / or services that your company provides, and the geographic area(s) 
that your company services. 

 
 
 
 
 

II. Organizational Diagram 
 

In this element, show the hierarchy of jobs within your organization.  Show the 
organizational units, job titles and number of employee positions in each 
organizational unit. 
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III. Equal Employment Opportunity/Affirmative Action (EEO/AA) 
Policy Statement 

 
 
Instructions:  You may type the following text and insert your company’s name and 
requested information in the spaces provided. 
 
This statement is to reaffirm ___________________________policy on providing Equal 
Employment Opportunity to all employees and applicants for employment in accordance 
with all applicable Equal Employment Opportunity / Affirmative Action laws, directives, 
and regulations of federal, state, and local governing bodies or agencies thereof, 
specifically including Chapter 26.5, Part II, City of Tampa Code, and the applicable 
Rules and Regulations thereof. 
 
____________________________ will not discriminate against any employee or 
applicant for employment because of race, color, sex, national origin, sexual orientation, 
age, handicap, marital status, familial status, or religion. 
 
____________________________ will take affirmative action to ensure that all 
employment practices are free of such discrimination.  Such employment practices 
include, but are not limited to, the following:  hiring, upgrading, demotion, transfer, 
recruitment or recruitment advertising, selection layoff, disciplinary action, termination, 
rates of pay or other forms of compensation, and selection for training, including 
apprenticeship. 
 
_____________________________ prohibits the harassment of any employee or job 
applicant on the basis of their protected class status. 
 
_____________________________ will commit the necessary time and resources, 
both financial and human, to achieve the goals of Equal Employment Opportunity and 
Affirmative Action. 
 
_____________________________ will evaluate the performance of its management 
and supervisory personnel on the basis of their involvement in achieving these 
Affirmative Action objectives as well as other established criteria.  Any employee of this 
company or subcontractor to this company who do not comply with the Equal 
Employment Opportunity Policies and Procedures set forth in this Statement and Plan 
will be subject to disciplinary action.  Any subcontractor not complying with all applicable 
Equal Employment Opportunity / Affirmative Action laws, directives and regulations of 
the federal, state, and local governing bodies or agencies thereof, specifically including 
Chapter 26.5, Part II, City of Tampa Code, will be subject to appropriate legal sanctions. 
 
____________________________ has appointed _____________________________ 
as EEO Coordinator to manage our Equal Employment Opportunity Program.  The 
responsibilities will include monitoring all equal employment opportunity activities, and 
reporting the effectiveness of this Affirmative Action Program, as required by federal, 
state, and local agencies.  If any employee, or applicant for employment believes 
he/she has been discriminated against, please contact the EEO Coordinator. 
 
 
Signature: ___________________________________  Date: ____________________ 

(Chief Executive Officer) 
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IV. Assignment of Responsibilities for the 

Equal Employment Opportunity / Affirmative Action Program 
 
 

Instructions: Identify your company’s EEO Coordinator and list the duties. You may 
select items from the following list and add others that are applicable to your company. 
 
The EEO Coordinator for            (Company Name)           is (EEO Coordinator’s Name). 
The duties of the EEO Coordinator are to: 
 
1. Develop and update written affirmative action plans consistent with the 

company’s policy. 
 
2. Implement affirmative action program including internal and external 

dissemination of company’s policy and program. 
 
3. Coordinate recruitment and employment of women and minorities. 
 
4. Serve as a liaison between the company, its contractors, and the City of Tampa. 
 
5. Serve as a liaison between protected class groups and the company. 
 
6. Conduct and/or coordinate EEO training and orientation of company supervisors, 

managers, and subcontractors to inform them of their responsibilities pursuant to 
the Affirmative Action Plan. 

 
7. Ensure that managers and supervisors understand it is their responsibility to take 

action to prevent the harassment of protected class employees and applicants for 
employment. 

 
8. Ensure that all minorities and women are provided equal opportunity as it relates 

to company-sponsored training programs, recreation/social activities, benefit 
plans, pay, and other working conditions, without regard to race, sex, color, etc. 

 
9. Review the qualifications of employees to ensure that minorities and women are 

given full opportunity for transfers and promotions. 
 
10. Periodically audit the training programs, hiring and promotion patterns in order to 

remove impediments to the attainment of the Affirmative Action goals and 
objectives. 

 
11. Design, implement, and maintain annual EEO audit, reporting, and record 

systems which will measures the effectiveness of the employer’s AAP and 
determine whether or not the employer’s goals and objectives have been 
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attained.  The records and reports will be made available to the appropriate 
enforcement agencies. 

12. Identify any problem areas and recommend solutions. 
 
13. Keep management informed of the latest developments in the area of EEO. 
14. Receive, investigate, and attempt to resolve all EEO complaints. 
 
15. Coordinate the implementation of necessary remedial actions to meet 

compliance requirements and goals. 
 
16. Hold regular discussions with project managers, supervisors, and employees to 

ensure the company’s equal employment policies are being followed. 
 
17. Monitor subcontractors and work sites to ensure compliance in such areas as: 
  
 a. Proper employment of women and minority employees 
 b. Proper display of EEO posters 
 c. Existing working conditions are free of harassment and intimidation due to 

race, sex, national origin, etc. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 24

 
 

V. Dissemination of Affirmative Action Policy and Plan 
 
 
Instructions: Use the following examples to describe how your company will 
disseminate the EEO/AA policy. 
 
 
 
A. Internal Dissemination: 
 

1. The policy statement will be permanently and conspicuously displayed in 
areas such as employee bulletin boards, lunch areas, and construction 
sites.  The company, as an equal employment opportunity employer 
should also print the policy statement in the company newsletter and other 
publications. 

 
2. All employees and contractors will be furnished a copy of the policy 

statement and be notified of location and availability of the affirmative 
action plan.  This policy will be made available to all employees including 
part-time, temporary, or seasonal employees. 

 
3. The EEO/AA policies of the employer will be included in the organization’s 

policy manual. 
 

4. The company will review the organization’s EEO/AA policies with all 
employees and management at least once a year. 

 
5. The company will also conduct orientation and training sessions to 

thoroughly inform staff and management of the company’s EEO/AA 
commitment. 

 
6. Develop internal communication of obligation to engage in affirmative 

action efforts to employ women and minorities, in such a manner as to 
foster understanding, acceptance, and support among executives, 
management, supervisors, and all other employees; and to encourage 
such persons to take the necessary action to aid the EEO Coordinator in 
meeting this obligation. 
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B. External Dissemination: 
 
 

1. The company will include nondiscrimination clauses in all union 
agreements, and review all contractual provisions to ensure that they are 
nondiscriminatory.  We will also meet with union officials to inform them of 
our EEO/AA policies and request their cooperation. 

 
2. The company will notify all recruitment sources, including the protected 

class media, of our EEO/AA policy and encourage them to refer women 
and minority individuals to assist us in achieving our affirmative action 
objectives. 

 
3. The company will include the statement “Equal Opportunity 

Employer/Contractor” or “Affirmative Action Employer/Contractor” in all 
advertisements recruiting employees and contractors. 

 
4. The company will notify all subcontractors, vendors, and suppliers verbally 

and in writing of its EEO/AA policy requiring supportive action on their 
part. 

 
5. The company will include the City of Tampa EEO/AA Clause in all bid 

specifications and contracts. 
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VI. Recruitment of Employees 
 
Instructions:  Use the following examples to describe the way you recruit. You may list 
the examples provided, or eliminate those and add others that may apply. 
 
A. When the company adds employees it will use media that targets women and 

minorities to advertise the openings.  We will allow sufficient time after the 
publication of the advertisement to generate sufficient numbers of protected class 
applicants. 

 
B. All solicitations or advertisements for employees placed by or on behalf of the 

company or its subcontractors will state that all qualified applicants will receive 
consideration for employment, regardless of their race, religion, color, sex, 
national origin, sexual orientation, age, handicap, familial status, or marital 
status.  Copies of advertisements for employees must be kept on file for review 
by enforcement agencies. 

 
C. The company and its contractors will contact and involve, prior to and throughout 

our contract(s), the Tampa Urban League’s LEAP Program, Hispanic Business 
Institute, and any other organization that has met the qualifications and 
standards for recruiting minorities and women.  Records of all such utilization will 
be maintained. 

 
D. The company will not indicate in “Help Wanted” advertisements any preference 

limitations, specification, or discrimination based on sex, unless sex is a bona 
fide occupational qualification for a particular job involved.  The placement of an 
advertisement in columns classified by publishers on the basis of sex, such as 
columns headed “Male” or “Female” will be considered as an expression of a 
preference, limitation, specification, or discrimination based on sex. 

 
E. Active recruiting programs, where applicable, will be carried out at secondary 

schools, community colleges, and colleges with predominantly minority and 
female enrollments.  Recruiting efforts at all schools will incorporate efforts to 
reach minorities and females. 

 
F. The company its subcontractors will make job opportunity information equally 

available to potential applicants from both protected and no protected class 
groups, unless there is a bona fide occupational requirement for a particular job. 

 
G. The company will actively encourage present minorities and females to recruit 

other minorities and females, and where reasonable, provide after school, 
summer, and vacation employment to minorities and females, both onsite and in 
other areas of your workforce. 

 
H. Recruitment brochures pictorially presenting work situations will include 

minorities and females of your workforce. 
 
I. Special efforts will be made to include minorities and females on personnel 

relations staff.
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VII. Internal EEO Complaint Procedures 
 
 
Instructions: Diagram your internal EEO complaint process.  You may use the 
following example or create your own.  If desired, you may use narrative to more fully 
describe the procedures. 
 
 
Example provided on the next page may be copied and changes made as required. 
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VIII. EEO-1 Worksheet 
 
 
Instructions: The EEO-1 Worksheet is used to break down your company’s total 
workforce by race, sex, and job category.  You must break down your company’s 
workforce into EEO-1 job categories as defined in Appendix A.  The EEO-1 job 
categories have been developed by combining job titles that are similar in wage, 
content, and opportunity. 
 
Complete the EEO-1 Worksheet form.  (An example is on the following page and a 
blank form is available for your use in Appendix D) 
 
 
 
1. JOB CATEGORY: The EEO-1 job categories have been pre-printed, (see 

Appendix A for category descriptions). 
 
2. TOTAL EMPLOYEES: Record the total number of employees that you have of 

all races and gender for each job category. 
 
3-7. MALE: Record the number of male employees, by race, for each job category. 
 
8-12. FEMALES: Record the number of female employees, by race, for each job 

category. 
 
13. TOTAL FEMALE: Record the total number of female employees of all races 

(minorities and non-minorities) in each job category. This is the sum of Columns 
8 through 12. 

 
14. TOTAL MINORITY: Record the total number of minority employees of both 

genders (male and female) in each job category.  This is the sum of Columns 4 
through 7, plus Columns 9 through 12. 

 
15. TOTALS: Sum the figures for each column (all job categories) and record the 

totals. 
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EEO-1 WORKSHEET 
 

---- EXAMPLE ---- 
 
 
FOR:  XYZ COMPANY                                                   DATE:       01-01-0001                                     
 

MALE  FEMALE  
MINORITY MINORITY 

 
JOB 

CATEGORY 
(1) 

 
TOTAL 

EMPLOYEES 
(2) 

 
 
 
 

WHITE 
(3) 

 
BLACK 

(4) 

 
HISPANIC 

(5) 

 
ASIAN 

(6) 

 
AMERICAN 

INDIAN 
(7) 

 
 

 
 
 

WHITE 
(8) 

 
BLACK 

(9) 

 
HISPANIC 

(10) 

 
ASIAN 

(11) 

 
AMERICAN 

INDIAN 
(12) 

 
 

TOTAL 
FEMALE 

(13) 

 
TOTAL 

MINORITIES 
(14) 

Officials & 
Managers 

4  3       1     1 1 

Professionals                 

Technicians 2  2            0 0 

Sales                 

Office & 
Clerical 

                

Craft 
Workers 
(Skilled) 

9  7 1 1          0 2 

Operatives 
(Semi-skilled) 

5  3 1   1        0 2 

Laborers 
(unskilled) 

13  11 1       1    1 2 

Service 
Workers 

                

                 
TOTALS 

(15) 
33  26 3 1 0 1  0 1 1 0 0  2 7 
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IX. Workforce & Local Labor Pool Demographics Comparison 
 
 (See Part I, pages 8-10) 
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X. Goals and Timetables 
 
 
Instructions:  
 
This is the area where you set goals and timetables by job category for correcting any 
under utilization of minorities and/or women in your workforce.  You must provide an 
explanation in a narrative format that describes where under-utilization has been 
identified (what job categories), what corrective action you plan to take, and by when. 
 
Annual hire/promotion goal rates must be established at a level designed to facilitate 
achievement of your company’s goals in the minimum feasible time by applying every 
good faith effort.  The ultimate goals can NOT be less than one (1). 
 
 
Example: 
 
“Upon consideration of the availability of minorities and women for each of the job 
categories in (YOUR COMPANY NAME), we have been able to identify specific job 
categories that are under utilized.  In order to correct the under utilization, we have 
made an assessment of our potential hiring/promotional opportunities for each job 
category within the next year.  Based upon the above evaluations, we will make every 
good faith effort to hire (XXX) (FEMALES) in the (MANAGEMENT) job category by 
(MM/DD/YY), and (XXX) (MINORITIES) in the (PROFESSIONALS) job category by 
(MM/DD/YY).” 
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XI. Problem Areas/Deficiency Identification and Analysis 

 
 
Instructions: 
 
In this section, you should conduct an analysis of your company using the nine (9) items 
listed below.  For each item, state in narrative form what was done to analyze the item 
and the results of the analysis.  If your analysis reveals deficiencies, state what 
corrective actions have or will be taken with a timetable for completion.  If you are 
preparing and submitting an AAP for the first time, you may not have collected 
the information necessary to perform an analysis of all the items. In this case, 
make a statement confirming your commitment to do so. 
 
 
A. Areas for Analysis: 
 
 1. Workforce Composition: Review the utilization of minorities and women 

in your organization.  Briefly state the results of your workforce and under 
utilization analysis and/or goals and timetables sections. 

 
 2. Applicant Flow Composition: Review the percentage of applicants who 

are minorities and women.  Records maintained as a part of your internal 
audit and reporting system (see Part XII) will aid you in evaluating this 
item.  

 
3. Total Selection Process: Review all of following items for deficiencies 

that might unnecessarily exclude minorities or women: application forms; 
interview procedures; validity of tests given to prospective employees; job 
descriptions; and the qualifications necessary to perform each job.  
Review the selection rates for minorities and women relative to non-
minorities and males.  Records maintained as a part of your Internal Audit 
and Reporting System will aid you in evaluating this item, (see XII). 

 
4. Transfer and Promotion Practices: Review the rate of transfers and 

promotions for minorities and women relative to transfers and promotions 
for non-minorities and males.  Records maintained as a part of your 
Internal Audit and Reporting System will aid you in evaluating this item, 
(see Part XII). 

 
5. Facilities and Employer-sponsored Activities: Review the participation 

of minorities and women in company-sponsored recreation activities, 
social events, and use of facilities.  Look for conditions or practices that 
may tend to lead to exclusion or low participation. 

 
6. Seniority Practices and Contract Provisions: Review for adverse 

impacts on minorities and/or women. 
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7. Employer Training and Apprenticeship Programs: Review for under-
representation or low participation by minorities and/or women.  Record 
maintained as a part of your Internal Audit and Reporting System will aid 
you in evaluating this item, (see Part XII). 

 
8. Workforce Attitude: Review the attitude of your workforce for 

misunderstanding and/or lack of support for equal employment and 
affirmative action objectives and requirements. 

 
9. Records, Poster, and Subcontractor Notifications: Review the proper 

maintenance of records, posting of notices, and notifications to 
subcontractors for compliance with EEO/AA requirements. 

 
 
B.  Sample Problem Areas: Listed below are some sample problem areas that may be 

discovered in your analysis.  This list is NOT all-inclusive.  Your company may be 
able to identify other problem areas. 

 
 
 1. Under utilization of minorities or women in specific job categories 
 
 2. Movement of minorities or women occurs at a lesser rate 
 
 3. Selection process eliminates minorities or women at a higher rate 
 
 4. Application forms not in compliance with laws 
 
 5. Inaccurate position descriptions or qualifications 
 
 6. Invalid selection procedures 
 
 7. Higher rejection rate of minority or female referrals 
 
 8. Exclusion of minorities or women from employer-sponsored  

programs/activities 
 
 9. Segregation at facilities 
 
 10. Seniority provisions contributing to discrimination 
 

11. Employees at all levels not supporting affirmative action policies 
  

12. Under representation of minorities or females in training programs 
  

13. Lack of formal evaluation of the EEO/AA Program’s effectiveness 
  

14. EEO/AA clause not on purchase order/contracts 
  

15. EEO/AA posters not displayed 
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XII. Internal Audit and Reporting System 
 
A. Records: 
 

Instructions:  Write this statement or one similar to it concerning maintaining the 
specific data mentioned here.  These records are not to be submitted with AAP, 
but are to be made available upon request, for inspection by the city of Tampa, 
Minority Business Development Manager. 

 
“Records will be maintained by race and sex of all personnel actions, (i.e., applicant 
flow, new hires, promotions, transfers, training, demotions, layoffs, recalls, and 
terminations). These records will be kept separate from individual employee personnel 
files.” 
 
B. Progress Reports: 
 

Instructions:  Use what is applicable from the following examples to describe 
your internal reporting methods: 

 
“A written report will be prepared and forwarded to the company president within 20 
days of the end of each Affirmative Action Program quarter.  The report includes the 
following:” 
 

1. Statistical summary by race and sex of personnel actions indicated above.  
(Forms and instructions have been provided in Appendix B that you may 
use for summary and analysis of the data) 

 
2. List of goals established in the AAP and a narrative explanation of the 

progress toward each goal including an explanation of opportunities that 
occurred, additional numerical goals established as a result of the 
application of the Annual Hiring/Promotion Rate to employment 
opportunities, and the positive efforts made to attain each goal. 

 
 3. Explanations of Affirmative Action accomplishments where no goal was 

established. 
 
 4. Explanation of other Affirmative Action efforts, i.e.: 

 
a. Minority and female referral sources contacted, persons contacted, 

dates of contact, and results. 
  b. Participation in EEO/AA related community activities. 
  c. Counseling of minorities and females 
  d. Participation of minorities and females in training and tuition 

reimbursement 
C. Meetings: 
 

1. Program effectiveness and recommendations for improvement will be 
discussed at least quarterly during staff meetings with top management. 

 
2. Meetings will also be held at least quarterly to informal all other levels of 

management as to degree3s of progress of deficiencies. 
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APPENDIX A 

 
RACE / ETHNIC AND EEO-1 JOB CATEGORIES 

 
 
Race / Ethnic Categories: 
 
White (Not of Hispanic origin) – All persons having origins in any of the original 
peoples of Europe, North Africa, or the Middle East. 
 
Black (Not of Hispanic origin) – All persons having origins in any of the Black racial 
groups of Africa. 
 
Hispanic – All persons of Mexican, Puerto Rican, Cuban, Central or South American, or 
other Spanish culture or origin, regardless of race. 
 
Asian and Pacific Islanders – All persons having origin in any of the original peoples 
of the Far East, Southwest Asia, the Indian subcontinent, or the Pacific Islands.  This 
area includes, for example, China, India, Japan, Korea, the Philippine Islands, and 
Samoa. 
 
American Indian or Alaskan Native – All persons having origins in any of the original 
peoples of North America and who maintain cultural identification through  
 
 
Job Categories: 
 
Officials and Managers – occupations requiring administrative and managerial 
personnel who set broad policies, exercise overall responsibility for execution of these 
policies, and direct individual departments or special phases of a firm’s operation.  
Includes:  officials, executives, middle management, plant managers, department 
managers and superintendents, salaried supervisors who are members of 
management, purchasing agents and buyers, farm operators and managers, and 
kindred workers. 
 
Professionals – occupations requiring either college graduation or experience of such 
kind and amount as to provide a comparable background.  Includes:  accountants and 
auditors, airplane pilots and navigators, architects, artists, chemists, designers, 
dieticians, editors, engineers, lawyers, librarians, mathematicians, natural scientists, 
registered professional nurses, personnel and labor relations specialists, physical 
scientists, physicians, social scientists, teachers, surveyors, and kindred workers. 
 
Technicians – occupations requiring a combination of basic scientific knowledge and 
manual skill which can be obtained through 2 years of post high school education, such 
as is offered in many technical institutes and junior colleges, or through equivalent on-
the-job training.  Includes:  computer programmers, drafters, engineering aides, junior 
engineers, mathematical aides, licensed, practical or vocational nurses, photographers, 
radio operators, scientific assistants, technical illustrators, technicians (medical, dental, 
electronic, physical science), and kindred workers. 
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Sales – occupations engaged wholly or primarily in direct selling.   Includes:  advertising 
agents and sales workers, insurance agents and brokers, real estate agents and 
brokers, stocks and bonds brokers, demonstrators, sales workers and sales clerks, 
grocery clerks, and cashiers/checkers, and kindred workers. 
Office and Clerical – includes all clerical type work regardless of the level of difficulty, 
where the activities are predominantly, non-manual, though some manual work not 
directly involved with altering or transporting the products is included.  Includes:  
bookkeepers, collectors (bills and accounts), messengers and office helpers, office 
machine operators (including computer), shipping and receiving clerk, stenographers, 
typists, secretaries, telegraph and telephone operators, legal assistants, and kindred 
workers. 
 
Craft Workers (skilled) – manual workers of relatively high skill level, having a 
thorough and comprehensive knowledge of the processes involved in their work.  
Exercise considerable independent judgment and usually receive an expansive period 
of training.  Includes:  the building trades, hourly paid supervisors and lead operators 
who are no members of management, mechanics and repairers, skilled machining 
occupations, compositors and typesetters, and electricians, engravers, painters 
(construction and maintenance), motion picture projectionists, pattern and model 
makers, stationary engineers, tailors, arts occupations, hand painters, coaters, bakers, 
decorating occupations, and kindred workers. 
 
Operatives (semi-skilled) – workers who operate machines or processing equipment 
or perform other factory-type duties of an intermediate skill level which can be mastered 
in a few weeks and require only limited training.  Includes:  apprentices (auto 
mechanics, plumbers, bricklayers, carpenters, electricians, machinists, mechanics, 
building trades, metalworking trades, printing trades, delivery workers, sewers and 
stitchers, dryers, furnace workers, heaters, laundry and dry cleaning operatives, 
milliners, mine operatives and laborers, motor operators, oilers and greasers (except 
auto), painters (manufactured articles), photographic process workers, truck and tractor 
divers, knitting, looping, taping and weaving machine operators, welders and flame 
cutters, electrical and electronic equipment assemblers, butchers and meat cutters, 
inspectors, tester and graders, hand packers and packagers, and kindred workers. 
 
Laborers (un-skilled) – workers in manual occupations which generally require no 
special training who perform elementary duties that may be learned in a few days and 
require no application of little or no independent judgment.  Includes:  garage laborers, 
car washers and greasers, groundskeepers and gardeners, farm workers, stevedores, 
wood choppers, laborers performing lifting, digging, mixing, loading and pulling 
operations, and kindred workers. 
 
Service Workers – workers in both protective and non-protective service occupations.  
Includes:  attendants (hospital and other institutions), professional and personal service, 
including nurses aides, and orderlies), barbers, char workers and cleaners, cooks, 
counter and fountain workers, elevator operators, firefighters and fire protection, guards, 
doorkeepers, stewards, janitors, police officers and detectives, porters, waiters and 
waitresses, amusement and recreation facilities attendants, guides, ushers, public 
transportation attendants, and kindred workers. 
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APPENDIX B 
 

EMPLOYMENT DATA FORMS 
FOR SUMMARIZING / ANALYZING PERSONNEL ACTIONS 

 
 

Applicant Log 
 

The Applicant Log is for recording information about those seeking employment with 
your company.  Every applicant should be logged, whether you have solicited their 
application or not.  The form will help you to prepare an Applicant Flow Summary. 
 

1. Date Applied: Enter the date of the application. This may be receipt of an 
application 

 form, resume, or other inquiry 
 
2. Name:  Enter the applicant’s name 
 
3. Race:   Enter the appropriate race code as shown at the bottom of 

the form.  
(Note:  No applicant should be questioned about race or any 
other item prohibited by law.  Information about race should 
be collected either by observation, an optional tear-off 
section or separate sheet that can be separated from the 
application form). 

 
4. Sex:   Enter an F for female or an M for male 
 
5. Referral Source: Enter the appropriate referral source code shown at the 

bottom of the form.  This information can be useful in 
evaluating the effectiveness of your company’s recruiting 
sources. 

 
6. Job Title /Position 

Applied For:  Enter the title of the position that is being applied for 
 
7. Job Category: Enter the appropriate job category code shown at the bottom 

of the form 
 
8. Disposition:  Enter the appropriate disposition code shown at the bottom 

of the form. Often, you will not be able to complete this part 
until the applicant has been interviewed. 

 
9. Date Hired:  Enter the date that the applicant was hired. Of course, you 

will only complete this part for those applicants who are 
actually hired. 
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APPLICANT LOG 
 

FOR:        REPORTING PERIOD:    TO:    
 Date 

Applied 
(1) 

Name 
(2) 

Race 
(3) 

Sex 
(4) 

Referral 
Source 

(5) 

Job Title/Position Applied For 
(6) 

Job 
Category 

(7) 

Deposition 
(8) 

Date 
Hired 

(9) 
1          
2          
3          
4          
5          
6          
7          
8          
9          

10          
11          
12          
13          
14          
15          
16          
17          
18          
19          
20          

 
(3) RACE (5) REFERRAL SOURCE (7) JOB CATEGORY 8) DISPOSITION 
A = Asian/Pacific Islander W  = Walk In OM = Officials & Managers H = Hired 
B = Black U  = Unsolicited PR = Professionals QR = Qualified – Refused Offer 
C = Caucasian E  = Employee TN = Technicians QP = Qualified –No Openings –  

   Pending 
H = Hispanic CA  = Community Agency SA = Sales NQ = Not Qualified 
I  = American Indian / Alaskan Native PA  = Private Employment Agency OC = Office & Clerical O = Other 
 SA  = State Employment Agency CW = Craft Workers (skilled)  
 AD  = Advertisement OP = Operatives (semi-skilled)  
 CR  = College Recruitment LB = Laborers (unskilled)  
 HS  = H.S./Technical School SW = Service Workers  
 0  = Other   
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Applicant Flow Summary 
 
The Applicant Flow Summary will help you to analyze whether your company has a 
sufficient flow of minority and female applicants from which to select in order to realize 
your goals.  If this analysis reveals a low number of minority or female applicants 
relative to non-minorities or males and their availability, then it may indicate that your 
company’s recruiting methods are a problem area that is contributing to under-
utilization. 

 
1. Job Category:   The job categories have been pre-printed 
 
2. All Individuals – Total:  Enter the number of applicants (all races and 

sex) for each job category 
 
3. All Individuals – Male:  Enter the number of male applicants (all races) 

for each job category 
 
4. All Individuals – Female:  Enter the number of female applicants (all  

races) for each job category 
 

5. All Individuals – Non-Minority: Enter the number of non-minority applicants  
(both sexes) for each job category 

 
 

6. All Individuals – Minority: Enter the number of minority applicants (both 
sexes) for each job category. These figures 
should match the sums of Columns #7-14. 

 
7-10.   Minority Employees – Male: Enter the number of male minority applicants, 

by race, for each job category 
 

11-14. Minority Employees–Female: Enter the number of female minority applicants, 
by race, for each job category 

 
15.   Totals:    Sum the figures for each column indicated 

 
16. Percent of Total:   For Columns #3-6: Divide the total for the 

column (from line15) by the total for Column #2 
(total applicants for all races and sex for all job 
categories) and express as a percentage.  
These numbers represent the proportion of all 
applicants who are male, female, non-minority, 
and minority. 
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APPLICANT FLOW SUMMARY 
 
 
FOR: XYZ Company      REPORTING PERIOD:    TO: 

 
COMMENTS:__________________________________________________________________________________________
_____________________________________________________________________________________________________
_____________________________________________________________________________________________________
_____________________________________________________________________________________________________
_____________________________________________________________________________________________________  

ALL INDIVIDUALS MINORITY EMPLOYEES 
MALE FEMALE 

JOB CATEGORY 
(1) TOTAL 

(2) 
MALE 

(3) 
FEMALE 

(4) 
NON-

MINORITY 
(5) 

MINORITY 
(6) BLACK 

(7) 
HISP 

(8) 
ASIAN 

(9) 
AM IND 

(10) 
BLACK 

(11) 
HISP 
(12) 

ASIAN 
(13) 

AM IND 
(14) 

Officials & Managers              

Professionals              

Technicians              

Sales              

Office & Clerical              

Craft Workers (skilled)              

Operatives (semi-
skilled) 

             

Laborers (unskilled)              

Service Workers              

      

TOTALS (15)      

       

PERCENT OF TOTAL 
(16) 

 
100.0% % % % %
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Applicants Hired Summary 
 
 
The Applicants Hired Summary will help to determine whether minorities/females are 
being hired at a significantly lower rate than non-minorities/males. Indications of 
adverse impact suggest your company needs to re-examine its selection process 
(interview procedures, applicant testing procedures, etc.) for deficiencies tending to 
exclude minorities or females. 
 

 
1. Job Category:   The job categories have been pre-printed 
 
2. All Individuals – Total:  Enter the number of applicants hired (all races  

and sex) for each job category 
 
3. All Individuals – Male:  Enter the number of male applicants hired (all  

races) for each job category 
 
4. All Individuals – Female:  Enter the number of female applicants hired  

(all races) for each job category 
 

5. All Individuals – Non-Minority: Enter the number of non-minority applicants  
hired (both sexes) for each job category 

 
6. All Individuals – Minority: Enter the number of minority applicants hired  

(both sexes) for each job category. 
 

7-10.   Minority Employees – Male: Enter the number of male minority applicants, 
by race, for each job category 

 
11-14. Minority Employees – Female: Enter the number of female minority applicants 

hired, by race, for each job category 
 

15.   Totals:    Sum the figures for each column indicated 
 

16. Percent of Total:   For Columns #3-6: Divide the total for the 
column (from line 15) by the total for Column 
#2 (total applicants hired for all races and sex 
for all job categories) and express as a 
percentage.  These numbers represent the 
proportion of all those hired who are male, 
female, non-minority, and minority. 
 

17.  Totals Applied:   Enter the corresponding totals from line 15 of 
the Applicant Flow Summary form 
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18.  Percentage of Applicants Hired: For each column, divide the total on line 15 by 
the total on line 17 and express as a  
percentage. These numbers 
represent the proportion of all applicants hired, 
proportion of all male applicants hired, etc. 

 
19. Impact Ratio: The rate at which female and minority 

applicants are hired relative to males and non-
minorities. An impact ratio of less than 80% 
indicates an adverse impact. 

 
a. Females: From the line 18 figures, divide 

the percent of female applicants hired by 
the percent of male applicants hired and 
express as a percentage. 

 
b. Minority: From the line 18 figures, divide 

the percent of minority applicants hired by 
the percent of non-minority applicants hired 
and express as a percentage. 
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APPLICANTS HIRED SUMMARY 
 
FOR:        REPORTING PERIOD:    TO: 

(An impact ratio LESS THAN 80% indicates an adverse impact) 

ALL INDIVIDUALS MINORITY EMPLOYEES 
MALE FEMALE 

JOB CATEGORY 
(1) TOTAL 

(2) 
MALE 

(3) 
FEMALE 

(4) 
NON-

MINORITY 
(5) 

MINORITY 
(6) BLACK 

(7) 
HISP 

(8) 
ASIAN 

(9) 
AM IND 

(10) 
BLACK 

(11) 
HISP 
(12) 

ASIAN 
(13) 

AM IND 
(14) 

Officials & Managers              

Professionals              

Technicians              

Sales              

Office & Clerical              

Craft Workers (skilled)              

Operatives (semi-
skilled) 

             

Laborers (unskilled)              

Service Workers              

      
TOTALS (15)      

       
PERCENT OF TOTAL 

(16) 
 
100.0% % % % %

 
     

TOTAL APPLIED (17) 
    

     
% APPLICANTS 

HIRED (18) % % % % %
     

IMPACT RATIO % (19) 
  %  %
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Employees Terminated Summary 
 
 
The Employees Terminated Summary will help to determine whether 
minorities/females are being terminated at a significantly higher rate than non-
minorities/males.  Indications of an adverse impact suggest your company needs to 
re-examine its seniority practices, contract provisions, and training programs. 
 
 
1. Job Category:   The job categories have been pre-printed 
 
2. All Individuals – Total:  Enter the number of applicants terminated (all  

races and sex) for each job category 
 
3. All Individuals – Male:  Enter the number of male applicants  

terminated (all races) for each job category 
 
4. All Individuals – Female:  Enter the number of female applicants  

terminated (all races) for each job category 
 

5. All Individuals – Non-Minority: Enter the number of non-minority applicants 
terminated (both sexes) for each job category 

 
6. All Individuals – Minority: Enter the number of minority applicants  

terminated (both sexes) for each job category. 
 

7-10.   Minority Employees – Male: Enter the number of male minorities  
terminated, by race, for each job category 

 
11-14. Minority Employees – Female: Enter the number of female minorities 

terminated, by race, for each job category 
 

15.   Totals:    Sum the figures for each column indicated 
 

16. Percent of Total:   For Columns #3-6: Divide the total for the 
column (from line 15) by the total for Column 
#2 (total employees terminated) and express 
as a percentage.  These numbers represent 
the proportion of all employees terminated who 
are male, female, non-minority, and minority. 

 
17.  Total Employees:   Enter the total number of employees in your 

Company (males, females, non-minorities, and 
males). Refer to your Workforce and Under-
Utilization Form. 
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18.  Percentage of Employees 
Terminated:  For each column, divide the total on line 

  15 by the total on line 17 and express as a 
percentage.  These numbers represent the 
proportion of all employees terminated, 
proportion of all male employees terminated, 
etc. 

 
19. Impact Ratio:   The rate at which female and minority  

employees are terminated relative to males 
and non-minorities. An impact ratio of greater 
than 120% indicates an adverse impact. 

 
      a.  Females: From the line 18 figures, divide 

the percent of female employees 
terminated by the percent of male 
employees terminated and express as a 
percentage. 

 
b. Minority: From the line 18 figures, divide 

the percent of minority employees 
terminated by the percent of non-minority 
employees terminated and express as a  
percentage. 
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EMPLOYEES TERMINATED SUMMARY 

 
 
FOR:        REPORTING PERIOD:    TO: 

(An impact ratio GREATER THAN 120% indicates an adverse impact) 

ALL INDIVIDUALS MINORITY EMPLOYEES 
MALE FEMALE 

JOB CATEGORY 
(1) TOTAL 

(2) 
MALE 

(3) 
FEMALE 

(4) 
NON-

MINORITY 
(5) 

MINORITY 
(6) BLACK 

(7) 
HISP 

(8) 
ASIAN 

(9) 
AM IND 

(10) 
BLACK 

(11) 
HISP 
(12) 

ASIAN 
(13) 

AM IND 
(14) 

Officials & Managers              

Professionals              

Technicians              

Sales              

Office & Clerical              

Craft Workers (skilled)              

Operatives (semi-
skilled) 

             

Laborers (unskilled)              

Service Workers              

      
TOTALS (15)      

       
PERCENT OF TOTAL 

(16) 
 
100.0% % % % %

 
    

 
 

TOTAL EMPLOYEES 
(17)     

      
% EMPLOYEES 

TERMINATED (18) % % % % %
      

IMPACT RATIO % (19) 
  % %
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Employees Promoted Summary 
 
 
The Employees Promoted Summary will help to determine whether 
minorities/females are being promoted at a significantly lower rate than non-
minorities/males.  Indications of an adverse impact suggest your company needs to 
re-examine its seniority practices, contract provisions, and training programs. 
 
 
1. Job Category:   The job categories have been pre-printed 
 
2. All Individuals – Total:  Enter the number of employees promoted (all  

races and sex) for each job category 
 
3. All Individuals – Male:  Enter the number of male employees promoted 

(all races) for each job category 
 
4. All Individuals – Female:  Enter the number of female employees 

promoted (all races) for each job category 
 

5. All Individuals – Non-Minority: Enter the number of non-minority employees 
promoted (both sexes) for each job category 

 
6. All Individuals – Minority: Enter the number of minority employees 

promoted (both sexes) for each job category. 
 

7-10.   Minority Employees – Male: Enter the number of male minorities promoted, 
by race, for each job category 

 
11-14. Minority Employees – Female: Enter the number of female minorities 

promoted, by race, for each job category 
 

15.   Totals:    Sum the figures for each column indicated 
 

16. Percent of Total:   For Columns #3-6: Divide the total for the  
column (from line 15) by the total for Column 
#2 (total employees promoted) and express as 
a percentage.  These numbers represent the  
proportion of all employees promoted who are 
male, female, non-minority, and minority. 
 

17.  Total Employees:   Enter the total number of employees in your 
company (males, females, non-minorities, and 
males). Refer to your Workforce and Under- 
Utilization Form. 
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18.  Percentage of Employees 
   Terminated:    For each column, divide the total on line 15 by  

the total on line 17 and express as a 
percentage.  These numbers represent the 
proportion of all employees promoted, 
proportion of all male employees promoted, 
etc. 

 
19. Impact Ratio:   The rate at which female and minority 

employees are promoted relative to males and 
non-minorities.  An impact ratio of less than 
80% indicates an adverse impact. 

 
      a.  Females: From the line 18 figures, divide 

the percent of female employees promoted 
by the percent of male employees 
promoted and express as a percentage. 

 
      b.  Minority: From the line 18 figures, divide  

the percent of minority employees 
promoted by the percent of non-minority 
employees promoted and express as a 
percentage. 
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APPLICANTS PROMOTED SUMMARY 
 
FOR:        REPORTING PERIOD:    TO: 

(An impact ratio LESS THAN 80% indicates an adverse impact) 

ALL INDIVIDUALS MINORITY EMPLOYEES 
MALE FEMALE 

JOB CATEGORY 
(1) TOTAL 

(2) 
MALE 

(3) 
FEMALE 

(4) 
NON-

MINORITY 
(5) 

MINORITY 
(6) BLACK 

(7) 
HISP 

(8) 
ASIAN 

(9) 
AM IND 

(10) 
BLACK 

(11) 
HISP 
(12) 

ASIAN 
(13) 

AM IND 
(14) 

Officials & Managers              

Professionals              

Technicians              

Sales              

Office & Clerical              

Craft Workers (skilled)              

Operatives (semi-
skilled) 

             

Laborers (unskilled)              

Service Workers              

      
TOTALS (15)      

       
PERCENT OF TOTAL 

(16) 
 
100.0% % % % %

 
     

TOTAL APPLIED (17) 
    

     
% APPLICANTS 

HIRED (18) % % % % %
     

IMPACT RATIO % (19) 
  %  %
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Employees Demoted Summary 
 
 
The Employees Demoted Summary will help to determine whether 
minorities/females are being demoted at a significantly higher rate than non-
minorities/males.  Indications of an adverse impact suggest your company needs to 
re-examine its personnel policies and training programs. 
 
 
1. Job Category:   The job categories have been pre-printed 
 
2. All Individuals – Total:  Enter the number of employees demoted (all  

races and sex) for each job category 
 
3. All Individuals – Male:  Enter the number of male employees demoted  

(all races) for each job category 
 
4. All Individuals – Female:  Enter the number of female employees  

demoted (all races) for each job category 
 

5. All Individuals – Non-Minority: Enter the number of non-minority employees 
demoted (both sexes) for each job category 

 
6. All Individuals – Minority: Enter the number of minority employees  

demoted (both sexes) for each job category. 
 

7-10.   Minority Employees – Male: Enter the number of male minorities demoted, 
by race, for each job category 

 
11-14. Minority Employees – Female: Enter the number of female minorities 

demoted, by race, for each job category 
 

15.   Totals:    Sum the figures for each column indicated 
 

16. Percent of Total:   For Columns #3-6: Divide the total for the  
column (from line 15) by the total for Column 
#2 total employees promoted) and express as 
a percentage.  These numbers represent the  
proportion of all employees demoted who are 
male, female, non-minority, and minority. 

 
17.  Total Employees:   Enter the total number of employees in your 

company (males, females, non-minorities, and 
males). Refer to your Workforce and Under-
Utilization Form. 
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18.  Percentage of Employees 
   Terminated:    For each column, divide the total on line 15 by 

the total on line 17 and express as a 
percentage. These numbers represent the 
proportion of all employees demoted, 
proportion of all male employees demoted, etc. 

 
19. Impact Ratio:   The rate at which female and minority 

employees are demoted relative to males and 
non-minorities. An impact ratio of greater than 
120% indicates an adverse impact. 
 

      a.  Females: From the line 18 figures, divide 
the percent of female employees promoted 
by the percent of male employees 
promoted and express as a percentage. 

 
      b.  Minority: From the line 18 figures, divide the 

percent of minority employees promoted by 
the percent of non-minority employees 
promoted and express as a percentage. 
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EMPLOYEES DEMOTED SUMMARY 
 
FOR:        REPORTING PERIOD:    TO: 

(An impact ratio GREATER THAN 120% indicates an adverse impact
ALL INDIVIDUALS MINORITY EMPLOYEES 

MALE FEMALE 
JOB CATEGORY 

(1) TOTAL 
(2) 

MALE 
(3) 

FEMALE 
(4) 

NON-
MINORIT

Y 
(5) 

MINORITY 
(6) BLACK 

(7) 
HISP 
(8) 

ASIAN 
(9) 

AM IND 
(10) 

BLACK 
(11) 

HISP 
(12) 

ASIAN 
(13) 

AM IND 
(14) 

Officials & Managers              

Professionals              

Technicians              

Sales              

Office & Clerical              

Craft Workers 
(skilled) 

             

Operatives (semi-
skilled) 

             

Laborers (unskilled)              

Service Workers              

      
TOTALS (15)      

       
PERCENT OF 
TOTAL (16) 

 
100.0% % % % %

 
    

 
 

TOTAL 
EMPLOYEES (17)     

      
% EMPLOYEES 
DEMOTED (18) % % % % %

      
IMPACT RATIO % 

(19)   % %
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Employees Recalled From Layoff Summary 
 
 
The Employees Recalled From Layoff Summary will help you to compare the rates 
at which minorities/females are being recalled with those of non-minorities/males.  
Minorities/females being recalled at lower rates than their availability and the rates of 
non-minorities/males suggest your company needs to re-examine its seniority 
practices, contract provisions, and training programs. 
 
 
1. Job Category:   The job categories have been pre-printed 
 
2. All Individuals – Total:  Enter the number of recalls (all races and sex)  

for each job category 
 
3. All Individuals – Male:  Enter the number of male employee recalls (all 

races) for each job category 
 
4. All Individuals – Female:  Enter the number of female employee recalls 

(all races) for each job category 
 

5. All Individuals – Non-Minority: Enter the number of non-minority employees 
recalled (both sexes) for each job category 

 
6. All Individuals – Minority: Enter the number of minority employees 

recalled (both sexes) for each job category. 
 

7-10.   Minority Employees – Male: Enter the number of male minority employee 
recalls, by race, for each job category 

 
11-14. Minority Employees – Female: Enter the number of female minority employee 

recalls, by race, for each job category 
 

15.   Totals:    Sum the figures for each column indicated 
 

16. Percent of Total:   For Columns #3-6: Divide the total for the 
column (from line 15) by the total for Column 
#2 (total employees recalled) and express as a 
percentage.  These numbers represent the 
proportion of all employees recalled who are 
male, female, non-minority, and minority. 
 
 
 
 
 



 55

EMPLOYEES RECALLED FROM LAYOFF SUMMARY 
 
 
FOR:  XYZ Company     REPORTING PERIOD:    TO: 

 
COMMENTS:______________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________ 
 

ALL INDIVIDUALS MINORITY EMPLOYEES 
MALE FEMALE 

JOB CATEGORY 
(1) TOTAL 

(2) 
MALE 

(3) 
FEMALE 

(4) 
NON-

MINORITY 
(5) 

MINORITY 
(6) BLACK 

(7) 
HISP 

(8) 
ASIAN 

(9) 
AM IND 

(10) 
BLACK 

(11) 
HISP 
(12) 

ASIAN 
(13) 

AM IND 
(14) 

Officials & Managers              

Professionals              

Technicians              

Sales              

Office & Clerical              

Craft Workers (skilled)              

Operatives (semi-skilled)              

Laborers (unskilled)              

Service Workers              

      

TOTALS (15)      

       

PERCENT OF TOTAL 
(16) 

 
100.0
% % % % %
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Employees Laid Off Summary 
 
 
The Employees Laid Off Summary will help you to compare the rates at which 
minorities/females are being laid off with those of non-minorities/males.  
Minorities/females being laid off at higher rates than non-minorities/males suggest 
your company need to re-examine its seniority practices, contract provisions, and 
training programs. 
 
 
1. Job Category:   The job categories have been pre-printed 
 
2. All Individuals – Total:  Enter the number of employees laid off (all  

races and sex) for each job category 
 
3. All Individuals – Male:  Enter the number of male employees laid off 

(all races) for each job category 
 
4. All Individuals – Female:  Enter the number of female employees laid off 

(all races) for each job category 
 

5. All Individuals – Non-Minority: Enter the number of non-minority employees 
laid off (both sexes) for each job category 

 
6. All Individuals – Minority: Enter the number of minority employees laid off 

(both sexes) for each job category. 
 

7-10.   Minority Employees – Male: Enter the number of male minority employees 
laid off, by race, for each job category  
 

11-14. Minority Employees – Female: Enter the number of female minority  
employees laid off, by race, for each job 
category 

 
15.   Totals:    Sum the figures for each column indicated 

 
16. Percent of Total:   For Columns #3-6: Divide the total for the  

column (from line 15) by the total for Column 
#2 (total employees laid-off) and express as a 
percentage.  These numbers represent the 
proportion of all employees laid off who are 
male, female, non-minority, and minority. 
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EMPLOYEES LAID OFF SUMMARY 
 
 
FOR: XYZ Company      REPORTING PERIOD:    TO: 

 
COMMENTS:________________________________________________________________________________________________
___________________________________________________________________________________________________________
___________________________________________________________________________________________________________
___________________________________________________________________________________________________________
___________________________________________________________________________________________________________ 
 

ALL INDIVIDUALS MINORITY EMPLOYEES 
MALE FEMALE 

JOB CATEGORY 
(1) TOTAL 

(2) 
MALE 

(3) 
FEMALE 

(4) 
NON-

MINORITY 
(5) 

MINORITY 
(6) BLACK 

(7) 
HISP 

(8) 
ASIAN 

(9) 
AM IND 

(10) 
BLACK 

(11) 
HISP 
(12) 

ASIAN 
(13) 

AM IND 
(14) 

Officials & Managers              

Professionals              

Technicians              

Sales              

Office & Clerical              

Craft Workers (skilled)              

Operatives (semi-
skilled) 

             

Laborers (unskilled)              

Service Workers              

      

TOTALS (15)      

       

PERCENT OF TOTAL 
(16) 

 
100.0% % % % %
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Employee Training Summary 
 
The Employee Training Summary will help you to compare the rates at which 
minorities/females are receiving training designed to enhance their opportunities for 
advancement with those of non-minorities/males.  Minorities/females receiving 
training at lower rates than non-minorities/males suggest your company needs to re-
examine its training programs and policies. 
 
 
1. Job Category:   The job categories have been pre-printed 
 
2. All Individuals – Total:  Enter the number of employees who received  

training (all races and sex) for each job 
category 

 
3. All Individuals – Male:  Enter the number of male employees who 

received training (all races) for each job 
category 

 
4. All Individuals – Female:  Enter the number of female employees who 

received training (all races) for each job 
category 

 
5. All Individuals – Non-Minority: Enter the number of non-minority employees 

who received training (both sexes) for each job 
category 

 
6. All Individuals – Minority: Enter the number of minority employees who 

received training (both sexes) for each job 
category 

 
7-10.   Minority Employees – Male: Enter the number of male minority employees 

who received training, by race, for each job 
category 

 
     11-14. Minority Employees – Female: Enter the number of female minority 

employees who received training, by race, for 
each job category 

 
15.   Totals:    Sum the figures for each column indicated 

 
16. Percent of Total:   For Columns #3-6: Divide the total for the  

column (from line 15) by the total for Column 
#2 (total employees who received training) and 
express as a percentage.  These numbers  
represent the proportion of all employees who 
received training who are male, female, non-
minority, and minority.



 59

EMPLOYEE TRAINING SUMMARY 
 
 
FOR: XYZ Company      REPORTING PERIOD:    TO: 

 
COMMENTS:________________________________________________________________________________________________
___________________________________________________________________________________________________________
___________________________________________________________________________________________________________
___________________________________________________________________________________________________________
___________________________________________________________________________________________________________ 
 

ALL INDIVIDUALS MINORITY EMPLOYEES 
MALE FEMALE 

JOB CATEGORY 
(1) TOTAL 

(2) 
MALE 

(3) 
FEMALE 

(4) 
NON-

MINORITY 
(5) 

MINORITY 
(6) BLACK 

(7) 
HISP 

(8) 
ASIAN 

(9) 
AM IND 

(10) 
BLACK 

(11) 
HISP 
(12) 

ASIAN 
(13) 

AM IND 
(14) 

Officials & Managers              

Professionals              

Technicians              

Sales              

Office & Clerical              

Craft Workers (skilled)              

Operatives (semi-
skilled) 

             

Laborers (unskilled)              

Service Workers              

      

TOTALS (15)      

       

PERCENT OF TOTAL 
(16) 

 
100.0
% % % % %
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Employees Transferred Summary 
 
 
The Employees Transferred Summary will help you to compare the rates at which 
minorities/females are transferred among jobs for the purpose of enhancing their 
opportunities for advancement with those of non-minorities/males.  
Minorities/females transferred at lower rates than non-minorities/males suggest your 
company needs to re-examine its promotion, training, and transfer policies. 
 
 
1. Job Category:   The job categories have been pre-printed 
 
2. All Individuals – Total:  Enter the number of employees transferred (all  

races and sex) for each job category 
 
3. All Individuals – Male:  Enter the number of male employees  

transferred (all races) for each job category 
 
4. All Individuals – Female:  Enter the number of female employees 

transferred (all races) for each job category 
 

5. All Individuals – Non-Minority: Enter the number of non-minority employees 
Transferred (both sexes) for each job category 

 
6. All Individuals – Minority: Enter the number of minority employees  

transferred (both sexes) for each job category. 
 

7-10.   Minority Employees – Male: Enter the number of male minority employees 
transferred, by race, for each job category 

 
11-14. Minority Employees – Female: Enter the number of female minority  

employees transferred, by race, for each job 
category 

 
15.   Totals:    Sum the figures for each column indicated 

 
16. Percent of Total:   For Columns #3-6: Divide the total for the  

column (from line 15) by the total for Column 
#2 (total employees transferred) and express 
as a percentage.  These numbers represent 
the proportion of all employees transferred who 
are male, female, non-minority, and minority.
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EMPLOYEES TRANSFERRED SUMMARY 
 
 
FOR: XYZ Company      REPORTING PERIOD:    TO: 

 
COMMENTS:__________________________________________________________________________________________________
______________________________________________________________________________________________________________
______________________________________________________________________________________________________________
______________________________________________________________________________________________________________
______________________________________________________________________________________________________________ 
 
 

ALL INDIVIDUALS MINORITY EMPLOYEES 
MALE FEMALE 

JOB CATEGORY 
(1) TOTAL 

(2) 
MALE 

(3) 
FEMALE 

(4) 
NON-

MINORITY 
(5) 

MINORITY 
(6) BLACK 

(7) 
HISP 

(8) 
ASIAN 

(9) 
AM IND 

(10) 
BLACK 

(11) 
HISP 
(12) 

ASIAN 
(13) 

AM IND 
(14) 

Officials & Managers              

Professionals              

Technicians              

Sales              

Office & Clerical              

Craft Workers (skilled)              

Operatives (semi-
skilled) 

             

Laborers (unskilled)              

Service Workers              

      

TOTALS (15)      

       

PERCENT OF TOTAL 
(16) 

 
100.0% % % % %
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APPENDIX C 
 

WHERE TO OBTAIN CENSUS DATA AND 
AFFIRMATIVE ACTION PLAN TECHNICAL ASSISTANCE 

 
 
 
 

Census Data Sources: 
 

Census data for Hillsborough, Pinellas, Pasco, and Hernando Counties is included on the following page. 
Statistical data for other areas can be obtained from the web site www.census.gov/eeo2000/index.html. 
 
 
 

Affirmative Action Plan Technical Assistance: 
 
You can obtain assistance in preparing an affirmative action plan from the following sources.  Keep in mind 
they will not prepare a plan for you. However, they will offer guidance and assistance in preparing your 
plan. 
 
 1. City of Tampa 
  Minority Business Development Office 
  306 East Jackson Street, 7th Floor East 
  Tampa, Florida 33602 
  (813) 274-5543 – Franklin U. Cross, Jr., CCA, EEO/AA Specialist 
 
 
 2. Web site: www.census.gov/eeo2000/index.html 
 
 
 
SPECIAL NOTE: * = statistical data to be used by class 
 
   Category All Others, including Hispanics = minority status to  

be used 
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APPENDIX D 
 

BLANK FORMS 
 
 

 
 
1. Employee Listing 
 
 
2. EEO-1 Worksheet 

 
 

3. Workforce & Local Labor Pool Demographics Worksheet 
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DATE: ____/____/_____  EMPLOYEE LISTING   PAGE: _______ OF __________ 
                  
COMPANY NAME: _______________________________________________   LOCATION: _____________________________ 
                       

  (1)   Race (2)   Sex (3)   EEO-1 Job Category 
 Employee Name Job Title W B H AP AI M F OM P T SA OC C OP L SW 
1                                     
2                                     
3                                     
4                                     
5                                     
6                                     
7                                     
8                                     
9                                     

10                                     
11                                     
12                                     
13                                     
14                                     
15                                     
16                                     
17                                     
18                                     
19                                     
20                                     

                  
(1) RACE:      (2) SEX:   (3) JOB CATEGORY:       
                      
     W  = White (not of Hispanic origin)  M = Males  OM =  Officials and Managers L = Laborer  
     B   = Black (not of Hispanic origin)  F = Females  P =  Professionals SW = Service Worker 
     H   = Hispanic        T =  Technicians     
     AP = Asian and Pacific Islander        SA =  Sales     
     AI  = American Indian or Alaskan Native       OC =  Office and Clerical     
        C =  Craft (skilled)     
        OP =  Operatives (semi-skilled)     
                  
   



 66

EEO-1 WORKSHEET 
 

 
 
FOR:                                                _______    DATE:       _____________                                     
 

MALE  FEMALE  
MINORITY MINORITY 

 
JOB 

CATEGORY 
(1) 

 
TOTAL 

EMPLOYEES 
(2) 

 
 
 

 
WHITE 

(3) 

 
BLACK 

(4) 

 
HISPANIC 

(5) 

 
ASIAN 

(6) 

 
AMERICAN 

INDIAN 
(7) 

 
 

 
 
 

WHITE 
(8) 

 
BLACK 

(9) 

 
HISPANIC 

(10) 

 
ASIAN 

(11) 

 
AMERICAN 

INDIAN 
(12) 

 
 

TOTAL 
FEMALE 

(13) 

 
TOTAL 

MINORITIES 
(14) 

Officials & 
Managers 

                

Professionals                 

Technicians                 

Sales                 

Office & 
Clerical 

                

Craft 
Workers 
(Skilled) 

                

Operatives 
(Semi-skilled) 

                

Laborers 
(unskilled) 

                

Service 
Workers 

                

                 
TOTALS 

(15) 
                



WORKFORCE AND LOCAL LABOR POOL DEMOGRAPHICS COMPARISON 
 
FOR _________________________________________________   DATE:  _ _______________________________ 
 
 

MINORITY EMPLOYEES  FEMALE EMPLOYEES JOB 
CATEGORY 

(1) 

TOTAL 
EMPLOYEES 

(2) 
% AREA 

WORKFORCE 
MINORITIES 

(3) 

MINORITIES 
EXPECTED 

IN COMPANY 
(4) 

MINORITIES 
IN 

COMPANY 
(5) 

UNDER-
UTILIZED 

(6) 

 % AREA 
WORKFORCE 

FEMALES 
(7) 

FEMALES 
EXPECTED 

IN 
COMPANY 

(8) 

FEMALES 
IN 

COMPANY 
(9) 

UNDER-
UTILIZED 

 
YES / NO 

Officials & 
Managers 

   (YES)  or 
(NO) 

   (YES)  or 
(NO)

Professionals    (YES)  or 
(NO) 

   (YES)  or 
(NO)

Technicians    (YES)  or 
(NO) 

   (YES)  or 
(NO)

Sales    (YES)  or 
(NO) 

   (YES)  or 
(NO)

Office & 
Clerical 

   (YES)  or 
(NO) 

   (YES)  or 
(NO)

Craft Workers 
(Skilled) 

   (YES)  or 
(NO) 

   (YES)  or 
(NO)

Operatives 
(Semi-skilled) 

   (YES)  or 
(NO) 

   (YES)  or 
(NO)

Laborers 
(unskilled) 

   (YES)  or 
(NO) 

   (YES)  or 
(NO)

Service 
Workers 

   (YES)  or 
(NO) 

   (YES)  or 
(NO)

     (YES)  or 
(NO) 

    (YES)  or 
(NO)

TOTALS 
(15) 

    (YES)  or 
(NO) 

    (YES)  or 
(NO)

 
(12)  DATA SOURCE(S) 

 
US CENSUS BUREAU CENSUS 2000 EEO DATA TOOL (HILLSBOROUGH COUNTY) 
 



 
 

IMPORTANT NOTICE 
 
 
 
 
Effective January 2005, all submittals for EEO/AA certification and/or re-
certification must be prepared using the 2000 Census Data. 
 
Your report must include a copy of the data used, or you must state on your cover 
sheet the county you are located in. 
 
Also, include your federal identification number as we will be verifying it against 
our records. 
 
Any questions please contact the EEO/AA Specialist at (813) 274-5543. 
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How To Get Census 2000 EEO Data 
For Accomplishing Affirmative Action Plans 

 
1. Go to www.census.gov/eeo2000/index.html 
 
2. This will take you to the US Census Bureau, Census 2000 EEO Data Tool 
 
3. Select Employment by EEO-1 Job Categories 
 
4. Scroll down to “Select Geography” and pick Worksite: Data based on where people 

work 
 
5. Scroll down and click on NEXT 
 
6. This will take you to the next page, which states “Select One of the Following Levels of 

Geography.”  You should select  Counties in scroll to select your state 
 
7. Scroll down and click on NEXT 
 
8. This will take you to another page, which will state “Select One or More Counties.” 

You should scroll to select your county and state 
 
9. Scroll down and click on NEXT 

 
10. This will take you to another page which will state “Occupation Sort Order.”  You 

should select Sort by Codes 
 

11. Select one or more EEO-1 Job Categories scroll to select your job category 
 

12. To select all at one time, hold down the SHIFT key and click on Officials and Managers 
and then click on Service Workers. This will include everything you need in order to 
accomplish the statistical requirements 

 
13. Scroll down to Select Race Categories to Display. Select Show White, Non-

Hispanic/All Other Totals 
 

14. Scroll down to Output Options 
 

15. Select Show Total of Selected Geographies and Occupations 
 

16. Click on Display Table 
 

17. PRINT THE REPORT.  You will only need the Percentage Table in order to complete 
your affirmative action plan. 

 
SPECIAL NOTE: 
 
If, after trying to obtain the information you need, you are having a problem, please contact the 
EEO/AA Specialist at (813) 274-5543.   






