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
|ogons, the FHWA 1391 COMPLETION SUBCONTRACTOR REVIEW 2ND TIER REVIEW HELP WHERE IS MY PROJECT?

following tabs
are displayed:

7.1.2 Click on FHWA | 50 o e “%® ©0 6 %0 @ -
1391
Completion
tab. Respond
to the pop-up
window. ——
Answer Yes to fm in the month of Jly 20227
complete B )
FHWA 1391
Form for
2022.

7.1.3 Complete
Table A: EBEAA L1 Form For Prainingd

Enter the TS E e I e N B B N R e I By e I By N Y ey
number of e N AN N NN N N N e N N A
Males and o

Females in
each
demographic
group for each
Job Category. ——e T T

s I ) ) e ) ) ) o ) e [




7.1.4

Complete
Table B:

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

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.

£
PREWGUS( NEXT )

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

Aemerican Indian or Alzskan
Hispasic or Latino. = = Eacific lslandar

Black or African American

M E M E " E " 3 "

7.1.6

A completed
FHWA 1391
Form is
generated.

Verify that the information you have emtered is cormect and accurate and then click o the checkbox to confirm. If you need to change this information click on ‘Retum to 1391

FEDERAL-AID HIGHWAY CONSTRUCTION CONTRACTORS ANNUAL EEQ REPORT

PR 1seR

SOLLAR AMOUNT OF ALL CONTRACT(s

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

DRKED IN JULY, 2022




7.1.7 Verify the
reportis l
accurate. Vierify that the information you have ertered is comect and sccurate and then click on the checkbax 1o corfirm. I you reed to change this information ciick an "Retum 10 1391
Closely
examine all Prime/Sub/Second e ompany Name, City state | Project Number Comtact Aot Project Location
information. l 1 l 1 1
7.1.8 At the bottom
of the Form,
a. Click the
check box to —7 71— 71— —
Certify the s oo " ' " . “ ' u . "
report is —_—
accurate, ""_E""‘"F“B" BATE REVIEWED BY:
b. Click Return @ sm— e———

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.




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

SharePointAdmin@ncdot.gov
To @ Bankar, Pradnya A

D Reply

| completed it.

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

(i) Feedback

% Reply All

— Forward | | i
Tue 6/7/2022 5:01 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.

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

7.1.11

The
Subcontractor
Form is set to
Pending Prime
Review.

It is accepted
or rejected by
the Prime.

Tinas Traffi | .

Contract ¥ Ermi

Last Action

Trairdngl HCDOT

Trair@ng0l Petunias Paing Pending RE Review

Trairdng0n raffic Control Perding Prime Review

NCDOT RE Rejected

Trair@ng0l

Training0l Petunias Paving Pending RE Review

TrairéngD Tinas Traffic Control Pending Prime Review

Trairing0l Petunias Paing Pending

Trairsngil Tinas Tratfic Contral . Pending Prime Review

RE Accepied
Prime Accepted

1391 Form Submitied
RE Roejected

Prime Accephed

1391 Form Submitted
Prime Rejected

1391 Form Submitted”

Date
B T
Q0T I0E2

A P

Cscision By

Pradnya A. Ba

Dranied W

Ramesh D

Pradnya A Bai

Cranied W

Ramesh D

Dranied W

Ramesh D

7.1.12

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

Contract Eirm 1391 Status

Tralrdngdl HCDOT

Trairing01 Petunias Paving ireg) RE Review

Training0n Tinas Traffic Control Pending Prime Review

e enoected
Training01 Petunias Faving Pending RE Review
Trairing0 Tinas Traffic Control Pending Prime Review
Trairing01 Petunias Paving Pending

Trairing01 Timas Traffic Contral Pending Prima Review

Last Action

RE AcCoepded

Prime Accepted

1391 Form Submitted

RE Rejecied

Prime Accepted

1391 Form Submitted

Prime Rejected

1391 Form Submitted

e
U AT PR
OeA07 I0EL

060

06

Decision By

Pradnya A Ba

Danied W

Ramesh D

Pradnya A Bai

Cranied W

Ramesh D

Danied W

Ramesh D




7.1.13 | Ifthe Formiis
accepted by Tinas Traffic Control details
the RE, the
Form status Contract Firm 1391 Status Larst Action Date Drecision By
changes to RE Trairdng0 NCDOT | RE Approved FE Accepled | 08/07/2022  Pradnya A Ba
Approved. 3
Trairdng0l Petunias Paving Prime Accepted 06/07/2022 Dranied W
Subcontractor Trairdng0n Tinas: Traffic Contnol Pending Frime Review 1391 Form Submitted 06072022 Ramesh D
receives
ema”_ Trairdngll HCDOT RE Rejected RE Rejecied 060772022 Pradnya A Bai
X Trairdngl Petunias Paving Pending RE Review Prime Accepted DEMTIR022 Dranied W
Process is
com plete. Tradrdngln Tinas Traffsc Control Pending Prime Review 1397 Form Submitted 08/07 7202 Ramesh D
Trairdng0l Petunias Paving Pending Prime Rejected 060772022 Dranied W
Trairdng0l Tinas Traffic Contnol Pending Frime Review 1391 Form Submitbed 060772022 Rarmesh D
7.1.14 | If the Formiis
rejected by W’ﬂi
the Prime,
Contract § Firm 1391 Status Last Action Date Decision By
Subcontractor
receives Training01 NCODOT RE Appraved FE Accepted 08/0772022 Pradnya A Ba
email.
Trairing01 Petunias Paving Pending RE Review Prime Accepbed 06/07r2022 Dranied W
Trairdng0n Tinas Traffic Control Pending Prime Review 1391 Form Submitted 06/07r2022 Ramesh D
Trairingdl HCDOT RE Rejected RE Rejected 06072022 Pradnya & Bai
Trairing01 Petuniss Paving Pending RE Review Prime Accepted D80T 2022 Danied W
Trairsng1 Tinas Traffic Control ;'. Pending Prime Review 1391 Form Submithed 060752022 Ramesh D
Trairingdl Petunias Paving - Pending Prime Rejected 060772022 Duanied W
!'\- e 1 1 1 Bt B B B B e B e e e ..-'.-.
Tinas Traffic Contral Pending Prime Review 1391 Form Submitted 06072022 Rarmsesh D

Trairing01




7.1.15 | The

subcontractor Tinas Traffic Control details
submits a new

Form with Contrasct # Firm 1391 Status Last Action Date Decision By
corrections.
Traireng0l NCDOT RE Approved RE Accepled 0807 2022 Pradnya A. Bal
Approval cycle " . o S ... I “ !
restarts. Trair@ng0l Petunias Paing .-". Pending RE Review Prime Accepted ."-_ 060772022 Dranied W
Training01 Tinas Traffic :91t'-ji: Pending Frime Review 1391 Form Submitted 080T 2022 Ramesh D
Trairsngll HCDOT RE Rejected RE Rajecied 06/07r2022 Pradnys A Bai
Training0l Petunias Paving | Pending RE Review Prime Accepted 06072022 Ceanied W
Training0l Tinas Traffic 3.:-*.:-:.@ Pending Prime Review 1391 Form 5._.=a.~..u¢¢§ 08/07 /2022 Ramesh D
Trair@ng0l Petunias Paing _ Pending Prime Rejected ' 06072022 Dranied W
Trair@ng0l Tinas Traffic Control Pending Prime Review 1391 Form Submitted OG0T r2022 Ramesh D

7.1.16 If the Form is

rejected by Tinas Traffic Control details
the RE,

Subcontractor Contract 8 Eirm Last Action Date ecision By
receives
. Trairsng0l NCDOT i RE Approved RE Accepled 1 08072022 Pradnya A Ba
email. ; i
Trairsng0l Petunias Paving : Perding RE Review Prime Accepted : 0650772022 Duanied W

The

Trainéng0 Tinas Traffic Control 1 Fending Frime Review 1391 Form Submitbed ' D607 2022 Ramesh D
subcontractor =
submits a new | g WCDOT ;-.55 Rejected RE Rejecied 7 0672022 Pradya A Ba
corrections. Trairing01 Petunias Paving Pending RE Review Prime Accepted 08072022 Daniel W
Approval cycle Training( Tiras Traffic Contral Perding Brime Review 1391 Form Submitted DB07/2022 Ramesh D
restarts with
Form status Trairsng0 Petunias Paving Perding Prime Rejected 060772022 Duanied W
setto Pending Trairdngl Tinas Traffic Control Pending Prime Review 1391 Form Submithed 060772022 Ramesh D

Prime Review.

Process ends
with RE
Approved.




