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1. FHWA 1391 Instructions for Contractors (FY2025)

Access the FHWA 1391 submittal from NCDOT’s Connect home page — Navigate to Doing Business, Small Business, Equal
Opportunity Contractor Compliance Program (EOCCP).

Step

Instruction

Image

11

Access the FHWA
1391 submittal
portal from
NCDOT’s Connect
home page — Under
Doing Business,
Small Business,
Equal Opportunity
Contractor
Compliance
Program (EOCCP).

PPNl Commtarts  Dwectoy of Fewnt | Trucking  Teet & Matersi Mgmt DMV Publc Tam  Purchiing  ROW  Tumpds

Equal Opportunity Contractor Compliance Program
(eoccp)
EOCC Program Overview and Resources

N Somean SCO0T + Dung Buanass + Smat Busnens

Program Overview Announcements
The Equal Opportunty (£.0) Conlracior Complacce Program (EOCCR) n respooniie for
eavering Dat prame contractny 308 WOCOAN 3:0cs Partarming work on NCOO T Federss aid New EOCCP Website
Paghoe iy CoOMILL IO SrOpRCly Corply m The AOndRLrme sten Ind aflrmative 3 bin
mgurements sulead i e FHNA- 1273 Regured Contract Proviiom The EOCCP sasuren Comwrg Sooe
B Brough oo Loy achwilen

+ Conductng £O comphance seviewn ¢f primes snd scbeondr acion

« Fachlatiog raming n 3 vasety of formats_and Upcoming Events
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mMncrBot 308 women In 3 coslaciors workdece Theve £20 provences apoly % al Federat-ad
g Iwiry COMMIUCION Contacts of $10.000 Of MOre. tegardiess of Der acd ol emgbsyment Quick Links
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13owing ™

1.2

On the EEOCP Page,
in the Annual 1391
Reporting section,
go to Click here
to access the 2025
FHWA 1391 web
page for links to
Logon and more.

Answual 1351 Reporting

Contracions on Federalaid projects mest submd an Areuat EEO Report (FHWA Form 1391

Contact Us
each July for he durabion of he project iIndcaling the number of minonty. women, and Non-
meonly OIoup employees Currontly enpaged in each work Ciassificalion and raming program
requved by the contract The informaton & 1o be reporied for 3l actve Federal-aid construcion r ol Directon
N(h" an D be ent g o conlract t o 1.‘(!' L—-’{E
~ppropn INCHOOA M, N0 on ‘e +] L O
proje: porcpnate s A may De enfoeced for conlractors fallag 10 repon, such as S1at contacts for Equs!
WIBNAGKENG Of progress payments
Complarce Program
WHO MAS TO REPORT? (EOCCE)

« AN prme confracions and subcontacions with Federal- 2 contracts of $10 000 or mere

N
« Subcontacions are required 10 subad ther repors 1o Be prime confracions (2 Contact Form

For quesbons & feeddack
PERIOD TO REPORT about this area of Connect
NCOOT. contact Equal
o The last &8 paproll penod enaing in July Do not report aay other payroll pencd n the Opporunty Contractor
month of July A %8 payToll peviod i seven (7) days Complance Program
« Hihe federal contract is acive durng s payToll penod bul 80 work was pesfonmed (EOCCP)

confraciors ment submd a 1391 Report mdating "NO ACTIVITY

« M e pame conlracion works dunng the month of July e prime and Ml subconbracion
must fle FIONA Form 1391

il CHCK NETe to pet started on completing your FHWA 1391 Form. Snd detalied inatructions, o
acess our FAQ It

Contact information

Conkacion requiring assntance with ek EEO cbiigations of help seftng up # sasfaciory EEQ
Program should contact e followng

Jusn Conde $53.2361261 gonseQnedot gov

Feboa Dickens 254.236.1257 ockensQncsot gov




1.3

The 2025 FHWA
1391 Page contains
links for:

e |nstructions on
completing the
1391 form

o the Logon page

e FAQs

BUSINESS PARTNER RESOURCES

Poing Business  Exading & Letting

Prequety TN RAE Cossutants  Directory of Firms  Trucking  Fleet & Matedal Mgme DMV Public Trans  Puschasing ROW  Tusspite

2025 FHWA 1391

R Comes NCOOT » Dowg Busenss > Swad Busrans

IMPORTANT MESSAGE FAQ
IMPORTANT MESSAGES FOR 2025 v Topc QNBe O .-
New Topsc - 1391 Status Owfiniionn (3

Coming Soon Topse - General Inforsason (12

NCDOT will 233 progects 10 the NCDOT o- 1391 Appicasion the week of Jdy 7!, 2025 AN
projects will be avadable 1o contracions by July 148 2024

Topee - Passaord (7

Topes - Reparting Period (3)
Topse - View Detal/Last Acson Delinitions (7)

Welcome to Annual FHWA 1391 Reporting!

Contractons on Federai-aud projects must subrmil an Annmusl EEO Report each July for the
Ouration of the project. INGCAINg the number of NNy, WOMen 3nd NON-MINseRy Qroup
empioyees curently engaRed N CACK Work CaTNBCANCA ANd I 2NNG PICGH A requred by the
contract

Cick here for detaded Inatructions on completing Bhe form

*m hare to logom and complote the FHWA 1381 Form

Cick here 1o access the FAQ Search List, Cick FAQs PDF to download a version. (Coming

Secnt)

For questions uneelated 10 Passwoeds. please send an emad with the fam name, contract
number and ssue 10 hwat 381 support@ncdot.gov

Below are the most Wy asked ques s




2. Logon Information
To start, complete the information on the Logon screen.

About the Email address and Passwords:

e The Email address must be a valid email address as it will receive updates about the FHWA 1391 process.

e Your company’s Password is the same as the password used last year (2024) to submit the FHWA 1391 form.
e Each company has their own unique password and should not be shared with other contractors.

Step | Instruction Image
2.1 Complete the fields
on the page.

e  First Name and
Last Name of the
individual
certifying the
FHWA 1391

e JobTitle

e Email address

e Company’s
unique password
for accessing the
system. ! HELP

LOG ON

Click on LOG ON Bagsword Help




3. Password Help

display a messaging
confirming your
request was received
and you will need to
wait 24 to 48 hours
for a response.

Step | Instruction Image
3.1 If you need help with
your password,
complete the
information (except LOG ON HELP
password) and click
on ‘Password Help.” | ™l Password Help
3.2 | Enteryour Firstand . .
Last Name and email My password isn't working Help
address. Begin typing
your firm name to Firsl Narme
select it from the Mel
dropdown list.
Last Name
Austin
E-Mhail
ext-meaustin2@ncdot.gov
Mame of your firm
Hanks o N
Hanks Hauling
3.3 The Firm Name and
the email use.d last My password isn't working Help *
year to submit a 1391
is displayed. This email address shown below was wsed 10 complete last years 1391
. Firm Marme Harks Hauling  Email Address  ext-
Select either meaustin2@ncdot. gov
1 - My Password isn’t
WO rking. ‘What type of password help do you need? (SELECT ONE)
. . (®) 1. My Prasword isnt working
Click on Submit. ™y 2. 1 don't know my Password (if clicked expand 1o show additional
= guestions)
SUBMIT CANCEL
3.4 The system will

Your request has been received; please allow 24-48 hours for a response.




3.5

My password isn't working Help X

This email address shown below was used to complete last year's 1391

Firm Name Hanks Hauling Email Address ext-

meaustin2@ncdot.gov

What type of password help do you need? (SELECT ONE)

(O 1. My Password isnt working

@ 2 dontknow my Passnword(f clicked expand 1o show addriorl
questions)

2A. | used NCDOT e-1391 last year and want you to send me my
OJ—
2B 1have not used NCDOT e-1391 before and need my password
"~ senttome

() 2C.1needto change the primary 1391 email for my firm

SUBMIT CANCEL

3.4

Option A —When you
select option A, an
automated email with
your password will be
sent to you. You'll
receive this
notification.

Your request has been received; please allow 24-48 hours for a response.

Close Tab

3.5

Option B— NCDOT
staff will research
your password and
email it to you.
You’ll receive this
notification.

Your request has been received; please allow 24-48 hours for a response.

Close Tab

3.6

Option C - NCDOT
staff will contact you
via email regarding
the change.

You'll receive this
notification.

Your request has been received; please allow 24-48 hours for a response.

Close Tab




4. Contractor Webpage Overview (after successful Logon)
Contractor webpage layout described.

Step

Instruction

Image

4.1

After
successful
Logon, the
Congractor
webpage is
displayed.

There are 3
major
elements on
the page.

Contractor Webpage

4.2

A -The name
of your firm.
Click on the
“I” to access
an
information
panel about
the firm

Contract Number Training03

Contract
Description

Prime Contractor Tinas Traffic Contro

Project County Burke

Tinas Traffic Control

4.3

B - Tabs to:
-Complete or
view FHWA
1391 Formes,
-Help page
-Where is my
Project page.

Hanks Hauling

FHWA 1397 COMPLETION

WHERE IS MY PROJECT?

4.4

C - Body of
the page, in
grid-sheet
format.

Displays . ..

e Contract#
e (Contract Type
e Completion Date

1391 Status

1391 Status Date
View Details button




4.5

Tosee a
history of the
1391 Form
Status
Activity,

click on the
View Details
button.




5. Help

There are two Help buttons available to get additional information to resolve issues.

Step

Instruction

Image

5.1

On the
Contractor
webpage,
click on the
Help tab to
access a
page with
Helpful

information.

Hanks Hauling

FHWA 1391 COMPLETION

5.2

From the
Getting
Started
page, you
can click on
a link to:

-Logon and
complete
the FHWA
1392 form
or

-Access
detailed
instructions

-Access a
FAQ list (or
PDF) to help
with
common
issues.

FHWA 1391 Form — Getting started.

Contractors on Federal-aid projects must submit an Annual EEO Report each July
for the duration of the project, indicating the number of minority, women, and non-
minority group employees currently engaged in each work classification and training
program required by the contract.

Click here to logon and complete the FHWA Form 1391.
Click here for detailed Instructions on completing the form.
Click here to access the FAQ Search List.

Click FAQ's to access and download a PDF of the FAQ page.

53

If you have
more
questions,
send an
email to:

Email: fhwal391support@ncdot.gov.

Your request has been received; please allow 24-48 hours for a response.

Close Tab



mailto:fhwa1391support@ncdot.gov

6. Where is My Project

If you do not see your project listed, go to the Contractor Web.

Step | Instruction Image
6.1 At the top pf
the Contractor
webpage, click .
on “Where is Hanks Hauling
My Project” FHWA 1391 COMPLETION WHERE IS MY PROJECT?
tab.
6.2 Send an email
to the address | | : _
displayed on Where's My Project Help X
the screen with
the Where is My Project?
information ere is My Project:
referenced. .
« Please send an email to: fhwa1391support@ncdot.gov
* Enter "Where's My Project” in the subject line.
* Tell us the firm name, contract # and subcontract number if applicable.
« Please allow up to 48 hours for a response.
CLOSE
f—
6.3 NCDOT will
follow-up
when your
email is
. Your request has been received; please allow 24-48 hours for a response.
received.




7.1 Prime Contractor — Complete and submit FHWA 1391 Form

The Prime Contractor completes a FHWA 1391 Form for their firm and submit it. The Form moves to Pending RE review.
RE will approve or reject the Prime Contractor form from the RE Dashboard.

Step Instruction Image
7.1.1 When Prime
Contractor
logons, the
following
tabs are
displayed:

Hanks Hauling

FHWA 1391 COMPLETION SUBCONTRACTOR REVIEW 2ND TIER REVIEW HELP WHERE IS MY PROJECT?

7.1.2 Click on = Q31 O -mecasenses e A NP B F® 80 0 B O W -
FHWA 1391
Completion
tab.
Respond to
the pop-up
window.
Answer Yes
to complete
FHWA 1391
form for
current
year.

7.1.3 Complete

Table A: ESYNALEY) Fcm bar TraisingRl

Was work performed on this contract by your
firm in the month of July 20227

Enter the e o I B B B N e S e T By e I By B By B
number of o N R AN R N N N N R N N N N A
Males and o '

Femalesin
each
demographi
c group for
each Job
Category. o N B AN R SN N N N G I R N N




7.1.4

Complete
Table B:

Enter the
number of
Male and
Female
Apprentices
or On the
Job
Trainees.

7.1.5

Complete
Table C:

Enter
number of
Male and
Female
Apprentices
and On-the
Job Trainees
(listed in
Table B) for
each
demographi
c.

Select Next.

Black or Africsn American

o Categories "

1

3

TABLE C (Table B data by racialfethnicity status)

Fizpanic or Latine Amean ':‘::":‘E"”’"“‘ azian

" E " £ M 3

:
PREVIOUS NEXT

7.1.6

A completed
FHWA 1391
Form is
generated.

Verify that the information you have entered is correct and securate and then click on the checkbox to canfirm. If you need to chang this information click on “Return 10 1391

FEDERAL-AID HIGHWAY CONSTRUCTION CONTRACTORS ANNUAL EEO REPORT

IMBER DOLLAR AMOUI ONTRACT(s

7.1.7 Verify the l

reportis
accurate.
Closely
examine all
information.

FEDERAL-AID HIGH

ISTRUCTION CONTRACTORS ANNUAL EEO REPORT




7.1.8

At the
bottom of
the form,

a. Click the
check box to
Certify the
reportis
accurate,

b. Click
Return to
1391 if you
need to
make
changes
before
submitting,

c. Click Save
the Report
as a PDF, to
download a
copy to your
local system,

d. Select
Submit to
submit the
Form for
approval.

TABE C (Tatde 8 cta by racialisthnicty vatan)

Tetat Grpiaped Trin prat st Megebr Backia: dbas Ao
o Eafmgorses M [ u ' M ] "
hPEreTDIH
a-Job Traisees 2 a b 0
PREPARED BY. DATE:

i corraciortige

RETURN TO 1331

oz or Litrn

Brmcear ndimn o Alagha Mt

'] ] ]

REVIEWED BY.

SAVE REPORT AS PDF

7.1.9

After
clicking on
submit, the
system will
display a
response.

Thank you for submitting FHWA 1391 Data.

7.1.10

Submitter
will receive
a Receipt
email.

NCDOT has received FHWA 1391 Form for Training01

SharePointAdmin@ncdat.gov
To @ Bankar, Pradnya A

Start your reply all with: | Okay, thank you!

| Great, thank you so much! | | completed it. | "_ii‘ Feedback

3 Reply

& Reply Al | > Forward | | i

072

Tue 6/7/2022

501 PM

NCDOT has received the FHWA 1391 form for Training01. It takes about an hour for our webpage to update and when it does you will be able to view/edit this form.

Emsil correspandence o and from this sender is subject to the N.C. Public Records Law and may be disclosed to third parties




7.1.11

The Prime
form is set
to Pending
status.

Itis
approved or
rejected by
the RE.

NEED PRIME IMAGE

7.1.12

If the form is
accepted,
Prime
receives
email. The
process is
complete.

NEED PRIME IMAGE

7.1.13

If the form is
rejected, the
Prime will
receive an
email.

NEED PRIME IMAGE

7.1.14

The Prime
should
review the
reason it
was
rejected,
complete a
new form
with the
necessary
corrections.

NEED PRIME IMAGE

7.1.15

See
Appendix A
for
examples of
Status
Activity

ADD LINK TO SECTION HERE




7.2 Prime Contractor — Review / Accept Subcontractor FHWA 1391 Form

The Prime Contractor will review Subcontractor forms and approve or reject.

Step | Instruction Image

7.2.1 | Click on S TR
Subcontractor ‘ BEONTRCTORREVEW 2 ‘
Review.

The page will
show Contract
#s for each
Subcontractor.

7.2.2 | Click on the
Contract # to -y
review for
approval.

7.2.3 | Review the
data in the
form closely.




7.2.4

At the bottom
of the page,
select Prime
Approve or
Prime Reject as
appropriate.

Use Pradnya
image.

7.2.5

At the bottom
of the page,
select

a. Previous to.

b. Save report
as PDF,

. Submit

Need better

image

Thank you for submitting FHWA 1391 Data.
Close Tab

7.2.6

The

subcontractor
will receive an
email stating it
was approved.

Need images
that show the
prime
approved.

Tinas Traffic Control has approved the FHWA 1391 form your submitted for Training01

SharePointAdmin@ncdotgov
To @ Bankar, Pradnya A

Cc © Bankar, Pradnya A

45 Reply | % ReplyAll | —> Forward

Start your reply all with: | Thanks! ‘ Great, thanks for letting me know! ||Great,thar\kynuznmuch! (i) Feedback

Tinas Traffic Control has approved the FHWA 1391 form you submitted for Training01.

Emsil comrespondence to end from this sender is subject to the N.C. Public Records Lew and may be disclosed to third perties

Tue 6/7,

™

/2022 6:16 PM

7.2.7

The 1391 Form
is now pending
RE approval.




7.3 Prime Contractor — Review / Reject FHWA 1391 Form

The Prime Contractor may reject a Subcontractor (or 2" Tier Contractor) form. If rejected, the Subcontractor
(or 2" Tier Contractor) will submit a new form, which will restart the approval process.

Step | Instruction Image
7.3.1 | Review the

datain the

1391 Form.

7.3.2 | Select Prime
Reject. — -t

A Reason box
will appear
where you can
enter why the
form is being
rejected.

7.3.3 | Select
a. Previous to

b. Save report

as PDF, Thank you for submitting FHWA 1391 Data.
c. Submit v
Need better | Close Tab |

image




7.3.4

The
subcontractor
will receive an
email stating
the Form was
rejected.

Need images
that show the
prime
rejected.

Tinas Traffic Control has rejected the FHWA 1391 form your submitted for Training01

SharePointAdmin@ncdot.gov
To @ Bankar, Pradnya A

Cc © Bankar, Pradnya A

Start your reply all with: | Ok, thanks for letting me know. | Thankyou! | | Resubmitted. Thank you. | (D) Feedback

Tinas Traffic Control has rejected the FHWA 1391 form you submitted for Training01.

€ Reply

% ReplyAll | —> Forward

Tue 6

6/7/2022 11:18 AM

7.3.5

If Prime
rejects
Subcontractor
Form,
Subcontractor
will need to
submit a new
Form, making
the necessary
corrections.

Once a new
form is
submitted,
the approval
process
restarts.




8.1 Subcontractor — Complete and submit FHWA 1391 Form

The Subcontractor completes a FHWA 1391 Form for their firm and submit it. The Form moves to Pending Prime review.
The Prime will accept or reject the Subcontractor form.

If Prime accepts, the form moves to Pending RE Review. The RE will Accept or Reject the form.
If RE Accepts the form, the Form is Approved and the process is complete.

If Prime Contractor or RE Rejects the form, the subcontractor will submit a new form, with necessary corrections, based
on reason for the Rejection. The approval cycle restarts.

Step Instruction Image
8.1.1 When
Subcontract
or logons,
the Insert image here
following
tabs are
displayed: FHWA 1391Completion Subcontractor Review 2" Tier Contractor

8.1.2 Click on * ol 6 R Shseefrpnpadadnps *« 20 6 00O & -
FHWA 1391
Completion
tab.
Respond to
the pop-up Was work performed on this contract by your
window. fim inthe month of Jty 20227
Answer Yes .
to complete
FHWA 1391
form for
2022.

8.1.3 Complete
Table A: EMMALI90 Frm for Trainingdl

Enter the PP a N B e L S S S N T S I B S B N S
number of e NN N R N I R N N R N N N N R N N g
Males and :
Femalesin
each
demographi
c group for
each Job
Category.

N 1 o o 8 o o o o o o o ) o ) o o




8.14

Complete
Table B:

Enter the
number of
Male and
Female
Apprentices
or On the
Job
Trainees.

8.1.5

Complete
Table C:

Enter
number of
Male and
Female
Apprentices
and On-the
Job Trainees
(listed in
Table B) for
each
demographi
c.

Select Next.

TABLE C (Table B data by racial/ethnicity status)

8.1.6

A
completed
FHWA 1391
Form is
generated.

Verify that the information you have entered s correct and securate and then click on the checkbox to confirm. If you need to chang this information click on “Return 10 1391

FEDERAL-AID HIGHWAY CONSTRUCTION CONTRACTORS ANNUAL EEO REPORT

8.1.7

Verify the
reportis
accurate.
Closely
examine all
information.

Replace with Pradnya’s image

!

5 ANNUAL EED REPOF




8.1.8

At the
bottom of
the form,

a. Click the
check box to
Certify the
reportis
accurate,

b. Click
Return to
1391 if you
need to
make
changes
before
submitting,

c. Click Save
the Report
as a PDF, to
download a
copy to your
local
system,

d. Select
Submit to
submit the
Form for
approval.

Use Pradnya’s image

Jois Cormgmries [ g M

PREPARED EY

ok

DATE

REVIEWED BY:

8.1.9

After
clicking on
submit, the
system will
display a
response.

CHECK FOR UPDATED MESSAGE

Thank you for submitting FHWA 1391 Data.

8.1.10

Submitter
will receive
a Receipt
email.

Get subcontractor email image




8.1.11

The
Subcontract
or Form is
set to
Pending
Prime
Review.
Itis
accepted or
rejected by
the Prime.

NEED PRIME IMAGE

8.1.12

If the Form
is accepted
by the
Prime,
subcontract
or receives
email. The
form is now
Pending RE
Review.

NEED PRIME IMAGE

8.1.13

If the Form
is accepted
by the RE,
the Form
status
changes to
RE
Approved.

Subcontract
or receives
email.

Process is
complete.

Need Subcontractor image email

8.1.14

If the form
is rejected
by the
Prime,
Subcontract
or receives
email.




8.1.15

The
subcontract
or submits a
new form
with
corrections.
Approval
cycle
restarts.

8.1.16

If the form
is rejected
by the RE,
Subcontract
or receives
email.

NEED PRIME IMAGE

8.1.17

The
subcontract
or submits a
new form
with
corrections.
Approval
cycle
restarts
with form
status set to
Pending
Prime
Review.

8.1.18

See
Appendix A
for
examples of
Status
Activity

ADD LINK TO SECTION HERE




8.2. Subcontractor — Review / Accept 2" Tier FHWA 1391 Form

The Subcontractor will review and accept or reject 2" Tier Contractor 1391 Form.

Step

Instruction

Image

8.2.1

Click on 2™
Tier Review.

The page will
show
Contract #s
for 2™ Tier
Contractors.

7 Petunias Paving

8.2.2

Click on the
Contract # to
review for
approval.

Copth &

8.2.3

Review the
data in the
form closely.




8.2.4

At the
bottom of
the page,
select
Subcontract
Approve or
Prime Reject
as
appropriate.

Use Pradnya
image.

8.2.5

At the
bottom of
the page,
select
a. Previous
to

return to
the

form
b. Save
report

as PDF
(prior

to Submit)
c. Submit

Need better
image

Thank you for submitting FHWA 1391 Data.
Close Tab

8.2.6

The 2nd Tier
contractor
will receive
an email
stating it was
approved.

The 1391
Form is now
pending
Prime
approval.

Need images
that show
the prime
approved.

Tinas Traffic Control has approved the FHWA 1391 form your submitted for Training01

SharePointAdmin@ncdot.gov
To @ Bankar, Pradnya A

Cc @ Bankar, Pradnys A

€5 Reply

Start your reply all with: | Thanks! | Great, thanks for letting me know! || Great, thank you so much! | (i) Feedback

Tinas Traffic Control has approved the FHWA 1391 form you submitted for Training01.

Email comespondence to and from this sender is subject to the N.C. Public Records Law and may be disclosed to third parfies.

%) Reply All

—> Forward | | Kf§

Tue 6/7/2022 6:16 PM




8.2.7

If the form is
accepted by
the Prime,
2" Tier
Contractor
receives
email. The
form is now
Pending RE
Review.

NEED PRIME IMAGE

8.2.8

If the Form is
accepted by
the RE, 2™
Tier
Contractor
receives
email.

Form status
changes to
RE
Approved.
Process is
complete.

Need Subcontractor image email




8.3 Subcontractor — Review / Reject 2" Tier Contractor FHWA 1391 Form

The Subcontractor may reject a 2" Tier contractor form. If rejected, the 2"¢ Tier Contractor will submit a new
form, which will restart the approval process.

Step | Instruction Image
8.3.1 | Subcontractor
reviews the
datain the
1391 Form.

8.3.2 | Select
Subcontractor — —_—
Reject. .

A Reason box
will appear.
Enter reason
for rejecting
the form.

8.3.3 | Select

a. Previous to
return to

the

Form Thank you for submitting FHWA 1391 Data.
b. Save report

as PDF [_Close Tab |
(prior

to Submit)
c. Submit
Need better
image




8.3.4

The 2" Tier
Contractor
will receive an
email stating
the Form was
rejected.

Need images
that show the
prime
rejected.

Tinas Traffic Control has rejected the FHWA 1391 form your submitted for Training01

SharePointAdmin@ncdot.gov
To @ Bankar, Pradnya A

Cc © Bankar, Pradnya A

Start your reply all with: | Ok, thanks for letting me know. | Thankyou! | | Resubmitted. Thank you. | (D) Feedback

Tinas Traffic Control has rejected the FHWA 1391 form you submitted for Training01.

€ Reply

% ReplyAll | —> Forward

Tue b

&

2022 11:18 AM

8.3.5

If the form is
rejected by
the
Subcontractor
, Prime or RE,
2" Tier
Contractor
receives an
email.

NEED PRIME IMAGE

8.3.6

The 2" Tier
Contractor
submits a new
form with
corrections.
Approval cycle
restarts.




9. Tier 2 Contractor — Complete and submit FHWA 1391 Form
The 2" Tier Contractor completes a FHWA 1391 Form for their firm and submit it.

The Form moves to Pending Subcontractor review. The Subcontractor will accept or reject the 2™ Tier form.

If Subcontractor accepts the Form, the Form moves to Pending Prime Review. The Prime will Accept or Reject the form.
If Prime accepts the Form, the Form moves to Pending RE Review. The RE will Accept or Reject the form.

If RE accepts the Form, the Form is approved and the process is complete.

If the Subcontractor, Prime, or RE Rejects the form, the 2" Tier Contractor will submit a new form, with necessary
corrections. The approval process restarts.

Step Instruction Image
9.1 When 2™ Tier
Contractor
logons, the

following tabs Insert image here
are displayed:

FHWA 1391Completion Subcontractor Review 2" Tier Contractor
9.2 Click on FHWA £ REO s c* 80 52O M -
1391
Completion

tab. Respond
to the pop-up
window.
Answer Yes to ol
complete
FHWA 1391
form for 2022.

‘Was work performed on this contract by your

9.3 Complete
Table A: XA 1381 Faem for Trainingal

Enter the S ——
number of e DN N SN I R N D N N N D N
Malesand | .

Femalesin
each
demographic sicmeee 1 NN 14 SN TR AN 1NN YN RN N RUTNNN N UL AN T -1 _—
group for each

Job Category. T o e I e e a IR L B e e N e

........

- OO S]]




9.4

Complete
Table B:

Enter the
number of
Male and
Female
Apprentices or
On the Job
Trainees.

9.5

Complete
Table C:

Enter number
of Male and
Female
Apprentices
and On-the Job
Trainees (listed
in Table B) for
each
demographic.

Select Next.

TABLE C (Table B data by racial/ethnicity status)
Amesican Indian or Alaskan

Job Categeries M E " E " £ " £

PREVIOUS NEXT

9.6

A completed
FHWA 1391
Form is
generated.

Verify that the information you have entered is correct and accurate and then click on the checkbox 1o confir. If you need to change this information click on "Retumto 1391°.

FEDERAL-AID HIGHWAY CONSTRUCTION CONTRACTORS ANNUAL EEQ REPORT

PROJ = DOLLAR AMOUNT OF ALL CONTRACT(s

9.7

Verify the
reportis
accurate.
Closely
examine all
information.

!

Verify

HNNUAL EED REPOH




9.8

At the bottom
of the form,
a. Click the
check box to
Certify the
reportis
accurate,

b. Click Return
to 1391 if you
need to make
changes before
submitting,

c. Click Save
the Reportas a
PDF, to
download a
copy to your
local system,

d. Select
Submit to
submit the
Form for
approval.

Use Pradnya’s image

Jotz Lmmgren [ : M

PREPARED BY

ok

REVIEWED BY

9.9

After clicking
on submit, the
system will
display a
response.

CHECK FOR UPDATED MESSAGE

Thank you for submitting FHWA 1391 Data.

9.10

Submitter will
receive a
Receipt email.

Get 2" Tier contractor email image

9.11

The 2" Tier
Contractor
Form is set to
Pending
Subcontractor
Review.

It is accepted
or rejected by
the
Subcontractor.

Get 2" Tier contractor email image




9.12

If the Form is
accepted by
the
Subcontractor,
the 2™ Tier
Contractor
receives email.
The form is
now Pending
Prime Review.

Get 2" Tier contractor email image

9.13

If the Form is
accepted by
the Prime, the
Form status
changes to
Pending RE
Review.

2" Tier
Contractor
receives email.

Get 2" Tier contractor email image

9.14

If the RE
Accepts the
Form, the
status is
changed to RE
Approved.

2" Tier
Contractor

Receives email.

Process is
complete.

9.15

If the form is
rejected by the
Subcontractor
Prime, or RE,
the 2" Tier
Contractor
receives email.




9.16

The 2" Tier
Contractor
submits a new
form with
corrections.
Approval cycle
restarts, with
Form status set
to Pending
Subcontractor
Review.

9.17

See Appendix A
for examples of
Status Activity

ADD LINK TO SECTION HERE




10. Appendix A: Working with Status History

When a 1391 Form is submitted, it must be approved at the preceding level.

e A Prime Contractor Form is approved by the Prime by default, and must be approved by the RE.

e Asubcontractor 1391 Form is approved by the Prime, followed by the RE.
If a subcontractor 1391 Form is rejected by the Prime or RE, the subcontractor will submit a new form,
and the approval cycle restarts with the Prime, followed by the RE.

e A 2" Tier Contractor 1391 Form is approved by the Subcontractor, then the Prime Contractor, followed
by the RE.
If a 2" Tier Contractor 1391 Form is rejected by the Subcontractor, Prime or RE, the 2" Tier Contractor
will submit a new form, and the approval cycle restarts with the Subcontractor, Prime, followed by the
RE.
Get better images

Click on View ) Peluias Paving

Details button
to see status

activity.
 vowocows |
 vowscons |
Note the Tinas Traffic Control detail
activity from [ ]
Last Action
column to

1391 Status
column. The
most recent
activity is at
the top, with
the first
activity listed
at the bottom.
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10. Appendix B: Status Tables

Status

Description

1391 Exempt

Contract values less than $10,000 are exempt from FHWA 1391 reporting.
Certain types of contractors, like surveyors, are exempt from FHWA 1391
reporting.If it is deemed that a Contract has been accepted by the Construction
office and FHWA 1391 reporting is not required then all contractors, including
the Prime , will be labeled as Exempt.

1391 Inactive

Subcontractors and 2nd Tier Subcontractors are considered Active if they have
mobilized to the project at least once and have work remaining on the project.
If your subcontract is approved but you have not yet mobilized to the project as
of July 1, 2025 then you are considered Inactive. If your firm has completed all
work on the project as of July 1, 2025 then you are considered Inactive. Central
Construction and your local Resident Engineer (RE) are responsible for marking
subcontractors Inactive. If you feel your firm meets this criteria please contact
your local RE Office.

1391 Status is Blank

There is no official FHWA 1391 Status for forms not yet completed. If your 1391
Status is blank, it means NCDOT has not received your form.

The 1391 webpage only updates once per hour, around the 45th minute of each
hour. Once you complete the form you will need to wait for that next update to
see it reflected on the webpage.

The NCDOT does receive your 1391 immediately and sends an email response
to the report creator.

1391 Form Submitted

The 1391 Form has been submitted by the firm and received by NCDOT.

Pending

Subcontractors: Your 1391 Status will show as Pending if the Prime rejects your
FHWA 1391 Form.

2nd Tier Subcontractors: Your 1391 Status will show as Pending if the
Subcontractor rejects your FHWA 1391 Form.

Pending Subcontractor
Review

The 1391 Form has been submitted by a 2nd Tier Contractor and is awaiting
review and approval by the Subcontractor.




Pending Prime Review

For Subcontractors: The 1391 Form has been submitted and is awaiting review
and approval by the Prime.

For 2nd Tier Subcontractors: The 1391 Form has been approved by the
Subcontractor and is awaiting review and approval by the Prime.

Pending RE Review

The 1391 Form has been approved by the Prime Contractor and is awaiting
approval by Resident Engineer (RE).

RE Approved

The 1391 Form has been accepted and approved by Resident Engineer (RE).

RE Rejected

The 1391 Form has been Rejected (not approved) by the Resident Engineer (RE).
The original submitter (Prime, Sub or 2nd Tier contractor) must submit a new
1391. The approval cycle retarts.







	Structure Bookmarks
	Contents 
	Contents 
	Contents 
	1. FHWA 1391 Instructions for Contractors (FY2025) 
	1. FHWA 1391 Instructions for Contractors (FY2025) 
	1. FHWA 1391 Instructions for Contractors (FY2025) 

	................................................................................................
	........ 2
	 

	2. Logon Information 
	2. Logon Information 
	2. Logon Information 

	................................................................................................................................
	....................... 4
	 

	3. Password Help 
	3. Password Help 
	3. Password Help 

	................................................................................................................................
	............................. 5
	 

	4. Contractor Webpage Overview (after successful Logon) 
	4. Contractor Webpage Overview (after successful Logon) 
	4. Contractor Webpage Overview (after successful Logon) 

	................................................................
	............................... 7
	 

	5. Help 
	5. Help 
	5. Help 

	................................................................................................................................................................
	............. 9
	 

	6. Where is My Project ................................................................................................................................................... 10
	6. Where is My Project ................................................................................................................................................... 10
	6. Where is My Project ................................................................................................................................................... 10

	 

	7.1  Prime Contractor – Complete and submit FHWA 1391 Form
	7.1  Prime Contractor – Complete and submit FHWA 1391 Form
	7.1  Prime Contractor – Complete and submit FHWA 1391 Form

	................................................................
	.................... 11
	 

	7.2  Prime Contractor – Review / Accept Subcontractor FHWA 1391 Form ..................................................................... 15
	7.2  Prime Contractor – Review / Accept Subcontractor FHWA 1391 Form ..................................................................... 15
	7.2  Prime Contractor – Review / Accept Subcontractor FHWA 1391 Form ..................................................................... 15

	 

	7.3  Prime Contractor – Review / Reject FHWA 1391 Form ............................................................................................. 17
	7.3  Prime Contractor – Review / Reject FHWA 1391 Form ............................................................................................. 17
	7.3  Prime Contractor – Review / Reject FHWA 1391 Form ............................................................................................. 17

	 

	8.1 Subcontractor – Complete and submit FHWA 1391 Form ......................................................................................... 19
	8.1 Subcontractor – Complete and submit FHWA 1391 Form ......................................................................................... 19
	8.1 Subcontractor – Complete and submit FHWA 1391 Form ......................................................................................... 19

	 

	8.2.  Subcontractor – Review / Accept 2nd Tier FHWA 1391 Form 
	8.2.  Subcontractor – Review / Accept 2nd Tier FHWA 1391 Form 
	8.2.  Subcontractor – Review / Accept 2nd Tier FHWA 1391 Form 

	................................................................
	.................. 24
	 

	8.3 Subcontractor – Review / Reject 2nd Tier Contractor FHWA 1391 Form 
	8.3 Subcontractor – Review / Reject 2nd Tier Contractor FHWA 1391 Form 
	8.3 Subcontractor – Review / Reject 2nd Tier Contractor FHWA 1391 Form 

	................................................................
	... 27
	 

	9. Tier 2 Contractor – Complete and submit FHWA 1391 Form 
	9. Tier 2 Contractor – Complete and submit FHWA 1391 Form 
	9. Tier 2 Contractor – Complete and submit FHWA 1391 Form 

	................................................................
	....................... 29
	 

	10. Appendix A: Working with Status History ................................................................................................................. 34
	10. Appendix A: Working with Status History ................................................................................................................. 34
	10. Appendix A: Working with Status History ................................................................................................................. 34

	 

	10. Appendix B: Status Tables ........................................................................................................................................ 36
	10. Appendix B: Status Tables ........................................................................................................................................ 36
	10. Appendix B: Status Tables ........................................................................................................................................ 36

	 


	Span
	 
	 
	  
	1. FHWA 1391 Instructions for Contractors (FY2025) 
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	2. Logon Information  
	To start, complete the information on the Logon screen. 
	About the Email address and Passwords: 
	•
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	 The Email address must be a valid email address as it will receive updates about the FHWA 1391 process.  

	•
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	Complete the fields on the page.  
	Complete the fields on the page.  
	 
	•
	•
	•
	 First Name and Last Name of the individual certifying the FHWA 1391 

	•
	•
	 Job Title 
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	 Email address 
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	 Company’s unique password for accessing the system.   
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	If you need help with your password, complete the information (except password) and click on ‘Password Help.’  
	If you need help with your password, complete the information (except password) and click on ‘Password Help.’  
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	Enter your First and Last Name and email address.  Begin typing your firm name to select it from the dropdown list.  
	Enter your First and Last Name and email address.  Begin typing your firm name to select it from the dropdown list.  
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	The Firm Name and the email used last year to submit a 1391 is displayed. 
	The Firm Name and the email used last year to submit a 1391 is displayed. 
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	The system will display a messaging confirming your request was received and you will need to wait 24 to 48 hours for a response.  
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	Option A – When you select option A, an automated email with your password will be sent to you.  You’ll receive this notification.  
	Option A – When you select option A, an automated email with your password will be sent to you.  You’ll receive this notification.  
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	Option B – NCDOT staff will research your password and email it to you.  
	Option B – NCDOT staff will research your password and email it to you.  
	You’ll receive this notification. 
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	Option C - NCDOT staff will contact you via email regarding the change.   
	Option C - NCDOT staff will contact you via email regarding the change.   
	You’ll receive this notification.  
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	After successful Logon, the Congractor webpage is displayed. 
	After successful Logon, the Congractor webpage is displayed. 
	 
	There are 3 major elements on the page.  
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	A - The name of your firm.  Click on the “I” to access an information panel about the firm 
	A - The name of your firm.  Click on the “I” to access an information panel about the firm 
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	B - Tabs to:   
	B - Tabs to:   
	-Complete or view FHWA 1391 Forms, 
	-Help page  
	-Where is my Project page.  
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	C - Body of the page, in grid-sheet format.   
	C - Body of the page, in grid-sheet format.   
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	 Contract # 
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	 Completion Date 
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	 1391 Status 
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	 1391 Status Date 
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	 View Details button 
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	To see a history of the 1391 Form Status Activity,  
	To see a history of the 1391 Form Status Activity,  
	click on the View Details button.  
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	5. Help 
	There are two Help buttons available to get additional information to resolve issues. 
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	Instruction 
	Instruction 
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	5.1  
	5.1  
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	On the Contractor webpage, click on the Help tab to access a page with Helpful information. 
	On the Contractor webpage, click on the Help tab to access a page with Helpful information. 
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	From the Getting Started page, you can click on a link to:  
	From the Getting Started page, you can click on a link to:  
	 
	-Logon and complete the FHWA 1392 form or 
	 
	-Access  
	detailed instructions 
	 
	-Access a FAQ list (or PDF) to help with common issues.    
	 
	 

	 
	 
	 
	 
	 
	 
	FHWA 1391 Form – Getting started. 
	 
	Contractors on Federal-aid projects must submit an Annual EEO Report each July for the duration of the project, indicating the number of minority, women, and non-minority group employees currently engaged in each work classification and training program required by the contract.  
	Click here to logon and complete the FHWA Form 1391. 
	Click here for detailed Instructions on completing the form. 
	Click here to access the FAQ Search List.  
	Click FAQ's to access and download a PDF of the FAQ page.  
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	If you have more questions, send an email to:  
	If you have more questions, send an email to:  

	 
	 
	 Email: . 
	fhwa1391support@ncdot.gov
	fhwa1391support@ncdot.gov


	 
	 
	Figure




	 
	 
	  
	6. Where is My Project 
	If you do not see your project listed, go to the Contractor Web.  
	Step 
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	Step 
	Step 
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	Instruction 
	Instruction 
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	At the top pf the Contractor webpage, click on “Where is My Project” tab.  
	At the top pf the Contractor webpage, click on “Where is My Project” tab.  
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	Send an email to the address displayed on the screen with the information referenced. 
	Send an email to the address displayed on the screen with the information referenced. 
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	NCDOT will follow-up when your email is received.  
	NCDOT will follow-up when your email is received.  
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	7.1  Prime Contractor – Complete and submit FHWA 1391 Form 
	The Prime Contractor completes a FHWA 1391 Form for their firm and submit it.  The Form moves to Pending RE review.  RE will approve or reject the Prime Contractor form from the RE Dashboard.  
	Step 
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	When Prime Contractor logons, the following tabs are displayed:  
	When Prime Contractor logons, the following tabs are displayed:  
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	7.1.2 
	7.1.2 

	Click on FHWA 1391 Completion tab.  Respond to the pop-up window.  Answer Yes to complete FHWA 1391 form for current year. 
	Click on FHWA 1391 Completion tab.  Respond to the pop-up window.  Answer Yes to complete FHWA 1391 form for current year. 
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	Complete Table A: 
	Complete Table A: 
	 
	Enter the number of Males and Females in each demographic  group for each Job Category.  
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	Complete Table B: 
	Complete Table B: 
	 
	Enter the number of Male and Female Apprentices or On the Job Trainees.  
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	Complete Table C:  
	Complete Table C:  
	 
	Enter number of Male and Female Apprentices and On-the Job Trainees (listed in Table B) for each demographic. 
	 
	Select Next.   
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	A completed FHWA 1391 Form is generated. 
	A completed FHWA 1391 Form is generated. 
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	Verify the report is accurate.  Closely examine all information.  
	Verify the report is accurate.  Closely examine all information.  
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	At the bottom of the form,  
	At the bottom of the form,  
	a. Click the check box to Certify the report is accurate,  
	 
	b. Click Return to 1391 if you need to make changes before submitting,  
	 
	c. Click Save the Report as a PDF, to download a copy to your local system,  
	 
	d. Select Submit to submit the Form for approval.  
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	After clicking on submit, the system will display a response.   
	After clicking on submit, the system will display a response.   
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	Submitter will receive a Receipt email. 
	Submitter will receive a Receipt email. 
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	The Prime form is set to Pending status.   
	The Prime form is set to Pending status.   
	It is approved or rejected by the RE.   
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	If the form is accepted, Prime receives email.  The process is complete. 
	If the form is accepted, Prime receives email.  The process is complete. 
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	If the form is rejected, the Prime will receive an email.  
	If the form is rejected, the Prime will receive an email.  

	NEED PRIME IMAGE   
	NEED PRIME IMAGE   


	7.1.14 
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	The Prime should review the reason it was rejected, complete a new form with the necessary corrections.  
	The Prime should review the reason it was rejected, complete a new form with the necessary corrections.  
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	See Appendix A for examples of  
	See Appendix A for examples of  
	Status Activity 
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	7.2  Prime Contractor – Review / Accept Subcontractor FHWA 1391 Form 
	The Prime Contractor will review Subcontractor forms and approve or reject.  
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	Click on Subcontractor Review. 
	Click on Subcontractor Review. 
	 
	The page will show Contract #s for each Subcontractor. 
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	Click on the Contract # to review for approval.  
	Click on the Contract # to review for approval.  
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	Review the data in the form closely.  
	Review the data in the form closely.  
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	At the bottom of the page, select Prime Approve or Prime Reject as appropriate.  
	At the bottom of the page, select Prime Approve or Prime Reject as appropriate.  
	 
	Use Pradnya image.   
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	At the bottom of the page, select 
	At the bottom of the page, select 
	a. Previous to . .    
	b. Save report 
	    as PDF,  
	c. Submit 
	Need better image 

	 
	 
	Figure
	 
	Figure


	7.2.6 
	7.2.6 
	7.2.6 

	The subcontractor will receive an email stating it was approved.   
	The subcontractor will receive an email stating it was approved.   
	 
	 
	Need images that show the prime approved.  

	 
	 
	Figure
	 
	 


	7.2.7 
	7.2.7 
	7.2.7 

	The 1391 Form is now pending RE approval.  
	The 1391 Form is now pending RE approval.  

	 
	 




	 
	  
	7.3  Prime Contractor – Review / Reject FHWA 1391 Form 
	The Prime Contractor may reject a Subcontractor (or 2nd Tier Contractor) form. If rejected, the Subcontractor (or 2nd Tier Contractor) will submit a new form, which will restart the approval process.  
	Step 
	Step 
	Step 
	Step 
	Step 

	Instruction 
	Instruction 

	Image 
	Image 



	7.3.1 
	7.3.1 
	7.3.1 
	7.3.1 

	Review the data in the 1391 Form.  
	Review the data in the 1391 Form.  

	 
	 
	Figure
	 


	7.3.2 
	7.3.2 
	7.3.2 

	Select Prime Reject.  
	Select Prime Reject.  
	 
	A Reason box will appear where you can enter why the form is being rejected.  

	 
	 
	 
	Figure
	 


	7.3.3 
	7.3.3 
	7.3.3 

	Select 
	Select 
	a. Previous to   . . . 
	b. Save report 
	    as PDF,  
	c. Submit 
	Need better image 

	 
	 
	Figure
	 
	Figure


	7.3.4 
	7.3.4 
	7.3.4 

	The subcontractor will receive an email stating the Form was rejected.  
	The subcontractor will receive an email stating the Form was rejected.  
	 
	 
	Need images that show the prime rejected.  

	 
	 
	 
	 
	Figure


	7.3.5 
	7.3.5 
	7.3.5 

	If Prime rejects Subcontractor Form, Subcontractor will need to submit a new Form, making the necessary corrections.  
	If Prime rejects Subcontractor Form, Subcontractor will need to submit a new Form, making the necessary corrections.  
	 
	Once a new form is submitted, the approval process restarts. 

	 
	 




	 
	  
	8.1 Subcontractor – Complete and submit FHWA 1391 Form 
	The Subcontractor completes a FHWA 1391 Form for their firm and submit it.  The Form moves to Pending Prime review.  The Prime will accept or reject the Subcontractor form.   
	If Prime accepts, the form moves to Pending RE Review.  The RE will Accept or Reject the form.    
	If RE Accepts the form, the Form is Approved and the process is complete.  
	If Prime Contractor or RE Rejects the form, the subcontractor will submit a new form, with necessary corrections, based on reason for the Rejection.  The approval cycle restarts.   
	  
	Step 
	Step 
	Step 
	Step 
	Step 

	Instruction 
	Instruction 

	Image 
	Image 



	8.1.1 
	8.1.1 
	8.1.1 
	8.1.1 

	When Subcontractor logons, the following tabs are displayed:  
	When Subcontractor logons, the following tabs are displayed:  
	 
	 

	 
	 
	 
	 
	Insert image here 
	 
	 
	FHWA 1391Completion 
	FHWA 1391Completion 
	FHWA 1391Completion 
	FHWA 1391Completion 

	Subcontractor Review 
	Subcontractor Review 

	2nd Tier Contractor 
	2nd Tier Contractor 


	 
	 
	 

	 
	 

	 
	 



	 


	8.1.2 
	8.1.2 
	8.1.2 

	Click on FHWA 1391 Completion tab.  Respond to the pop-up window.  Answer Yes to complete FHWA 1391 form for 2022. 
	Click on FHWA 1391 Completion tab.  Respond to the pop-up window.  Answer Yes to complete FHWA 1391 form for 2022. 

	  
	  
	Figure
	 


	8.1.3 
	8.1.3 
	8.1.3 

	Complete Table A: 
	Complete Table A: 
	 
	Enter the number of Males and Females in each demographic  group for each Job Category.  
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	8.1.4 
	8.1.4 
	8.1.4 

	Complete Table B: 
	Complete Table B: 
	 
	Enter the number of Male and Female Apprentices or On the Job Trainees.  
	 
	  

	 
	 
	Figure


	8.1.5 
	8.1.5 
	8.1.5 

	Complete Table C:  
	Complete Table C:  
	 
	Enter number of Male and Female Apprentices and On-the Job Trainees (listed in Table B) for each demographic. 
	 
	Select Next.   
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	Figure
	 


	8.1.6 
	8.1.6 
	8.1.6 

	A completed FHWA 1391 Form is generated. 
	A completed FHWA 1391 Form is generated. 

	 
	 
	Figure
	 


	8.1.7 
	8.1.7 
	8.1.7 

	Verify the report is accurate.  Closely examine all information.  
	Verify the report is accurate.  Closely examine all information.  

	Replace with Pradnya’s image  
	Replace with Pradnya’s image  
	 
	Figure
	 


	8.1.8 
	8.1.8 
	8.1.8 

	At the bottom of the form,  
	At the bottom of the form,  
	a. Click the check box to Certify the report is accurate,  
	 
	b. Click Return to 1391 if you need to make changes before submitting,  
	 
	c. Click Save the Report as a PDF, to download a copy to your local system,  
	 
	d. Select Submit to submit the Form for approval.  

	 
	 
	 
	Use Pradnya’s image 
	 
	 
	 
	 
	 
	 
	Figure
	 
	 
	 
	 
	 
	 
	 
	 


	8.1.9 
	8.1.9 
	8.1.9 

	After clicking on submit, the system will display a response.   
	After clicking on submit, the system will display a response.   

	CHECK FOR UPDATED MESSAGE 
	CHECK FOR UPDATED MESSAGE 
	 
	Figure


	8.1.10 
	8.1.10 
	8.1.10 

	Submitter will receive a Receipt email. 
	Submitter will receive a Receipt email. 

	Get subcontractor email image 
	Get subcontractor email image 
	 


	8.1.11  
	8.1.11  
	8.1.11  

	The Subcontractor Form is set to Pending Prime Review.  
	The Subcontractor Form is set to Pending Prime Review.  
	It is accepted or rejected by the Prime.  
	 
	 

	NEED PRIME IMAGE   
	NEED PRIME IMAGE   


	8.1.12 
	8.1.12 
	8.1.12 

	If the Form is accepted by the Prime, subcontractor receives email. The form is now Pending RE Review.    
	If the Form is accepted by the Prime, subcontractor receives email. The form is now Pending RE Review.    

	NEED PRIME IMAGE   
	NEED PRIME IMAGE   


	8.1.13 
	8.1.13 
	8.1.13 

	If the Form is accepted by the RE, the Form status changes to RE Approved.  
	If the Form is accepted by the RE, the Form status changes to RE Approved.  
	 
	Subcontractor receives email.  
	 
	Process is complete. 

	Need Subcontractor image email 
	Need Subcontractor image email 


	8.1.14 
	8.1.14 
	8.1.14 

	If the form is rejected by the Prime, Subcontractor receives email. 
	If the form is rejected by the Prime, Subcontractor receives email. 
	 

	 
	 


	8.1.15 
	8.1.15 
	8.1.15 

	The subcontractor submits a new form with corrections. Approval cycle restarts.  
	The subcontractor submits a new form with corrections. Approval cycle restarts.  

	 
	 


	8.1.16 
	8.1.16 
	8.1.16 

	If the form is rejected by the RE, Subcontractor receives email. 
	If the form is rejected by the RE, Subcontractor receives email. 

	NEED PRIME IMAGE   
	NEED PRIME IMAGE   


	8.1.17 
	8.1.17 
	8.1.17 

	The subcontractor submits a new form with corrections. Approval cycle restarts with form status set to Pending Prime Review. 
	The subcontractor submits a new form with corrections. Approval cycle restarts with form status set to Pending Prime Review. 

	 
	 


	8.1.18 
	8.1.18 
	8.1.18 

	See Appendix A for examples of  
	See Appendix A for examples of  
	Status Activity 

	 ADD LINK TO SECTION HERE 
	 ADD LINK TO SECTION HERE 




	 
	  
	8.2.  Subcontractor – Review / Accept 2nd Tier FHWA 1391 Form 
	The Subcontractor will review and accept or reject 2nd Tier Contractor 1391 Form.   
	Step 
	Step 
	Step 
	Step 
	Step 

	Instruction 
	Instruction 

	Image 
	Image 



	8.2.1  
	8.2.1  
	8.2.1  
	8.2.1  

	Click on 2nd Tier Review. 
	Click on 2nd Tier Review. 
	 
	The page will show Contract #s for 2nd Tier Contractors.  
	 
	 

	 
	 
	Figure
	 


	8.2.2 
	8.2.2 
	8.2.2 

	Click on the Contract # to review for approval.  
	Click on the Contract # to review for approval.  

	 
	 
	 
	Figure
	 


	8.2.3 
	8.2.3 
	8.2.3 

	Review the data in the form closely.  
	Review the data in the form closely.  

	 
	 
	Figure
	 


	8.2.4 
	8.2.4 
	8.2.4 

	At the bottom of the page, select Subcontract Approve or Prime Reject as appropriate.  
	At the bottom of the page, select Subcontract Approve or Prime Reject as appropriate.  
	 
	Use Pradnya image.   

	 
	 
	 
	Figure


	8.2.5 
	8.2.5 
	8.2.5 

	At the bottom of the page, select 
	At the bottom of the page, select 
	a. Previous to  
	    return to the  
	    form 
	b. Save report 
	    as PDF (prior  
	    to Submit)  
	c. Submit 
	 
	Need better image 

	 
	 
	Figure
	 
	Figure


	8.2.6 
	8.2.6 
	8.2.6 

	The 2nd Tier contractor will receive an email stating it was approved.   
	The 2nd Tier contractor will receive an email stating it was approved.   
	 
	The 1391 Form is now pending Prime approval. 
	 
	Need images that show the prime approved.  

	 
	 
	Figure
	 
	 


	8.2.7 
	8.2.7 
	8.2.7 

	If the form is accepted by the Prime, 2nd Tier Contractor receives email. The form is now Pending RE Review.    
	If the form is accepted by the Prime, 2nd Tier Contractor receives email. The form is now Pending RE Review.    

	NEED PRIME IMAGE   
	NEED PRIME IMAGE   


	8.2.8 
	8.2.8 
	8.2.8 

	If the Form is accepted by the RE, 2nd Tier Contractor receives email. 
	If the Form is accepted by the RE, 2nd Tier Contractor receives email. 
	 
	Form status changes to RE Approved.  Process is complete. 
	 
	 
	 

	Need Subcontractor image email 
	Need Subcontractor image email 




	 
	 
	  
	8.3 Subcontractor – Review / Reject 2nd Tier Contractor FHWA 1391 Form 
	The Subcontractor may reject a 2nd Tier contractor form. If rejected, the 2nd Tier Contractor will submit a new form, which will restart the approval process.  
	Step 
	Step 
	Step 
	Step 
	Step 

	Instruction 
	Instruction 

	Image 
	Image 



	8.3.1 
	8.3.1 
	8.3.1 
	8.3.1 

	Subcontractor reviews the data in the 1391 Form.  
	Subcontractor reviews the data in the 1391 Form.  

	 
	 
	Figure
	 


	8.3.2 
	8.3.2 
	8.3.2 

	Select Subcontractor Reject.  
	Select Subcontractor Reject.  
	 
	A Reason box will appear.  Enter reason for rejecting the form.  

	 
	 
	 
	Figure
	 


	8.3.3 
	8.3.3 
	8.3.3 

	Select 
	Select 
	a. Previous to 
	    return to the 
	   Form 
	b. Save report 
	    as PDF (prior 
	    to Submit)   
	c. Submit 
	Need better image 

	 
	 
	Figure
	 
	Figure


	8.3.4 
	8.3.4 
	8.3.4 

	The 2nd Tier Contractor will receive an email stating the Form was rejected.  
	The 2nd Tier Contractor will receive an email stating the Form was rejected.  
	 
	 
	Need images that show the prime rejected.  

	 
	 
	 
	 
	Figure


	8.3.5 
	8.3.5 
	8.3.5 

	If the form is rejected by the Subcontractor, Prime or RE, 2nd Tier Contractor receives an email. 
	If the form is rejected by the Subcontractor, Prime or RE, 2nd Tier Contractor receives an email. 

	NEED PRIME IMAGE   
	NEED PRIME IMAGE   


	8.3.6 
	8.3.6 
	8.3.6 

	The 2nd Tier Contractor submits a new form with corrections. Approval cycle restarts.  
	The 2nd Tier Contractor submits a new form with corrections. Approval cycle restarts.  

	 
	 




	 
	  
	9. Tier 2 Contractor – Complete and submit FHWA 1391 Form 
	The 2nd Tier Contractor completes a FHWA 1391 Form for their firm and submit it.   
	The Form moves to Pending Subcontractor review.  The Subcontractor will accept or reject the 2nd Tier form.   
	If Subcontractor accepts the Form, the Form moves to Pending Prime Review.  The Prime will Accept or Reject the form.    
	If Prime accepts the Form, the Form moves to Pending RE Review.  The RE will Accept or Reject the form.    
	If RE accepts the Form, the Form is approved and the process is complete.  
	If the Subcontractor, Prime, or RE Rejects the form, the 2nd Tier Contractor will submit a new form, with necessary corrections.  The approval process restarts.   
	Step 
	Step 
	Step 
	Step 
	Step 

	Instruction 
	Instruction 

	Image 
	Image 



	9.1 
	9.1 
	9.1 
	9.1 

	When 2nd Tier Contractor logons, the following tabs are displayed:  
	When 2nd Tier Contractor logons, the following tabs are displayed:  
	 
	 

	 
	 
	 
	 
	Insert image here 
	 
	 
	FHWA 1391Completion 
	FHWA 1391Completion 
	FHWA 1391Completion 
	FHWA 1391Completion 

	Subcontractor Review 
	Subcontractor Review 

	2nd Tier Contractor 
	2nd Tier Contractor 


	 
	 
	 

	 
	 

	 
	 



	 


	9.2 
	9.2 
	9.2 

	Click on FHWA 1391 Completion tab.  Respond to the pop-up window.  Answer Yes to complete FHWA 1391 form for 2022. 
	Click on FHWA 1391 Completion tab.  Respond to the pop-up window.  Answer Yes to complete FHWA 1391 form for 2022. 
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	9.3 
	9.3 
	9.3 

	Complete Table A: 
	Complete Table A: 
	 
	Enter the number of Males and Females in each demographic  group for each Job Category.  
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	9.4 
	9.4 
	9.4 

	Complete Table B: 
	Complete Table B: 
	 
	Enter the number of Male and Female Apprentices or On the Job Trainees.  
	 
	  

	 
	 
	Figure


	9.5 
	9.5 
	9.5 

	Complete Table C:  
	Complete Table C:  
	 
	Enter number of Male and Female Apprentices and On-the Job Trainees (listed in Table B) for each demographic. 
	 
	Select Next.   

	 
	 
	Figure
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	9.6 
	9.6 
	9.6 

	A completed FHWA 1391 Form is generated. 
	A completed FHWA 1391 Form is generated. 

	 
	 
	Figure
	 


	9.7 
	9.7 
	9.7 

	Verify the report is accurate.  Closely examine all information.  
	Verify the report is accurate.  Closely examine all information.  

	Replace with Pradnya’s image  
	Replace with Pradnya’s image  
	 
	Figure
	 


	9.8 
	9.8 
	9.8 

	At the bottom of the form,  
	At the bottom of the form,  
	a. Click the check box to Certify the report is accurate,  
	 
	b. Click Return to 1391 if you need to make changes before submitting,  
	 
	c. Click Save the Report as a PDF, to download a copy to your local system,  
	 
	d. Select Submit to submit the Form for approval.  

	 
	 
	 
	Use Pradnya’s image 
	 
	 
	 
	 
	 
	 
	Figure
	 
	 
	 
	 
	 
	 
	 
	 


	9.9 
	9.9 
	9.9 

	After clicking on submit, the system will display a response.   
	After clicking on submit, the system will display a response.   

	CHECK FOR UPDATED MESSAGE 
	CHECK FOR UPDATED MESSAGE 
	 
	Figure


	9.10 
	9.10 
	9.10 

	Submitter will receive a Receipt email. 
	Submitter will receive a Receipt email. 

	Get 2nd Tier contractor email image 
	Get 2nd Tier contractor email image 
	 


	9.11  
	9.11  
	9.11  

	The 2nd Tier Contractor Form is set to Pending Subcontractor Review.  
	The 2nd Tier Contractor Form is set to Pending Subcontractor Review.  
	It is accepted or rejected by the Subcontractor.  
	 
	 

	Get 2nd Tier contractor email image 
	Get 2nd Tier contractor email image 
	 


	9.12 
	9.12 
	9.12 

	If the Form is accepted by the Subcontractor, the 2nd Tier Contractor  receives email.  
	If the Form is accepted by the Subcontractor, the 2nd Tier Contractor  receives email.  
	The form is now Pending Prime Review.    

	Get 2nd Tier contractor email image 
	Get 2nd Tier contractor email image 
	 


	9.13 
	9.13 
	9.13 

	If the Form is accepted by the Prime, the Form status changes to Pending RE Review.  
	If the Form is accepted by the Prime, the Form status changes to Pending RE Review.  
	 
	2nd Tier Contractor receives email.  
	 

	Get 2nd Tier contractor email image 
	Get 2nd Tier contractor email image 
	 


	9.14 
	9.14 
	9.14 

	If the RE Accepts the Form, the status is changed to RE Approved.   
	If the RE Accepts the Form, the status is changed to RE Approved.   
	 
	2nd Tier Contractor Receives email. 
	 
	Process is complete.  

	 
	 


	9.15 
	9.15 
	9.15 

	If the form is rejected by the Subcontractor Prime, or RE, the 2nd Tier Contractor receives email. 
	If the form is rejected by the Subcontractor Prime, or RE, the 2nd Tier Contractor receives email. 
	 

	 
	 


	9.16 
	9.16 
	9.16 

	The 2nd Tier Contractor submits a new form with corrections. Approval cycle restarts, with Form status set to Pending Subcontractor Review.  
	The 2nd Tier Contractor submits a new form with corrections. Approval cycle restarts, with Form status set to Pending Subcontractor Review.  

	 
	 


	9.17 
	9.17 
	9.17 

	See Appendix A for examples of  
	See Appendix A for examples of  
	Status Activity 

	 ADD LINK TO SECTION HERE 
	 ADD LINK TO SECTION HERE 




	 
	  
	10. Appendix A: Working with Status History 
	When a 1391 Form is submitted, it must be approved at the preceding level.   
	•
	•
	•
	 A Prime Contractor Form is approved by the Prime by default, and must be approved by the RE.  


	 
	•
	•
	•
	 A subcontractor 1391 Form is approved by the Prime, followed by the RE. 


	If a subcontractor 1391 Form is rejected by the Prime or RE, the subcontractor will submit a new form, and the approval cycle restarts with the Prime, followed by the RE. 
	 
	•
	•
	•
	 A 2nd Tier Contractor 1391 Form is approved by the Subcontractor, then the Prime Contractor, followed by the RE.   


	If a 2nd Tier Contractor 1391 Form is rejected by the Subcontractor, Prime or RE, the 2nd Tier Contractor will submit a new form, and the approval cycle restarts with the Subcontractor, Prime, followed by the RE. 
	Get better images  
	 
	 
	 
	 
	 
	 

	Click on View Details button to see status activity.  
	Click on View Details button to see status activity.  

	 
	 
	Figure
	Figure
	 
	 



	 
	 
	 
	 

	Note the activity from Last Action column to 1391 Status column.  The most recent activity is at the top, with the first activity listed at the bottom.   
	Note the activity from Last Action column to 1391 Status column.  The most recent activity is at the top, with the first activity listed at the bottom.   

	 
	 
	Figure
	 


	 
	 
	 

	Example of 2nd Tier Contractor form approved at all levels – by Subcontractor, Prime and RE. 
	Example of 2nd Tier Contractor form approved at all levels – by Subcontractor, Prime and RE. 
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	Example of form submitted by Subcontractor but rejected at various levels.  The subcontractor submits form again until it is accepted at all levels. 
	Example of form submitted by Subcontractor but rejected at various levels.  The subcontractor submits form again until it is accepted at all levels. 

	 
	 
	 
	Figure




	 
	  
	10. Appendix B: Status Tables 
	Status 
	Status 
	Status 
	Status 
	Status 

	Description 
	Description 



	1391 Exempt 
	1391 Exempt 
	1391 Exempt 
	1391 Exempt 

	Contract values less than $10,000 are exempt from FHWA 1391 reporting.   Certain types of contractors, like surveyors, are exempt from FHWA 1391 reporting.If it is deemed that a Contract has been accepted by the Construction office and FHWA 1391 reporting is not required then all contractors, including the Prime , will be labeled as Exempt.       
	Contract values less than $10,000 are exempt from FHWA 1391 reporting.   Certain types of contractors, like surveyors, are exempt from FHWA 1391 reporting.If it is deemed that a Contract has been accepted by the Construction office and FHWA 1391 reporting is not required then all contractors, including the Prime , will be labeled as Exempt.       


	1391 Inactive 
	1391 Inactive 
	1391 Inactive 

	Subcontractors and 2nd Tier Subcontractors are considered Active if they have mobilized to the project at least once and have work remaining on the project.    If your subcontract is approved but you have not yet mobilized to the project as of July 1, 2025 then you are considered Inactive. If your firm has completed all work on the project as of July 1, 2025 then you are considered Inactive.  Central Construction and your local Resident Engineer (RE) are responsible for marking subcontractors Inactive.  If 
	Subcontractors and 2nd Tier Subcontractors are considered Active if they have mobilized to the project at least once and have work remaining on the project.    If your subcontract is approved but you have not yet mobilized to the project as of July 1, 2025 then you are considered Inactive. If your firm has completed all work on the project as of July 1, 2025 then you are considered Inactive.  Central Construction and your local Resident Engineer (RE) are responsible for marking subcontractors Inactive.  If 


	1391 Status is Blank 
	1391 Status is Blank 
	1391 Status is Blank 

	There is no official FHWA 1391 Status for forms not yet completed.  If your 1391 Status is blank, it means NCDOT has not received your form.    The 1391 webpage only updates once per hour, around the 45th minute of each hour.  Once you complete the form you will need to wait for that next update to see it reflected on the webpage.    The NCDOT does receive your 1391 immediately and sends an email  response to the report creator.      
	There is no official FHWA 1391 Status for forms not yet completed.  If your 1391 Status is blank, it means NCDOT has not received your form.    The 1391 webpage only updates once per hour, around the 45th minute of each hour.  Once you complete the form you will need to wait for that next update to see it reflected on the webpage.    The NCDOT does receive your 1391 immediately and sends an email  response to the report creator.      


	1391 Form Submitted 
	1391 Form Submitted 
	1391 Form Submitted 

	The 1391 Form has been submitted by the firm and received by NCDOT.      
	The 1391 Form has been submitted by the firm and received by NCDOT.      


	Pending 
	Pending 
	Pending 

	Subcontractors: Your 1391 Status will show as Pending if the Prime rejects your FHWA 1391 Form.    2nd Tier Subcontractors: Your 1391 Status will show as Pending if the Subcontractor rejects your FHWA 1391 Form.    
	Subcontractors: Your 1391 Status will show as Pending if the Prime rejects your FHWA 1391 Form.    2nd Tier Subcontractors: Your 1391 Status will show as Pending if the Subcontractor rejects your FHWA 1391 Form.    


	Pending Subcontractor Review 
	Pending Subcontractor Review 
	Pending Subcontractor Review 

	The 1391 Form has been submitted by a 2nd Tier Contractor and is awaiting review and approval by the Subcontractor.     
	The 1391 Form has been submitted by a 2nd Tier Contractor and is awaiting review and approval by the Subcontractor.     


	Pending Prime Review 
	Pending Prime Review 
	Pending Prime Review 

	For Subcontractors: The 1391 Form has been submitted and is awaiting review and approval by the Prime.  For 2nd Tier Subcontractors: The 1391 Form has been approved by the Subcontractor and is awaiting review and approval by the Prime.    
	For Subcontractors: The 1391 Form has been submitted and is awaiting review and approval by the Prime.  For 2nd Tier Subcontractors: The 1391 Form has been approved by the Subcontractor and is awaiting review and approval by the Prime.    


	Pending RE Review 
	Pending RE Review 
	Pending RE Review 

	The 1391 Form has been approved by the Prime Contractor and is awaiting approval by Resident Engineer (RE).   
	The 1391 Form has been approved by the Prime Contractor and is awaiting approval by Resident Engineer (RE).   


	RE Approved 
	RE Approved 
	RE Approved 

	The 1391 Form has been accepted and approved by Resident Engineer (RE).   
	The 1391 Form has been accepted and approved by Resident Engineer (RE).   


	RE Rejected 
	RE Rejected 
	RE Rejected 

	The 1391 Form has been Rejected (not approved) by the Resident Engineer (RE).  The original submitter (Prime, Sub or 2nd Tier contractor) must submit a new 1391.  The approval cycle retarts.   
	The 1391 Form has been Rejected (not approved) by the Resident Engineer (RE).  The original submitter (Prime, Sub or 2nd Tier contractor) must submit a new 1391.  The approval cycle retarts.   
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