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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 
home page – Under 
Doing Business, Small 
Business, Equal 
Opportunity 
Contractor 
Compliance Program 
(EOCCP)  
 
 

 

 
 

1.2 On the EEOCP Page, in 
the Annual 1391 
Reporting section, go 

to ‘Click here’ to Log 
On to the FHWA 1391 
site to access 

• Instructions  

• Complete the 
1391 Form 

• Review FAQs  
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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 . .  

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

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

• 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 
Last Name of the 
individual 
certifying the 
FHWA 1391 Form 
 

Contact information 
including  

• Phone number 

• Email address 

• Job title 

• Company’s unique 
password for 
accessing the 
system.   
 

Click on Log On 

  

 
 

2.2 If you need help with 
your password, 
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.” 
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2.4 Enter your Password. 
 
Begin typing your firm 
name to select it from 
the dropdown menu. 
 
Click Submit. 

 

 
 

2.5 Click on Close Tab to 
return to the Log On 
menu.  You will need 
to wait for an email 
response regarding 
next steps. 

 

 
 

2.6 Option 2: 
Select “I don’t know 
my password.” 

 

 
 

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

 

 
 

2.8 Click Close Tab to 
return to the Log On 
menu.  You will need 
to wait for an email 
response regarding 
next steps. 
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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.” 

   
 

 
               
     

2.10 Begin typing your firm 
name to select it from 
the dropdown menu. 
 
Enter your Contact 
name and Email 
address. 
 
Click Submit. 

 

 
 

2.11 You will need to wait 
for an email from 
regarding next steps.  
 
Click “Close Tab” to 
return to Log On 
screen.   
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3.0 Contractor Webpage Overview (after successful Log On) 
Contractor webpage layout described.  

Step Instruction Image 

3.1 After 
successful 
Log On, the 
Congractor 
webpage is 
displayed. 
 
There are 3 
major 
elements 
on the 
page.  
 

 

 
 

3.2 A - The 
name of 
your firm.  
Click on the 

 
to access 
an 
information 
panel 
about the 
firm 

 

 
 

3.3 B - Tabs to: 
   
-Complete, 
or view  
FHWA 1391 
Forms, 
 
-Help page  
 
-Where is 
my Project 
page.  
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3.4 C - Body of 
the page, in 
grid-sheet 
format.   
 
 

 
Displays . . .  
                 

• Contract # 

• Contract Type 

• Completion Date 

• 1391 Status 

• 1391 Status Date 

• View Details button 

 

 
 
 
 

3.5 To see a 
history of 
the 1391 
Form 
Status 
Activity,  
click on the 
View 
Details 
button.  
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4.0 Help 
There are two Help buttons available to get additional information to resolve issues. 

Step Instruction Image 

4.1 On the Log 
On page, - 
access 
Password 
Help, 
- Update 
your email 
address, or  
- select Help 
for more 
information.  

 

            

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

 

 
 
 
 
 

4.3 From the 
Getting 
Started 
page, you 
can access  
-  detailed 
instructions, 
 
- 1391 
Form, 
 
- a FAQ list 
(or PDF) to 
help with 
common 
issues.    
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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 

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

 

 
 

5.2 Fill in the 
pop- up 
window and 
select 
Submit.   

 

 
 

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

 
 

 
 

 

  



FHWA 1391 – Instruction Guide for Contractors 
 

10 
 

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. 

 
 
 

 
 
 
 
 

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

  

 
 

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

 

 
 

6.1.6 A completed 
FHWA 1391 
Form is 
generated. 
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6.1.7 Verify the 
report is 
accurate.  
Closely 
examine all 
information.  

  

 

 
 
 

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

 

 
 

6.1.10 Submitter will 
receive a 
Receipt email. 

 

 
 

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. 

 
 

 

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. 

 
 

 
 
 
 

 



FHWA 1391 – Instruction Guide for Contractors 
 

14 
 

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 
#s for each 
Subcontractor. 
 
 

 

 
 

6.2.2 Click on the 
Contract # to 
review for 
approval.  

 

 
 

6.2.3 Review the 
data in the 
Form closely.  
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6.2.4 At the bottom 
of the page, 
select Prime 
Approve or 
Prime Reject as 
appropriate.  
 
 

 

 
 

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 
 

 
                 

 
        

 
 

6.2.6 The 
subcontractor 
will receive an 
email stating it 
was approved.   
 
 
 

 

 
 
 

6.2.7 The 1391 Form 
is now pending 
RE Approval.  
 
Process ends 
with RE 
Approval. 
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6.3 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 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.  
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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 
 

 

 

 

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

 
 

 
 

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. 
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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:  
 
 

 
 

 
 
 
 

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

  

 
 

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

 

 
 

7.1.6 A completed 
FHWA 1391 
Form is 
generated. 
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7.1.7 Verify the 
report is 
accurate.  
Closely 
examine all 
information.  

 

 

 
 
 

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

 

 
 

7.1.10 Submitter will 
receive a 
Receipt email. 

 

 
 

7.1.11  The 
Subcontractor 
Form is set to 
Pending Prime 
Review.  
It is Approved 
or Rejected by 
the Prime.  
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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.    

   

 
 

7.1.13 If the Form is 
Approved by 
the RE, the 
Form status 
changes to RE 
Approved.  
 
Subcontractor 
receives 
email.  
 
Process is 
complete. 
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7.1.14 If the Form is 
Rejected by 
the Prime, 
Subcontractor 
receives 
email. 
 

 

 
 
 

7.1.15 The 
subcontractor 
submits a new 
Form with 
corrections. 
Approval cycle 
restarts.  
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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 2nd Tier FHWA 1391 Form 
The Subcontractor will review and accept or reject 2nd Tier Contractor 1391 Form.   

Step Instruction Image 

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

 

 
 

7.2.2 Click on the 
Contract # to 
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.  
  

 

 
 

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 
 

 

 

 

7.2.6 The 2nd Tier 
contractor will 
receive an 
email stating 
it was 
approved.   
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7.2.7 The 1391 
Form is now 
pending Prime 
approval.  
If the Form is 
Approved by 
the Prime, 2nd 
Tier 
Contractor 
receives 
email. The 
Form is now 
Pending RE 
Review.    
 
If the Form is 
Approved by 
the RE, 2nd 
Tier 
Contractor 
receives 
email. 
 
Form status 
changes to RE 
Approved.  
Process is 
complete. 
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7.3 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 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 
the Form.  
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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 
 

 

 

 

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

 
 

 
 

7.3.5 If the Form is 
rejected by the 
Subcontractor, 
Prime or RE, 
2nd Tier 
Contractor 
receives an 
email. 
 
The 2nd Tier 
Contractor 
submits a new 
Form with 
corrections. 
Approval cycle 
restarts. 
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8.0 2nd Tier 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 Approve or Reject the 2nd 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 2nd Tier Contractor will submit a new Form, with necessary 

corrections.  The approval process restarts.   

Step Instruction Image 

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

 

 
 

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

  

 
 

8.3 Complete 
Table A: 
 
Enter the 
number of 
Males and 
Females in 
each 
demographic  
group for each 
Job Category.  
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8.4 Complete 
Table B: 
 
Enter the 
number of 
Male and 
Female 
Apprentices or 
On the Job 
Trainees.  
 
  

 

 
 

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.   

 

 
 

8.6 A completed 
FHWA 1391 
Form is 
generated. 

 

 
 



FHWA 1391 – Instruction Guide for Contractors 
 

32 
 

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

  
 

 
 

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

 

 
8.10 Submitter will 

receive a 
Receipt email. 

 

 
 
 

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

 

 
 

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

 

 
 
 

8.14 If the RE 
Accepts the 
Form, the 
status is 
changed to RE 
Approved.   
 
2nd 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 2nd Tier 
Contractor 
receives email. 
 
The 2nd Tier 
Contractor 
submits a new 
Form with 
corrections.  
 
Approval cycle 
restarts, with 
Form status set 
to Pending 
Subcontractor 
Review. 

 

 

 

END 

 


