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1.0 FHWA 1391 Instructions for Contractors (FY2022)

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
1.1 | Access the FHWA
1391 submittal from

NCDOT’s Connect Connect NCDOT A e S S

SUSINESS PARTNER RESOURCES

home page — Under Bidding & Letting

Doing Business, Small iy [ECTOPOOY Conniarts | DrecioryofFems | Tk | ee & Mocwl Mg | DUV | Pubc T | chaing | ROW | Tumoke
Business, Equal T ——

O ppOftU nlty Certification programs for small and underutilized businesses.

Contractor P —————

Compliance Program How NCDOT Can Help Your Business Get Certified Vendor Listings
(EOCCP) s oW | |

opportuntty programs for recipients of state and Sederal funds.
Our certification programs are designed 10 advance the economy and strengthen commundes

across the state

The (ssadvantaged Business Enterprise Program (DBE) is a legisiatively mandated USDOT v ‘ —
program that appies o federal-aid highway dollars expended on federally assisted contracts
i55ued by USDOT recipients such as state ransportation agences.

Coogress established the DBE program in 1982 to

* Ensure nondiscrimnation in the award and admnistraion of DOT-assisted contracts

+ Help romove barmiers 10 the partcipation of DBEs in DOT-assisted contracts

* Assist the development of fems hat can compete successiully in the marketplace cutside
of the DBE peogram

Disadvantaged Business Enterprise

Disadvantaged businesses are owned by women o mincriles vwith a net worth of less than
$1.32 mifion, have controling interest in the company and meet othes requirements

+ Apply for DBE Certication
* Click here for Esp

For questions & feedback
about this area of Connect
NCDOT, contact Smad
Business.
1.2 | Onthe EEOCP Page, in
* Maintaining Nonsegregated Facilifies (Section 11l of the FHWA-1273)
the Annual 1391
. . Annual 1331 Reporting
Reporting section, go
. . ) Contractors on Federal-aid projects must submit an Annual EEQ Report (FHWA Form 1391)
to CI IC k h ere to Log each July for the duration of the project, indicafing the number of minority, women, and non-
minority group employees currently engaged in each work classification and training program
O n to th e F HWA 139 1 required by the contract. This informafion is to be reporied for all active Federal-aid construction
. projects. Appropriate sanciions may be enforced for contractors failing to report, such as
Slte tO access withholding of progress payments.

. WHO HAS TO REPORT?
® |nstructions
* All prime contractors and subs with Federal-aid tracts of 510,000 or more.
* Subcontractors are required fo submit their reports to the prime contractors.

® Complete the

1391 Form
* The last full payroll period ending in July. Do not report any other payroll period in the
. month of July. A full payroll period is seven (7) days.
L ReVI ew FAQS * If the federal contract is active during this payroll pericd but no work was performed,
confractors must submit a 1391 Report indicating "NO ACTIVITY™.

FPERIOD TO REPORT

ACTIVE PROJECTS

* If the prime contractor works during the month of July the prime and all subconiractors
must file FHWA Form 1391,

ﬂ Click here for detailed instructions on completing your 1391 reports.
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2.0 Log On Information
To start, complete the information on the Log On screen.

About your Password and email address . .

e Your company’s Password was sent to all contractors who have federal contracts by mid-July.

e Each company has their own unique password and should not be shared with other contractors.

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

Step | Instruction Image
2.1 Enter...
¢ First Name and NCDOT Annual FHWA 1391
Last Name of the
individual First Nerme
Pradnya

certifying the
FHWA 1391 Form

Bankar

Contact information
including ]
e Phone number 008.934.9000
e Email address
e Job title
L4 Company’s unique béﬁankar@ncdot.gov
password for
accessing the .
system. BA
Click on Log On
LOG ON HELP
2.2 | If you need help with
your password, o —
complete the
information (except —

password) and click on
“I need Password
Help.”

2.3 | There are two options.

Option 1:

Select “My Password
isn’t working.”

[ MY PASSWORD ISN'T WORKING l

| DOR'T ENOW MY PASSWORD
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2.4 | Enter your Password.
i i i
Begin typing your firm
name to select it from o i e e
the dropdown menu.
101
Click Submit.
40 CoNSTRUCTION .
2.5 | Click on Close Tab to
return to the Log On
menu. You will need Your request has been received; please allow 24-48 hours for a response.
to wait for an emall
response regarding
next steps.
2.6 | Option 2:
Select “l don’t know
” Fassword Help X
my password.
MY PASSWORD ISN'T WORKING
[ | DON'T KNOW MY PASSWORD ]
2.7 | Begin typing your firm
I don't know my password Help x
the dropdown menu.
Enter ti r firm. Your request e sent to the NCDOT Office of CM
Rights Evie
Click Submit. o
gAFJbFsERt.ﬂCEs g v
2.8 | Click Close Tab to

return to the Log On
menu. You will need
to wait for an email
response regarding
next steps.

Your request has been received; please allow 24-4§ hours for a response.
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2.9

If you need to update
the Contact Email
address, complete all
the information on the
Log On page.

Click “Update 1391
Email Address.”

LoG oM HELP

2.10

Begin typing your firm
name to select it from
the dropdown menu.

Enter your Contact
name and Email

address.

Click Submit.

FHWA1391 Email Address Help X

Al PAVEMENT MARKING LLC

Melanie

melanie@ncdot.gov

SUBMIT CANCEL

211

You will need to wait
for an email from
regarding next steps.

Click “Close Tab” to
return to Log On
screen.

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

Close Tab
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3.0 Contractor Webpage Overview (after successful Log On)
Contractor webpage layout described.

Step | Instruction | Image

3.1 | After

successful
LogOn,the | « ¢ e . : x oo nana
Congractor '
webpage is
displayed. kS

Contractor Webpage

There are 3 .
major ) o
elements ' -
on the

page.

32 | A-The
name of
your firm.
Click on the

Tinas Traffic Control

Contract Number Training03

Contract
Description

L)
to access
an
information
panel

about the

firm

Prime Contractor Tinas Traffic Control

Project County Burke

3.3 B - Tabs to:

—Complete, FHWA 1391 COMPLETION SUBCONTRACTOR REVIEW 2ND TIER REVIEW HELP
or view
FHWA 1391

Forms,
-Help page
-Where is

my Project
page.

WHERE IS MY PROJECT?
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3.4

C - Body of
the page, in
grid-sheet

Displays.. ..

format. e Contract # e 1391 Status
e Contract Type e 1391 Status Date
e Completion Date e View Details button
To complete the FHWA 1391 form click on the appropriate Contract Number. It takes about an hour for our webpage to update and when it does you will see today’s date in the Completion Date column
and be able to view/edit this form if needed. Once the Prime approves/rejects your 1391 you will receive an email notification and the status column will be updated accordingly. You will receive another
email notification when the Resident Engineer’s office approves/rejects your 1391 form
Contract # Contract Type Completion Date 1391 Status 1391 Status Date
Training01 (7) Second Tier Inactive [ view peans |
Training02 () Second Tier [ view petans |
Trainingod  (§) Prime 2021-06-23 [ view peTans |
35 |Toseea
history of
the 1391 v bevs
Form
Status
Activity, Tinas Traffic Control details
click on the
View
Details
button.
T RE AEB RE Rt F




4.0 Help

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

Instruction

Image

4.1

On the Log
On page, -
access
Password
Help,

- Update
your email
address, or
- select Help
for more

information.

LDG oM HELF

4.2

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

information.

FHWA 1391 COMPLETION BCONTRACTOR REVIEW 2MD TIER REVIEW HELP WHERE

4.3

From the
Getting
Started
page, you
can access

- detailed
instructions,

-1391
Form,

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

Resources Local Governments

Doing Business Bidding & Letting  Projects

Prequalify BREpEIR:IEL IS8 Consultants | Directory of Firms | Trucking = Fleet & Material Mgmt

2022 FHWA 1391

ﬁ Connect NCDOT = Doing Business = Small Business = 2022 FHWA 1391

Welcome to Annual FHWA 1391 Reporting!

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

Click here for detailed Instructions on completing the form.

Click here to logon and complete the FHWA Form 1391.

Click here to access the FAQ Search List. Click FAQs PDF to download a version.
(Updated weekly)
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5.0 Where is My Project?

Is a project missing from your project list? If so, complete this form and the Office of Civil Rights and Central
Construction Unit will review the issue.

Step

Instruction

Image

51

At the top pf
the
Contractor
webpage,
click on
“Where is
My Project”
tab.

FHWA 1391 COMPLETION

SUBCONTRACTOR REVIEW

ZMD TIER REVIEW

HELP [ WHERE 13 MY i‘HUJI:".'-["]

5.2

Fill in the
pop- up
window and
select
Submit.

Where's My Project Help

Is & project missing from your project list? If so, complete this form and
the Office of Civil Rights and Central Construction Unit will review the
issue

(v ] (e

5.3

The Office of
Civil Rights
and the
Central
Construction
Unit will
review the
issue.

Your Help Request has been submitted.
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6.1 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

6.1.1

When Prime
Contractor
logons, the
following tabs
are displayed.

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

6.1.2

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

~® © 0 0 QO 8 -~

i carrmcticsct ool

Was work performed on this contract by your

firm in the month of July 20227

6.1.3

Complete
Table A:

Enter the
number of
Males and
Females in
each
demographic
group for each
Job Category.

Exv0a 1331 Farm far Traisingil

e

uuuuuuuu

10
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6.1.4

Complete
Table B:

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

6.1.5

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)

Bimerizan Indiam o Alsskan )
Hiperic orlmizo Hative fon Pacific Isander

Neative Havsiian or Oher

Bisck or Afican American Tors o More Races

Job Categories " F M F " 3 M 3 " 3 M H

Apseentices 1 [ | ;
Onthedob Trainees
PREVIOUS

White

6.1.6

A completed
FHWA 1391
Form is
generated.

f you need 1o change this infermation click on “Retum 10139

FEDERAL-AID Hi

WAY CONSTRUCTION CONTRACTORS ANNUAL EEO REPORT

DOLLAR AMOUNT OF ALL CONTRACT.

n 15 2125-0019 expiring in August, 2022

11
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6.1.7

Verify the
report is
accurate.
Closely
examine all
information.

!

Contractor Type-
Prime/Sub/Second tier

Proj Y
- roject Number
l Company Name, City ,State )

l Contract Amount

Vierify that the information you have entered is comect and accurate and then click on the checkbox 10 corfirm. If you need 1o change this infermation click on "Retum 101331

Project Location

1 -

6.1.8

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
before
submitting.

d. Select
Submit to
submit the
Form for
approval.

dohs Eatmgories w . - t [ [ ]

pEreeLe

PREPARED EY' DATE

@ RETUEN T 1331 SAVE REFOAT A5

REVIEWED BY:

12
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6.1.9

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

Thank vou for submitting FHWA 1391 Data.

6.1.10

Submitter will
receive a
Receipt email.

NCDOT has received FHWA 1391 Form for Training01

: ; ) Reply | € ReplyAll | —> Forward
SharePointAdmin@ncdot.gov J REpy | ) Reply orward || i
To @ Bankar, Pradnya A Tue /7, 01 PN

| completed it. | Eii‘ Feedback

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

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 comespandence to and from this sender is subject ta the N.C. Public Records Law and may be disclosed to third parties.

6.1.11

The Prime
Form is set to
Pending
status.

It is approved
or rejected by
the RE.

If the Form is
Approved by
the RE, the
Prime receives
email. The
process is
complete.

Tinas Traffi ntrod il

6.1.12

If the Form is
Rejected by
the RE, the
Prime will
receive an
email.

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

13
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6.2 Prime Contractor — Review / Approve Subcontractor FHWA 1391 Form

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

Step

Instruction

Image

6.2.1

Click on
Subcontractor
Review.

The page will
show Contract
tts for each

Subcontractor.

1) Petunias Paving

6.2.2

Click on the
Contract #to
review for
approval.

Costct 4 4

6.2.3

Review the
data in the
Form closely.

Contractor Type-
Prime/Sub/Second tier
l Company Name, City ,State

Project Number

l Contract Amount

Project Location

14
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6.2.4

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

Prime Approval Prime Rejection

6.2.5

At the bottom

of the page,

select

a. Previous to
return to the
Form, before
submitting,

b. Save report
as PDF
before
submitting,

c. Submit

RETURN TO 1391 SAVE REPORT AS PDF

SUBMIT

Thank you for submitting FHWA 1391 Data.

Close Tab

6.2.6

The

subcontractor
will receive an
email stating it
was 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

€3 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 Racords Law and may be disclosed to third perties

& Reply Al | —> Forward | | Efi

Tue 6/7/2022 6:16 PM

6.2.7

The 1391 Form
is now pending
RE Approval.

Process ends
with RE
Approval.

Tinas Traffi aitred il

15
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6.3 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
6.3.1 | Review the

data in the

1391 Form.

6.3.2 | Select Prime
Reject. - -

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

16
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6.3.3

At the bottom

of the page,

select

a. Previous to
return to
the Form,
before
submitting,

b. Save report
as PDF
before
submitting,

c. Submit

RETURN TO 1391 SAVE REPORT AS PDF SUBMIT

Thank you for submitting FHWA 1391 Data.
Close Tab

6.3.4

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

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

. €5 Repl € Reply All > Forward
SharePointAdmin@ncdot.gov D Y ) Teny 7 o
To © Bankar, Pradnya A Tue 6/7/2022 1

Cc @ Banker, Pradnya A

Resubmitted. Thank you. | (i) Feedback

Start your reply all with: | Ok, thanks for letting me know. | Thank you! |

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

6.3.5

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.

Process ends
with RE
Approved.

5 P Perdirg Brime Review F o o o A ST,

17
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7.1 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 Approve or Reject the Subcontractor Form.

If Prime Approves, the Form moves to Pending RE Review. The RE will Approve or Reject the Form.

If RE Approves the Form, 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

7.1.1

When
Subcontractor
logons, the
following tabs
are displayed:

FHWA 1391 COMPLETION

SUBCONTRACTOR REVIEW 2ND TIER REVIEW HELP WHERE IS MY PROJECT?

7.1.2

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

®* © 0 0 @ O & -~

Was work performed on this contract by your

firm in the month of July 20227

7.1.3

Complete
Table A:

Enter the
number of
Males and
Females in
each
demographic
group for each
Job Category.

ERAA 180 Farm For Trainingdil

| EN N O Y A o o Y o Y o O

18
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7.1.4

Complete
Table B:

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

b = o i T

7.15

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)

e Aimerican Ingiam or Alaskan )
Hispenic or Lt Mative feen Eacific lslander

Native Hawsiian or Other

Blsck or African Amarican Tors oo Mare Razes

Job Categories M E " F " 3 " 3 " H " H

poventices 1 Bl ;
- Job Trainees
PREVIOUS

White

7.1.6

A completed
FHWA 1391
Form is
generated.

Verify that the information you have entered s correct and accurate and then click on the eheckbox to confirm. If you need to change this information click on ‘Retum 10139

WAY CONSTRUCTION CONTRACTORS ANNUAL EEO REFORT

DOLLAR AMOUNT OF ALL CONTRACT(s

for this collection is 2125-0019 expiring in August, 2022

DRKED IN JULY, 2022

19
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7.1.7

Verify the
reportis
accurate.
Closely
examine all
information.

!

Contractor Type-
Prime/Sub/Second tier

Company Name, City ,State

Project Number

l Contract Amount

Veerify that the information vou have entered is cormect and accurate and then click on the checkbor 1o corfirm. if yo

Project Location

7.1.8

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.

oty Cmporees

RIS

PREPARED BY

ok

Totn! Empiaprd

B s ]

DATE REVIEWED BY:

20
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7.1.9

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

Thank vou for submitting FHWA 1391 Data.

7.1.10

Submitter will
receive a
Receipt email.

NCDOT has received FHWA 1391 Form for Training01
3 Reply | € Reply Al

. . Forward
SharePointAdmin@ncdot.gov —> Forwar ]
Te @ Bankar, Pradnya A Tue 6/7/ 0

| completed it. | (i) Feedback

Start your reply all with: ‘ Okay, thank you! | | Great, thank you so much! |

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.

Email comespandence to and from this sender is subjeet to the N.C. Public Records Law and may be disclosed to third parties.

7.1.11

The
Subcontractor
Form is set to
Pending Prime
Review.

It is Approved
or Rejected by
the Prime.

Tra LD 7 REA L- RE & Fre022 Pra 5 A B
v
1
Tia el = ' = g RE Reviey 2 & epbe =
Tra i A ] e M) Prime Review x] 5 L. T 22 Fameshi
Tra NCDOT RE Rejecte RE Reejecte 772022 Pra Ba
Tra 5 ) ] FiEy & W
Tra Tinas Traff Fe v} 1 i t Tra022 B sk
-] el P 0 Pe: g S & Reecte =
3
Tra Tinas Traf - L pg D D P e 7 [y,

21
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7.1.12

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

TrairéngD1

Trairing01

Trairing0l

Trairing1

Training0l

Trairéng0n

Trairing01

Trairsngil

NCDOT

Petunias Paving

¢ Control

Petunias Paving
Tinas Traffic Control
Petunias Paving

Conitral

Tinas Traff

Pending HE Review

Pending Prime Review

Pending

Pending Prirme Review

RE Rejected

Prime Accepted

391 Form Submitied

Prime Rejected

13%1 Form Submitied

Cate

08/07/2022

o

WYLV L

A

Decinion By

Pradnya A Ba

Dranied W

Ramesh D

Pradnya A Bai

Cemnied W

Ramesh D

Dranied W

Rasmesh D

7.1.13

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

Subcontractor
receives
email.

Process is
complete.

Traindng0n

Trairingll

Trairéngin

Trairdngin

Training0l

Trairdng0n

Trairdnglil

Trairdngl

Petunias Paving

Tinas Traffic Control

Pipininds s
Petunias Paning

Control

Tiras Traffic

RE Approved

Perding BE Review

Pending Frime Review

RE Rejactad

Pending RE Review

Pending Prime Review

Pending

Pending Prime Reéview

RE Accepled

Prime Accepted
1391 Form Submitted
RE Rejected

Prime Accepted

Prime Rejected

13%1 Form Submitied

Date

& AT PR
Bul AR s
LR

Darcision By

Pradnya A Ba

Deanied W

Ramesh D

Pradnya A Bai

Cmnigd W

Ramesh D

Deanied W

Rarmesh D

22
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7.1.14 | If the Formis

Rejected by Wﬂﬂi

the Prime,
Contract # Firm 1391 Status Last Action Date Cecisign By

Subcontractor

receives Trairdngdl NCDOT RE Approved RE Accepled D8/07r2022 Pradnya A Bal

email.
Trairsngil Peluniss Padng Pending RE Review Prime Accepted 06/07r2022 Draniied W
Trairengdn Tinas Traffic Control Pending Prime Review 1391 Form Submitted Q&/07F202 Ramesh D
Trairingl HCDOT RE Rejected RE Rejected 06/07/2022 Pradnya & Ba
Trairing01 Petunias Paving Pending RE Review Prime Accepted 08072022 Cranied W
Trairéngl Tinas Traffic Control Pending Prime Review 1391 Form Submitted . 06072022 Rameesh D
Trairsngil Petuniss Padng Pendinsg Priffie Rejected ' 06072022 Deaniied W
Trairing01 Tinas Traffic Contral Pending Prime Review 13%1 Form Submitied 06/07r2022 Ramesh D

7.1.15 | The

subcontractor Tinas Traffic Control details

submits a new

Form Wlth Contract # Firm 1391 Stahw Last Action Date Ceecinion By

corrections.
T o DoOT RE Appy RE Accepd 0772022 Pradnya A Ba

Approval cycle TRiFEng HCDO B E Approved E Accepled . o8 2 Tadnys A Ha

restarts. Trair@ng0l Petunias Paing Pending RE Review Prime Accepted \'-_ 060772022 Dranied W
Trairéngil Tinas Traffic Contro Pending Prime Review 1391 Form Submitted O80T 2022 Ramesh D
Trairingl1 HCDOT RE Rejected RE Rejected 06072022 Pradnya A. Ba
Training0l Petunias Paving Perding HE Review Prime Accepted 08072022 Duanied W
Training01 Tinas Traffic Contro Pending Prime Review 1391 Form Submitied 08072022 Ramesh D
Trair@ng0l Petunias Paing ., Pending Prime Réjectad ' OG0T 2022 Dranied W
Trairingl Tinas Traffic Control Perding Prime Review 1391 Form Submitbed 06072022 Ramesh D
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7.1.16

If the Form is
Rejected by
the RE,
Subcontractor
receives
email.

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

Process ends
with RE
Approved.
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7.2 Subcontractor — Review / Accept 2" Tier FHWA 1391 Form

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

Step Instruction Image

7.2.1 | Click on 2™
Tier Review. bl om
The page will
show Contract
#s for 2" Tier
Contractors.

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

7.2.3 Review the
data in the
Form closely.
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7.2.4

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

| o Subcomtractor Rejection
Subcontractor Approva !

7.2.5

At the bottom

of the page,

select

a. Previous to
return to
the Form,
before
submitting,

b. Save report
as PDF
before
submitting,

c. Submit

RETURN TO 1391 SAVE REPORT AS PDF

Thank vou for submitting FHWA 1391 Data.
Close Tab

SUBMIT

7.2.6

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

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

SharePointAdmin@ncdotgov
To @ Bankar, Pradnya &

Cc @ Bankar, Pradnya A

45 Reply | % Reply Al

Start your reply all with: | Thanks! ‘ Great, thank you so much! | (i) Feedback

Great, thanks for letting me know! |

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

nsil comespondence to and from this sender is subject o the N.C. Public Records Lew and may be disclosed to third parties.

—> Forward | | il

Tue 6/7/2022 6:16 PM
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7.2.7 | The1391
Form is now
pending Prime
approval.

If the Form is
Approved by
the Prime, 2 Gregs Grading details
Tier e
Contractor _
receives Trainingdt  NCDOT | RE Approve RE Accepted
email. The E
Form is now T —
Pending RE : :
Review.

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

Form status
changes to RE
Approved.
Process is
complete.
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7.3 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
7.3.1 | Subcontractor
reviews the
data in the
1391 Form.

7.3.2 | Select
Subcontractor
Reject.

A Reason box
will appear.
Enter reason
for rejecting _ subcontrtor Reiection
the Form' ocontractor Approva
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7.3.3

At the bottom

of the page,

select

a. Previous to
return to
the Form,
before
submitting,

b. Save report
as PDF
before
submitting,

c. Submit

RETURN TO 1391 SAVE REPORT AS PDF

Thank you for submitting FHWA 1391 Data.

SUBMIT

7.3.4

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

€ Reply

Start your reply all with: ‘ 0k, thanks for letting me know. ‘ Thank you! Resubmitted. Thank you. (©) Feedback

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

Emsil correspondence to and from this sender is subject to the N.C. Public Records Law snd may be disclosed to third parfies.

&) Reply Al

—> Forward

Tue 6/7;

&

2022 11:18 AM

7.3.5

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

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

Tinas Traffic Control details

" Fiem at & ¥
Panding Subsonbract
Trainingo gk g Hagl ing 191 Form JETithad
R
Trainingon NRCDOT RE Rasjecied RE Faj&cted

TrainingQ1 Petunias Paving Pending RE Review Frime Accepled

affic Subcontracton
Trainingol Bending Prirme Fiview N

“antral Acc il ad

g Sbsoontracton

Trainingd1 Hanks Haulbin 1391 Form Submitted

) S rybrae o

aining 01 et Prirme Rejecied

riaE Paving

NP A——
Trainingd1 i Pending Prime Rewvigw M OFTrReC O
Coantral Actepted

Training01 Hankcs Haubing
c i
alningon & i)
F J Subcontractc
Trainingol Hanks Hauling

0850

o oLl o

2T Z022

D7 /2022

7/2022

FAZ022

(s Tl RS

Prsdrya

Barkar

kiwlanias

Danisl ¥

Rarmosh

kislanie

Melanie
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8.0 2" Tier 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 Approve or Reject the 2" Tier Form.

If Subcontractor Approves the Form, the Form moves to Pending Prime Review. The Prime will Approve or Reject the

Form.

If Prime Approves the Form, the Form moves to Pending RE Review. The RE will Approve or Reject the Form.

If RE Approves 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

8.1

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

FHWA 1391 COMPLETION HELP WHERE IS MY PROJECT?

8.2

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

Form for 2022.

* © 0 ¢ @ O & -~

Was work performed on this contract by your

firm in the month of July 20227

8.3

Complete
Table A:

Enter the
number of
Males and
Females in
each
demographic
group for each
Job Category.

ERNA LB Farm for Tralaingd]

N 1 o o ) o o o o o o ) o ) o ) o o
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8.4

Complete
Table B:

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

b = wn an e

8.5

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)

Black or Africsn American g or Line Ameanindin o dlssin Asisn - Tos o More Razes

[ r—— M @ " F " F " F @ 3 " F

PREVIOUS NEXT

White

8.6

A completed
FHWA 1391
Form is
generated.

Verify that the information you have entered is correct and aceurate and then elick on the eheckbox 10 confirm. If you need to change this information dlick an ‘Retum to 139"

FEDERAL-AID

WAY CONSTRUCTION CONTRACTORS ANNUAL EEO REPORT

PRD.

5ER DOLLAR AMOUNT OF ALL CONTRACT(s

2 2nd 23 CFR Par 2125-0013 expiring in August, 2022

E ON FEDERAL-AID AND CONSTRUCTION SITE(s) DURING THE LAST FULL PAY PERIOD
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8.7

Verify the
reportis
accurate.
Closely
examine all
information.

Contractor Type-
Prime/Sub/Second tier

. Project Number
Company Name, City State Jec

Project Location
Contract Amount !

o

8.8

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
before
submitting,

d. Select
Submit to
submit the
Form for
approval.

Joty Carmpmree

PREPARED EY

ok

TABLE € (Table B dita by r baicity stu
ol e bndi o Alaghsn ik i
w " o

DATE: REVIEWED BY:
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8.9 After clicking
on Submit, the
system will Thank vou for submitting FHWA 1391 Data.
display a
response.
8.10 Submitter will
receive a NCDOT has received FHWA 1391 Form for Training01
Recelpt email. ° SharePointAdmin@ncdotgov 5 Reply | %) ReplyAll | —> Forward | | i
To @ Bankar, Pradnya A Tue 6/7/2022 5:01 PM
Start your reply all with: ‘ Okay, thank you! | | Great, thank you so much! ‘ | completed it. | (i) Feedback
NCDOT has received the FHWA 1351 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.
8.11 The 2" Tier
Contractor Tinas Traffic Control details
Form is set to
Pending
Subcontractor . Marks Ma Pending : " .
Review. ;
1 . o RE Reserte FE Rayects
It is accepted !
or rejected by . : e ' pe ! ey Soc
the e " Penting Priss v , .
Subcontractor. Pending —_— )
] e} i Ha r] P T ol
Tra Fa ' ; S - T
- Tinas Traf P ) » . -
- . F 1 ' . "
T T [ 1 0 g B
" ————
¥ 1 » .
8.12 If the Form is
accepted by Tinas Traffic Control has approved the FHWA 1391 form your submitted for Training01
the SharePointAdmin@ncdot.gov 3 Reply | % Reply Al | > Forward || G
Subcontractor To @ Bankar, Pradnya A Tue 6/7/2022 6:16 PM
p 4 Cc © Bankar, Pradnya A
the 2" Tier Start your reply all with: ‘ Thanks! || Great, thanks for letting me know! ‘ Great, thank you so muchl | (i) Feedback
Contractor

receives email.
The Form is
now Pending
Prime Review.

Tinas Traffic Control has approved the FHWA 1391 form you submitted for Trainingd1.

Emsil comrespondence to snd from this sender is subject to the N.C. Public Records Law and may be disclosed to third parties,
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8.13

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

2" Tier
Contractor
receives email.

Tinas Traffic Control details

8.14

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

2" Tier
Contractor

Receives email.

Process is
complete.
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8.15

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

The 2™ Tier
Contractor
submits a new
Form with
corrections.

Approval cycle
restarts, with
Form status set
to Pending
Subcontractor
Review.

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

SharePointAdmin@ncdot.gov
To @ Bankar, Pradnya A

Cc © Bankar, Pradnya A

€3 Reply

Resubmitted. Thank you. | (i) Feedback

Start your reply all with: ‘ Ok, thanks for letting me know. ‘ ‘ Thank you!

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

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

% Reply Al

—> Forward

Tue 6/7/2

&

22 11:18 AM

END
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