
Guidelines for Administering Equal Employment 
Opportunity in Public Contracts



Procurement and contracting responsibilities
are a fundamental part of government.
Successful implementation of these
functions includes the recognition and
awareness of Equal Employment
Opportunities for qualified minorities and
women under the law.



Public Agency Audits and Ratings



Each year, all Public Agencies are required to submit the name, title, 
address, telephone number, fax, & email address of the P.A.C.O.

NO LATER THAN JANUARY 10TH OF EACH YEAR.



Mandatory Bid Advertisement Language must be used when 
advertising a bid.



Public Agencies MUST include in all solicitations or advertisements for
bids, the following language:

“BIDDERS ARE REQUIRED TO COMPLY WITH THE 
REQUIREMENTS OF 

N.J.S.A. 10:5-31 et seq. N.J.A.C. 17:27”
or

For Goods, Professional Service and General Services Contracts which
are exempt from public bidding procedures, the Public Agency shall
include in their solicitations or Request for Proposal (RFP) the
following language:

“IF AWARDED A CONTRACT YOUR COMPANY/FIRM WILL BE 
REQUIRED TO COMPLY WITH THE REQUIREMENTS OF N.J.S.A.

10:5-31 et seq. N.J.A.C. 17:27”



ALL GOODS, PROFESSIONAL SERVICE AND  GENERAL 
SERVICE  CONTRACTS MUST INCLUDE:

Mandatory Equal Employment Language of EXHIBIT A

ALL CONSTRUCTION CONTRACTS MUST INCLUDE:

Mandatory Equal Employment Language of EXHIBIT B



Mandatory Equal Employment 
Opportunity Language

Exhibit A







THE SUCCESSFUL BIDDER IS REQUIRED TO SUBMIT TO THE PUBLIC 
AGENCY ONE OF THE FOLLOWING:

1. A letter from the Office of Federal Contract Compliance Program (OFCCP)
indicating the vendor has an approved Federal Affirmative Action Plan. This letter
is valid one year from the date of issuance.

or

2. A valid copy of a Certificate of Employee Information Report.

or

3. A Completed Employee Information Report (FORM AA-302)

After notification of award, but prior to execution of a Goods, Services or
Professional Services Contract, the AA evidence MUST be submitted.



FEDERAL LETTER 
OF APPROVAL

EMPLOYEE 
INFORMATION 

REPORT 
FORM (AA-302)

CERTIFICATE 
OF EMPLOYEE 
INFORMATION 

REPORT

FOR GOODS , PROFESSIONAL SERVICE AND GENERAL SERVICE CONTRACTS 



INITIAL 
PROJECT 
WORK
FORCE 

REPORT 

FORM
AA-201



Department of Labor and Workforce Development
Construction EEO Compliance Monitoring Program

PO Box 209
Trenton, NJ 08625-0209

(609) 292-9550



• In an emergency, a Public Agency may award a contract without an
approved affirmative action program.

• Public Agency must document that an actual or imminent emergency
exists, which requires it to immediately award a contract for construction or
the delivery of goods and services, including professional services, and that
to delay the award of the contract would endanger public health, safety,
welfare or property.

• The contractor shall be required to comply with the EEO/AA regulations
prior to receiving payment.

• Public Agency is also required to provide the vendor with the appropriate
language (Exhibit A or Exhibit B) and obtain the proper Affirmative Action
evidence.



STATE 
AGENCIES  

INDEPENDENT 
AUTHORITIES

Colleges and 
Universities

• State agencies are required to allocate ½ of 1% of the total construction cost, equal to or
greater than $1 million.

• State agency must forward the training funds to the department of labor and workforce
development, immediately upon award of the contract

• It must also provide the division with a training fund letter certifying that the funds
have been allocated and released to the department of labor and workforce
development



 Local governments are also required to allocate and release
training funds under P.L.2009, c.313

 The funds are used to train minorities and women in the
construction trades through the NJ build program and thereby
builds a pool of qualified minorities and women for employment
on public works projects.

 The division has held implementation of this law as it applies to
local governments in abeyance pending attorney general advise on
certain issues. For information about the NJ Build program
contact the Department of Labor and Workforce Development at
(609) 292-5747.







 If the results of an audit are found to
be unsatisfactory, the Public Agency
will be issued an advisement letter
outlining the deficiencies.

 If the Public Agency fails to take
corrective measures, monetary
penalties may be issued.



Public Agency 
 Include Mandatory Language 

in advertisements for receipt 
of bids, solicitation and/or 
request for proposals

 Include appropriate 
Mandatory Language in 
contracts and bid
specifications

 Obtain Required EEO/AA 
evidence from  vendor or 
contractor

Vendor                                        Contractor
Goods, Professional Services, 
and General Services Contracts

Subject to Mandatory 
Language of Exhibit A

Selected vendors must submit 
one of the following forms of 
evidence:
1. Copy of Letter of Federal
Approval

Or

2. Certificate of Employee 
Information Report

Or

3. Complete Form AA-302 
(Employee Information 
Report)

EEO/AA Evidence must be 
submitted after notification of 
award, but prior to signing of 
the contract

Construction Contracts

Subject to Mandatory Language of Exhibit B

Additional Mandatory Language
EO 151 and P.L.2009, c.335 (State Agencies, 
Independent Authorities, Colleges & 
Universities Only)

Selected construction contractors must submit 
the following form of
evidence:

Submit Form AA-202 (Monthly 
Project Workforce Report) once a 
month for the duration of the contract 
to the Dept. of Labor and to the Public 
Agency Compliance Officer

EEO/AA Evidence must be
submitted after notification of award, but 
prior to signing of a construction contract

Complete Form AA-201 (Initial Project 
Workforce Report)



THE PUBLIC AGENCY MAY DOWNLOAD THE FORMS AT THE 
FOLLOWING WEBSITE ADDRESS:

http://www.state.nj.us/treasury/contract_compliance/forms.shtml



NJ Department of the Treasury
Division of Purchase & Property
Contract Compliance Audit Unit

EEO Monitoring Program
P.O. Box 206

Trenton, New Jersey 08625-0206
(609) 292-5473

http://www.nj.gov/treasury/contract_compliance/

http://www.nj.gov/treasury/contract_compliance/


QUESTIONS
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