



Company Letterhead

 SEQ CHAPTER \h \r 1Date

Name of Recruitment Source

Address of Recruitment Source

City, State  Zip

RE: Recruitment of Minorities and Females for Project ________ in _______________











Location

Dear ______.

As a contractor on federally funded projects, we are committed to making every good faith effort to comply with all Federal affirmative action requirements of the contract.  The employment policies and practices of ABC Contracting are now, and always have been, to hire qualified and/or qualifiable personnel irrespective of race, color, religion, sex, national origin.  

Project _________ is scheduled to be completed on ___________.  Our portion of the project will run from approximately ____________ to ____________.

ABC Contracting for Project _______, a bridge reconstruction project, in __________ has the opportunity to hire.  We are seeking minority and female applicants for the following crafts:

Craft _________________

Requesting:  female □

minority □


Craft _________________

Requesting:  female □

minority □


Craft _________________

Requesting:  female □

minority □


As ABC Contracting is signatory to the ________ union we will make every effort to obtain minority and female applicants through union referral.  However, should there be a need to recruit outside of the union we will refer all applicants, once hired, to the appropriate union hall for indenturing.
Respectfully,

Name

Title

CC:   Contractor’s Home Office ODOT District EEOCC 
NOTE:  The contractor shall document recruitment efforts made and follow-up action taken, particularly when the union fails to respond.
Equal Opportunity Employer


