
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.  

 

 
 



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. 

 
 



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.  

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

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.    

 

 



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.  

 

 
 



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. 

 

 


