Equal Employment Opportunity Program
(EEOP)

Report Builder
User Guide



Equal Employment Opportunity Program Report Builder User Guide

Table of Contents
Ta T o T [T ox 1 o o 1SRRI 1
U] oo 1Y =T OO PT PP OPTPRTPPPPPRP 1
PrOCESS OVEIVIEW uuuiiiiiiiiiiiiiiiiiie e e ettt rres e e e e e et et e s e e e e e e e et eb b e e e s eeeaatetsaa s eeeeesannssrnnnnsnns 1
EEOP SEIVICE DESK .. nan 1
1. Log In to Access the EEOP RepOrt BUIlAEr ........uviviiiiiiiiiiiiiiiiiiiiieeiveevieeveeesveeeeeeeseeeseeessesseneenne 2
1.1 HOMEPAGE LOZIN ...ttt ettt e e e e e ettt e e e e e e e et beba e e e e e eereeesnnanas 2
1.2 DIAMD LOZIN . .uiiititiiieie ettt ettt e e e e e e e et a e e e e e e e e e eeaatsaaeeeaeeeeesnsnsaaeeeaeeeeanannnes 3
2. Organization Profile ... 4
2.1 AULhOrZEA USEIS ... 4
2.2 Organization Profil@......ciuii i e e e 5
3. Prepare a Verification FOrM .........uiiiiiiiiiiieee ettt rare e e e e e s e e 6
3.1 Verification of EEO Reporting Requirements Status.........ccccceeeeeiiiniiiiiieeeeee e, 6
3.2 Determination of EEO Reporting ReEqQUIremMents........ccccveeeieeiiieiiieiiieeeeeeeeeeeeeeeeeeeee, 7
3.3 Large SUbrecipients AWards........cccccevieeiieiiieeeeeeeeeeeeeeeeee e 8
Subrecipient With UEl ... 9
Subrecipient WithOUT UEL...........coooiiiiiiii e, 10
Delete SUDIECIPIENT ...uuviiiiiiiiiiiiiit bbb bearbae s aaarbassbassrasssanssnnssnnssnnsnnnns 11
3.4 Compliance with EEOP REQUIrEMENTS ...ccevvvviiiiiiiiieeeieeeeeeeeeeeeeeeeeeeeeeeeee e ee e e e e 12
NON-EXeMPT VEFIfiCAtioN ...uuuvuuiiiiiiiiiiiiiiiiiiiii b aeeraeeraesaaesaaareaerannsannes 12
EXEMIPT VEITICATION 1uuvuuiiiiiiiiiiiiiiiitiiitiiitie bbb bebbaebbebbbarbassbasssssssssssssrssssssnssnnes 14
3.5 Profile VerifiCation......c.uuieiiee e 16
4. Prepare a Utilization REPOIT c....coovviiiiiiiiiieeeeee e 17
g A Y=Y oYY T =l o 1] o Y Rt 17
4.2 Prepare the Utilization REPOI.......uuuuiuuurieeiiieiiiiiiiriiiriieriieriieerrseree—.———————————. 18
Section 1 of 7: EEOQ Policy Statement........coeeeiiiiiiiiieee e, 18
Section 2a of 7: Total Number of Employees of Known Race, National Origin, and Sex
.................................................................................................................................... 20
Section 2b of 7: Building Sworn Officers Rank Chart .............cooooeeeieie e, 20
Section 2c of 7: Sworn Officers Rank Chart.........ccccoeeeee e, 22
Section 2d of 7: Workforce Analysis Chart.........ccccooeeeee i, 23
Section 3a of 7: Relevant Labor Market.........ccccoooooeii e, 23
Section 3b of 7: Relevant Labor Market Statistics .........cccceeeeeeiiee e, 24
Section 4a of 7: Utilization Analysis Chart: Subtraction.................cccc . 24
Section 4b of 7: Utilization Analysis Chart: Statistically Significant Underutilizations. 26
Section 5 of 7: Narrative Interpretation Data .......ccccceeeeiviiiiiiiiieeece e 26
Section 6 0f 7:  Objectives and STEPS ....uuiviiiiiiiiiiiiiieee e 28
Section 7a of 7: Dissemination Strategy: Internal......ccccccovviiiiiiiiiiiiiiiiciiiieeee e 30
Section 7b of 7: Dissemination Strategy: External .......cccccoovviiiiiiiiiiiiiniiiiieieeee e, 30
5. EEO ULIliZation REPOIt ceviiiiiiiiiiiiieieiee ettt ettt e e e e s s e e e e s s s e saaaaaaeeeeeeesnnnes 31

U.S. DEPARTMENT OF JUSTICE

OFFICE OF JUSTICE PROGRAMS




Equal Employment Opportunity Program Report Builder User Guide
List of Figures

T (O] I I o oY 1Y o = T = o = o P RSSPER 2
FIGUre 2: DIAIMID SIZN-OMN ...uvviiiiiiiiiiiiieitieieieieieeerereeereereeereeereeereeeeerereereeeerererrererrerererteertretetereereeeeeeeeeeeeeeeenes 2
T U gl T o S @] AN o] o] [Tt | A (o SRR 3
T Ul AU d o T 72T B =Y oS PPT 4
Figure 5: Organization Profile ...ttt e et e e e et e e e et e e e e bae e e esataeeesnraees 5
Figure 6: VerificationS/REPOIS Tab .....cccviiiuiieiieiciee ettt ettt ettt ete e et eetee e eve e ebeeeeteeeeareeebeseseeenns 5
Figure 7: Verification FOIM STATUS ....ciiciiii ettt e et e e satre e e e ata e e e s aae e e s e areeesnnsaaeesnsaees 6
Figure 8: Determination of EEO Reporting Requirements Module .........ccccccveeiiiiieeicciee e 7
Figure 9: Large Subrecipient AWards MOAUIE ..........coiiiiiieiiiiiie e e e e 8

Figure 10:
Figure 11:
Figure 12:
Figure 13:
Figure 14:
Figure 15:
Figure 16:
Figure 17:
Figure 18:
Figure 19:
Figure 20:
Figure 21:
Figure 22:
Figure 23:
Figure 24:
Figure 25:
Figure 26:
Figure 27:
Figure 28:

SUBIrECiPIENt With UEL......ccuviiiiiiiee ettt ettt e e ette e e s eta e e e s eata e e e snte e e s saaeeesensaeeeenns 9
Subrecipient With UEI Profile .........oocuiieiiiiiii ettt ettt e st earn e e e aaee e 9
SUbrecipient WItROUT UEL........ooo ittt e ettt e e e e et e e e e e e e s araeeeeeeesenanes 10
Subrecipient WithoUt UEI Profil........uiici ittt eeerree e e etrree e e e e e 10
DElete SUDIECIPIENT. . eeiii i i ittt ee e e e e e e e e e tbrareeeeeesentareeeeeeeeesnnrsaees 11
Non-Exempt - E-Sign Verification FOIM ........cooiiiiiiiiie it estrree e e e e e snarraee s 12
Non-exempt — E-Signed Verification FOrM .......cccvviviiiiiiiiieeee et 13
Non-Exempt — Submit Verification FOrM ......cuoiiiiiiiiiiiiie e 13
Non-Exempt - EMail Notification ........occiiiiiiiiiii e e 13
Exempt — E-Sign Verification .......occuieiiioiiee e 14
Exempt — E-Signed Verification FOIM .......ooiiiiiiiiiiie ettt 14
Exempt — Submit Verification FOrM ......coiiiiiiiii i e 15
Exempt - EMail NOtIfiCation ......coovi i 15
Profile Verification MOAUIE ..........cuiiiiiiii e s 16
Reporting HiStory MOAUIE..........oovi it e e e e e e e e e e aree e e e e e e e arenees 17
Checklist IMOAUIE........eeiiiiiie e e st e e st e e st e e e s sabeeesssraeen 18
EEO Policy Statement MOAUIE ......cooo et e e e e e s nnaeees 18
Upload EEO Policy StateMENT ..cccccuiieeicieee ettt ettt e et e e e e ate e e e earae e e e 19
[DTeYol0] 0 gT=T o] =Y uToT o JU1 ] (oY [« RSP 19

Figure 29: Employee ClassifiCation ..........ccoccuiiiiiiiiic ettt et e e e arae e e nree e e ennes 20
Figure 30: Sworn Officers Rank Chart Modul...........cccviiiiiiiii it 20
Figure 31: SWorn Officers RANK Titl@ .....uuueiieeiiiiiiiiieee ettt ee et ee e e e e e esbrreeeeeeeeeanbraaeeeaees 21
FIgUre 32: NEXt STEP BULLON ...ttt e et e e e e e e e e e ta e e e e e eeeeaebaaaeeeeeeeaanssnnn 21
Figure 33: Sworn Officers Rank Chart MOAUIE..........oueeieeeiiiiiiieee et errree e e e eeraraaee s 22
Figure 34: Law Enforcement Chart MOUIE .......cc.uviiiiiiiie ittt e et e e e 22
Figure 35: Workforce Analysis Chart MOAUIE .........cooiiiii i 23
Figure 36: Relevant Labor Market........c.ueiiiiieiiiiiie ettt e e s e e s e s s sabee e s ssbee e s snnes 23
Figure 37: Relevant Labor Market STatistiCs ......cccveiiiiciieiiiiiiee ettt e e e s 24
Figure 38: Utilization Analysis Chart: Subtraction Module .........ccccceeviiiiiiiiiiiicee e 25
Figure 39: Utilization Analysis Chart: Statistically Significant Underutilizations............cccccevvvveeeeinnccnnnns 26
Figure 40: Narrative Interpretation of Data ModUIE ..........uuviiiiiiicccieee e 26
Figure 41: Uploaded DOCUMENTS .......uuiiiiiiieiiicciiiieeee et e e e e e e stere e e e e e e s eaatae e e e s e e sesnnsseneeeeeeesnnseaneeeanns 27
TN gl O] o [Tt {1 USSR 28
T U ol H AV [o @ ] ] =T 4 1V SRR 28
TN R AV [o ] =T o PSP 28
FIgure 45: Add ObjeCtiVe ST . uuiiii e e e e e e e e e e e e e nb e e e e e e e e e ennrraaaaeae s 29
Figure 46: VIeW/Edit ODJECTIVE .....eeeiviiieiee ettt ettt ettt ettt e te e s te e e etee e s abe e sbeeeteeenareesbeeeseeens 29

U.S. DEPARTMENT OF JUSTICE

OFFICE OF JUSTICE PROGRAMS




Equal Employment Opportunity Program Report Builder User Guide

Figure 47:
Figure 48:
Figure 49:
Figure 50:
Figure 51:
Figure 52:

U.S. DEPARTMENT OF JUSTICE

OFFICE OF JUSTICE PROGRAMS

Internal Dissemination Strategy MoOdUIE ...........eeviiireiii i 30
External Dissemination Strategy ModUIE ...........eviiiiiiiiicccee e 30
EEO Utilization REPOrt MOAUIE .......vviiiieee ettt e et eeetae e e e 31
EEO Utilization REPOIt POP-UP ..iiiiciiiieiiiiiee ettt eeetae e e stae e e s vte e e s eaaeeesenraeeesanes 31
Review and Print EEO Utilization REPOIT ...cccvviieieieee ettt 32
EEQ Utilization Report Submission Notification ...........cceeeiecieeiiiiiei e 32




Equal Employment Opportunity Program Report Builder User Guide

Introduction

The Equal Employment Opportunity Program (EEOP) Report Builder is designed to assist the
Department of Justice (DOJ) funding recipients meet the requirements to continue to receive
financial assistance. Compliance with various Federal civil rights standards and reporting is a
condition of accepting Federal financial assistance. Failure to meet these requirements could
result in the loss of current or future funding, or both.

There is no requirement to use the EEOP Report Builder.
Purpose

This user guide provides step-by-step instructions on how to navigate the EEOP Report
Builder to create your organization’s account, complete the Verification Form, and if
necessary, complete the Utilization Report.

Process Overview

++» Before accessing the EEOP Report Builder, confirm whether your organization has an
existing account.

Following the confirmation or creation of an account, this user guide will guide you through
the following steps:

% Accessing the EEOP Report Builder.

++» Creating an Organization Profile.

% Preparing and submitting a Verification Form.

% Preparing and submitting a Utilization Report, if required.

EEOP Service Desk

If you require programmatic assistance with your submission, you may contact the Office for
Civil Rights (OCR) at 202-598-6458 and leave a detailed message or by email at
EEOPForms@usdoj.gov.

If you have IT related problems with your submission, you may contact the EEOP Service Desk
at 202-307-0627 and leave a detailed message or by email at EEOPITSupport@usdoj.gov.

U.S. DEPARTMENT OF JUSTICE

OFFICE OF JUSTICE PROGRAMS 1
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1. LogIn to Access the EEOP Report Builder

The Digital Identity & Access Management Directory (DIAMD) system provides a centralized
and highly secure identity governance and access management platform supporting the DOJ
users. If you have not created an account in DIAMD, you have the option to enroll. Refer to
the DIAMD Frequently Asked Questions (FAQ)

1.1 Homepage Login

Navigate to the OCR EEOP homepage to access the EEOP Report Builder and select Login
(Figure 1).

| Office for Civil Rights

Equal Employment Opportunity Program - Direct Recipients Use Only

Only direct recipients of DOJ funding can use this tool. If your entity is a DOJ sub-recipient with mandatory Equal Employment
Opportunity (EEQ) Program reporting requirements, you can generate a report HERE.

EEOP Report Builder: DOJ Direct Recipients
The EEOP Report Builder is designed to assist recipients of DOJ financial assistance with meeting some of their related civil rights reporting requirements. Compliance

with various federal civil rights standards and reporting is a condition of accepting federal financial assistance. Failure to meet these requirements could result in loss
of current and/or future funding.

This tool will provide a step-by-step method for preparing and submitting your EEO Utilization Report and/or Verification Form. If you have questions regarding EEQ

Program requirements, visit the DOJ Office for Civil Rights (OCR) website at: https://www.ojp.gov/program/civil-rights-office/equal-employment-opportunity-plans. If
you have problems navigating the system please refer to the EEOP Report Builder Job Aid

)

Figure 1: Homepage Login

1. If you do not have an active session in DIAMD, the authentication screen will
appear. Enter your email address and password to authenticate and select Sign In
(Figure 2). The system will direct you to the Organization Profile module.

S

Sign In

Email Address
[ ! =P

Password

@ Please enter :

Figure 2: DIAMD Sign-On

U.S. DEPARTMENT OF JUSTICE
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2. If you have an active session in DIAMD, the system will direct you to the
Organization Profile Module.

1.2 DIAMD Login
Navigate to DIAMD to access the EEOP Report Builder.

1. If you do not have an active session in DIAMD, the authentication screen will
appear. Enter your email address and password to authenticate and select Sign In
(Figure 2).

2. Select the EEOP tile to access the EEOP Report Builder (Figure 3). The system will
direct you to the Organization Profile module.

@ DEPARTMENT o JUSTICE

A MyApps
My Apps
DOJ Apps
@ DOJ Apps
Add section @
. V.
A Notifications - VY

EEOP

Figure 3: EEOP Application

3. If you have an active session in DIAMD, select the EEOP tile to access the EEOP
Report Builder (Figure 3). The system will direct you to the Organization Profile
module.

U.S. DEPARTMENT OF JUSTICE
OFFICE OF JUSTICE PROGRAMS 3
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2. Organization Profile

2.1 Authorized Users
Under the Organization Profile tab, you will find a list of Authorized Users (Figure 4).

NOTE: Reporting requirements are determined when the Verification Form is submitted.

Non-Exempt. If your organization is required to submit a Utilization Report, the end-user with
Implementation Authority, User, and Entity Administrator can E-Sign and Submit the Verification
Form.

Exempt. If your organization is not required to submit a Utilization Report, only the end-user with
Implementation Authority can E-Sign and Submit the Verification Form.

1. Enter your phone number in the required field (marked with an asterisk) and select
Save (Figure 4).
Verifications/Reports FAQs Contact Logout

Authorized Users

Your organization’s authorized users are isted beiow. Please provide or update requined phone nUmDers ¥ you have the proger assigned role

NOTE: Implementation Authority mesns having the legal suthority to implement your organizaton's EEO Plan. Orly users with Implementation Authority can &-sgn and Certify the EEO Plan

“Pnone.
555-555-5555

- E—

Figure 4: Authorized Users

U.S. DEPARTMENT OF JUSTICE
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2.2 Organization Profile

The Organization Profile will be pre-populated with the information provided in the System
for Award Management (SAM). Any changes to the Organization Profile must be submitted
via SAM.gov.

1. Click the drop-down button to select an Organizational Category and Organizational
Type and select Save or Save and Work on Forms/Reports (Figure 5).

Organization Profile

Review your organization's profile below and select the proper i category and type.

» BT T

Figure 5: Organization Profile

2. Click the Verifications/Reports tab on the top right to continue to the next module
(Figure 6).

Organization Profile RE0iGE LA LGER FAQs Contact Logout

L)

Figure 6: Verifications/Reports Tab

U.S. DEPARTMENT OF JUSTICE
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3. Prepare a Verification Form

The Verification Form is the process in which recipients acknowledge the reporting
requirements.

3.1 Verification of EEO Reporting Requirements Status

The Verification of EEO Requirements Status module lists any previously submitted forms
(Figure 7).

1. To review a completed form, select View Verification Form or Download Verification
Form.

2. To create a new form, select Prepare Verification Form.

3. If you have completed a Verification Form and need to Prepare a Utilization Report,
select Work on Utilization Report.

Organization Profile K7L IEIT ST LTS FAQs Contact Logout

Verification of EEO Reporting Requirements Status

VerScaton Forms presared for your
You ave the proper assigned roe. Yo

(23500 8% 5160 DEIOW You MY View tHer SHtals

5 on ingvioual Onas. You M3y 350 CrEBLE 3 NeW Gne By cicong Prepare Verification Fomm outton i
sk Work on Utilization Report button  you

ing on Ingvaus nay &
jization Reports for appicadie f5cal years

Fy 2021
! Vidw Verification Foem Downioad Verfication Form ’ I
= =y

Figure 7: Verification Form Status

U.S. DEPARTMENT OF JUSTICE
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3.2 Determination of EEO Reporting Requirements

The system will display the Determination of EEO Reporting Requirements module (Figure 8).
The data collected in this section will be used to determine the type of Verification Form that
is required.
1. Click on the drop-down button to select the Number of Employees, Award Fiscal Year
for which you are certifying, Single Largest Grant Amount, Filed Utilization Report
Last Year, and Have Subrecipients Subawarded More than $500,000 fields.

2. Select Save and Continue.

Organization Profile RTITZUEVETTALEY FAQs Contact Logout|

Determination of EEO Reporting Requirements

Please provide details of your Vierification Form requested below  you have the proper assigned role

=i . .
Plesze choose - . .
Flease choose Have Subrecipients Subawarded More Than $500,000 .

) I

Figure 8: Determination of EEO Reporting Requirements Module

U.S. DEPARTMENT OF JUSTICE
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3.3 Large Subrecipients Awards

Review the displayed information in the Large Subrecipients Awards module and provide
information for each subrecipient your organization sub-awarded more than $500,000 in a
single subaward (Figure 9).

1. Click on the drop-down button in the Subrecipient Unique Entity Identifier (UEI)
Availability to choose whether the subrecipient has a UEL.

2. Select Continue.

Organization Profile RGN ER FAQs Contact Logol

Large Subrecipient Awards

Please review and provide accurate information below for each subrecipient your organization subawarded more than $500,000 in a single subaward, if you have the proper assigned role. You only need to report
once for each subrecipient. To add a new record, enter requested information and click Add button. To remove an existing record, select the adjacent checkbox and click Delete button,

Delete |

*Subrecipient Unique Entity Identifier (UEI) Availability

- Please choose whether subrecipient has UEI .

Figure 9: Large Subrecipient Awards Module

U.S. DEPARTMENT OF JUSTICE
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Subrecipient with UEI

If the subrecipient has a UEI, you will be prompted to enter the UEI and Single Largest Grant
Amount (Figure 10).

1. Click on the dropdown button in the Subrecipient UEI Availability and select Yes.
2. Enter the subrecipient UEI and Single Largest Sub-Grant Amount and select Add.

Please review and provide accurale information below for each subrecipient your organization subawarded more than $500,000 in a single subaward, if you have the proper assigned role. You only need to report
once for each subrecipient. To add a new record, enter requested information and click Add button. To remove an existing record, select the adjacent checkbox and click Delete button.

Delete ‘

*Subrecipient Unique Entity Identifier (UEI) Availability

e .

*Unique Entity |dentifier (UEI) *Single Largest Grant Amount

g

Continue I

Figure 10: Subrecipient with UEI

3. The subrecipient profile will be displayed, select Continue (Figure 11).

Please review and provide accurate information below for each subrecipient your organization subawarded more than $500,000 in a single subaward, if you have the proper assigned role. You only need to report
once for each subrecipient. To add a new record, enter requested information and click Add button. To remove an existing record, select the adjacent checkbox and click Delete bulton.

Subrecipient Name: UEI:

. Single Largest Grant: Contact Name:
Contact Email: Contact Phone:
Address:

Delete

*Subrecipient Unique Entity Identifier (UEI) Availability

Please choose whether subrecipient has UEI .

= BT

Figure 11: Subrecipient with UEI Profile

The system will direct you to the Compliance with EEOP Requirements module, see 3.4 in this
document.

U.S. DEPARTMENT OF JUSTICE
OFFICE OF JUSTICE PROGRAMS 9
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Subrecipient without UEI

If the subrecipient does not have a UEI, you will be prompted to provide information about
the subrecipient (Figure 12).

1.
2.

Click on the dropdown button in the Subrecipient UEI Availability and select No.

Enter the Subrecipient Name, Single Largest Grant Amount, Contact Name, Contact
Email, Contact Phone, Contact Street, City, Zip Code, and State/Territory and select
Add.

Delete

*Subrecipient Name “Sir » Largest Grant Amount

*State/Territory

Please choose State .

= I

Figure 12: Subrecipient without UEI

4. The subrecipient profile will be displayed, select Continue.

Please review and provide accurate information below for each subrecipient your organizati ded more than $500,000 in a single subaward, if you have the proper assigned role. You only need to report
once for each subrecipient. To add a new record, enter requested mfosmamn and click Add button. To remove an existing record, select the adjacent checkbox and click Delete button.

Subrecipient Name: UEL:

Single Largest Grant: Contact Name:
Contact Email: Contact Phone:
Address:

*Subrecipient Unique Entity Identifier (UEI) Availability
Please choose whether subrecipient has UEI .

Figure 13: Subrecipient without UEI Profile

The system will direct you to the Compliance with EEOP Requirements module, see 3.4 in this
document.

U.S. DEPARTMENT OF JUSTICE
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Delete Subrecipient

To remove an existing subrecipient, click on the adjacent checkbox next to the subrecipient
profile you want to delete. A checkmark will appear, select Delete (Figure 14).

Please review and provide accurate information below for each st 1t your more than $500,000 in a single subaward, if you have the proper assigned role. You only need to report
ance for each subrecipient. To add a new record, enter requested information and click Add buum To remove an existing record, select the adjacent checkbox and click Delete button.

Subrecipient Name: UEI:

Single Largest Grant: Contact Name:
Contact Email: Contact Phone:
Address:

IR e

*Subrecipient Unique Entity Identifier (UEI) Availability

Please choose whether subrecipient has UEI .

Figure 14: Delete Subrecipient

U.S. DEPARTMENT OF JUSTICE
OFFICE OF JUSTICE PROGRAMS 11
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34 Compliance with EEOP Requirements
Non-Exempt Verification

If your organization is not exempt from submitting a Utilization Report, you will be required
to electronically sign the Verification Form. Prior to submission, a notice will alert you of the
requirement to submit a Utilization Report. By clicking on “Submit Verification Report”, you
agree to the requirement (Figure 15).

1. Review the ‘Acknowledgement of EEO Program Data Collection, Maintenance and
Submission Requirements’ and select E-Sign Verification Form.

Compliance with Equal Employment Opportunity Program (EEOP) Requirements

Read Instructions

Number of Employees: 150 or More

Subreciplent Award Greatsr Than $500,000: Yes

‘ Organization Name: COUNTY OF BEAVER UEL PWAKYHGMYY.3 |
Adaress: P.0. BOX 392 BEAVER UT 847130062 Category | Type: ¢ Lavw E: | Special Jurisdiction Law Enf
‘Contact Name: Tom Dos Contact Title: |
Contact Emall: tom.doe@usdoj gov Contact Phone:

‘Single Largest Grant: $500.000 ar Mare |
Flied Utilization Report Last Year: No

Acknowledgement of EEO Program Data Collection, Maintenance and Submission Requirements

I (@uthorized official) acknoviedge that organization) has an obligation to develop and submit an EEQ Frogram Uzilization Report to the Office for Civil Rights, Office of
Justice Programs, U.S. Depanment of Justice (OCR) for (Escal year). | understand the regulatory obligations under 28 C.FR. Section 42.301-.208 to collect and maintain extensive employment data by race.
national origin, and sex. even though our organization may not use all of this data in completing the EEC Program Utilization Report

By accepting financial assistance subject o the civil rights provisions of the Safe Streets Act. organization) is on notice that 3t some future date, during the active award period. the OCR may

request any of the employment data noted in the EEO Program regulations. | understand that in the context of an administrative investigation of an employment discrimination complaint, failure to produce
employment data required for 3 comprehensive EEC Frogram may allow the OCR to draw an adverse inference based on the data's absence.

By clicking E-Sign Verification Form below. | am signifying that | have the authority to legally sign a verification form for my organization. My verification form will not be
submitted until | click Submit Verification Form.

- BT

I understand my organization still have the obligation to submit a Utilization Report after having submitted this Verification Form. The system will redirect to Utilization Report module after | clicked
Submit Verification Form below.

Submit Verification Form ‘

Figure 15: Non-Exempt - E-Sign Verification Form

U.S. DEPARTMENT OF JUSTICE
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2. The blue box will turn orange to indicate the form has been electronically signed
(Figure 16).

By clicking E-Sign Verification Form below, | am signifying that | have the authority to legally sign a verification form for my erganization. My verification form will not be
submitted until | click Submit Verification Form.

=  E-Signed Verification Form

Figure 16: Non-exempt — E-Signed Verification Form

YOU ARE NOT DONE
YOU MUST SUBMIT THE VERIFICATION FORM

3. Click on Submit Verification Form to acknowledge the requirement to submit a
Utilization Report (Figure 17).

By clicking E-Sign Verification Form below, | am signifying that | have the authority to legally sign a verification form for my organization. My verification form will not be
submitted ntil | click Submit Verification Form.

E-Signed Verfication Form

| understand my organization still have the obligation to submit a Utilization Report after having submitted this Verification Form. The system will redirect to Utilization Report module after | clicked
Submit Verification Form below.

By SubmitVerification Form

Figure 17: Non-Exempt — Submit Verification Form

4. Once the Verification Form is submitted, the system will generate an email and send it
to your email address. The email notification will confirm that your organization is
required to submit a Utilization Report (Figure 18). Your organization must maintain
a written EEO Plan and has additional reporting requirements. The system will then
redirect you to the Profile Verification module.

Verification Form Received

@ EEOP Automated Email Service <no-reply@ojp.usdoj.gov>
To

Hello
Your EEO Verification of Reporting Requirements Form for Award Year has been successfully submitted. You may view and download the PDF version at any time in your account.
IVoururgamzatlvn must also submit an EEO Utilization Report for Award Year Please continue using the EEOP system for step-by-step guidance in preparation and ion of your EEO Utilizati Repurt.l
Thank you.
Office for Civil Rights
Equal Employment Opportunity Program
Figure 18: Non-Exempt - Email Notification
U.S. DEPARTMENT OF JUSTICE
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Exempt Verification

If your organization is exempt from submitting a Utilization Report, only the person with

Implementation Authority will be able to electronically sign and submit the Verification Form

(Figure 19).

1. Review the “Declaration Claiming Exemption from the EEO Program Utilization
Report Submission Requirement” and select E-Sign Verification Form.

Compliance with Equal Employment Opportunity Program (EEOP) Requirements

Read Instructions

Organization Name: COUNTY OF BEAVER UEL PWAKYHGMYY.S3 ‘
Address: P.0. BOX 382 BEAVER UT 847130382 Catagory | Type: Goverrrnant Law Enforcement | Specal Jurisdicbon Law Cnforcement ‘
Contact Name: Tom Dos Contact Title: ‘
Contact Emall: 1om doo fusda) gav Contsct Phone: ‘
Number of Emplayees: 150 or Mare Single Largest Grant: $500.000 or More ‘
‘Subreciplent Award Greater Than $500,000: Ye= Flieo Utilization Report Last Year: Ye= ‘

Declaration Claiming Exemption from the EEO Program Utilization Report Submission Requirement

The tollowing boxes apply:

Not dor-Profit Organization Tnbe or Tribal Government
Educasonal Insstution Heaalth Care or Hozpital Faclity

Less Than 50 Employees Receiving Award(s) Less Than $25,000
o

Fied Utifzation Report Last Year

L {authorized official) venify that {organization) is not required to prepare an EEO Program Lrilization Regort during (fiscal year) for the reason(s) checked atove,
pursuant to 28 C.F.R. Section 42.302. | further verify that (organization) waill comply with applicable federal civil rights laws that prohibit discrimination in employment and in the delivery of
SENVICEs.

By clicking E-Sign Verification Form below. | am signifying that | have the authority to legally sign a ion form for my org My verification form will not be

submitted until | click Submit Verification Form.

N oo rom

Submit Veerification Form

Figure 19: Exempt — E-Sign Verification

2. The blue box will turn orange to indicate the form has been electronically signed
(Figure 20).

By clicking E-Sign Verification Form below, | am signifying that | have the authority to legally sign a verification form for my erganization. My verification form will not be
submitted until | click Submit Verification Form.

m)  E-Signad Verificaton Fom

Figure 20: Exempt — E-Signed Verification Form
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YOU ARE NOT DONE
YOU MUST SUBMIT THE VERIFICATION FORM

3. Select Submit Verification Form (Figure 21).

By clicking E-Sign Verification Form below, | am signifying that | have the authority to legally sign a verification form for my organization. My verification form will not be
submitted until | click Submit Verification Form.

E-Signed Verication Form |

- Submit Verification Form

Figure 21: Exempt — Submit Verification Form

4. Once the Verification Form is submitted, the system will generate an email and send it
to your email address. The email notification will confirm that your organization is
exempt from submitting a Utilization Report (Figure 22).

Verification Form Received

@ EEOP Automated Email Service <no-reply@ojp.usdoj.gov>
To

Hello

Your EEOQ Verification of Reporting Requirements Form for Award Year has been successfully submitted. You may view and download the PDF version at any time in your account.

I‘(our organization is exempted from submitting an EEO Utilization Report for Award Year I

Thank you.

Office for Civil Rights
Equal Employment Opportunity Program

Figure 22: Exempt - Email Notification

The system will redirect you to the Verification of EEO Reporting Requirements Status. You
may choose to view or download your submitted form or exit the system by clicking Logout
located on the top right.
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3.5 Profile Verification

The system will direct you to verify your user and organization information prior to beginning
the preparation of the EEO Utilization Report for the listed organization (Figure 23).

1. If the information displayed on the screen is correct, select Accept. The system will
direct you to the Reporting History module.

2. If the information displayed on the screen is not correct, select Not Accept. The
system will redirect you to Verification of EEO Reporting Requirements Status module.

Profile Verification

User Information
Name:

Title:

Email:

Phone:

Please verify that the information below is correct:

Organization Information
Name:

Address:

City:

State:

Zip:

| verify that the above User and Organization Information is correct and | am authorized to prepare the EEQ Utilization Report for the listed organization

The Equal Employment Opportunity (EEQ) Program system was designed to assist DOJ grantees meet the civil rights regulatory requirements of 28 C.F.R. Section 42.301-.308.
You are not required to use this system to prepare your EEO Program related Utilization Report. However, be aware that failure to use this system does not remove or change
your organization’s requirement to prepare a written EEQ plan, maintain related records and submit portions of the plan (including a Utilization Report) to OCR. For more

information on the EEO Program requirement see OCR’s website

Accept I Not Accept |

U.S. DEPARTMENT OF JUSTICE
OFFICE OF JUSTICE PROGRAMS

Figure 23: Profile Verification Module
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4. Prepare a Utilization Report

The following sections will guide you through the process of preparing and submitting a
Utilization Report.

Note: To navigate the sections of the Utilization Report, select the <<Go Back or Next Page>> on
the top right of the screen. The system does not support the BACK arrow, to return to a previous
page select the <<Go Back button only.

41 Reporting History

The system will display the Reporting History Module. The Fiscal Year column displays
previous and current reports. The Available Action column allows you to click on the link to
act for the individual report listed (Figure 24).

1. To begin preparing your Utilization Report, select Click to start Utilization Report
under the Available Action column. The system will direct you to Prepare the
Utilization Report.

2. To edit an existing report, select Edit.

Profile and Verificatios

Reporting History FAQ << Go Back

2023 Utilization Report Signing History|
Name itle. il Phone

utilization Report History
Fiscal Year Avallable Action
Greate Reports

2023 | Click to start Utilization anurl!

Edit Existing Reports

2022-locked 05/04/2023 | View

[For further guidance about the reporting process click the following link:
lnttps://www ojp.gov/program/civil rights-office /equal employment oppertunity-program-ecop-fags

Figure 24: Reporting History Module
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4.2 Prepare the Utilization Report
The system will display the EEO Utilization Report Seven Sections: Checklist module (Figure
25)

Note: |If you are a returning user and have completed any of the sections, the completed sections
will be checked. You can return to any completed checked section by clicking on it.

1. Select Next Step>> to continue to the next module.

file ificatio
FAQ << Go Back
[EEO Utilization Report Seven Sections: Checklist
This tool will guide you in developing your EEO Utilization Repert which will contain seven sections. If you are a returning user and have completed any of the sections below, that section will be underlined.

|You can return directly to any underlined section by clicking oniit.

—
Provide yout organaation's non-Gsciiminabion poiy statement Upksad " Such a5 Fnds mnation

Repart on the compasition of your workforce in broad job catsgories, Cross-ciassiied by race, natonal orign, and sex

adcress any identibed undenudizaton and explain the sieps and your srgangation wil ke fo achieve them
Section Seven: Dissemination Strategy: Intemal & External
Maxe a plan for disseminaling the compéeted EEQ Ubization Report witin your srganization and to the pusiic

Figure 25: Checklist Module
Seven Sections:
Section 1 of 7: EEO Policy Statement

1. Enter your organization policy statement in the text box (Figure 26).

NOTE: |If your text exceeds 2,000 characters, you may upload your policy as an attachment (see
“How to upload Supporting Documentation”).

2. Select Next Step>> to continue to the next module.

Section 1 of 7

ilizati
- FAQ << Go Back
[EEO Policy Statement

Piease copy your i s i the box. if your policy statement is more than 2000 characters please attach it using the link below.

Supprting Documentation
If your EEO palicy statement is more than 2000 characters you may upload the policy statement here

Documents Uploaded

Namy Action
iform, A rance, Equipment (2) (1) (2) (1) (1).doc Replace | Delete

Figure 26: EEO Policy Statement Module
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How to upload Supporting Documentation

1. Select the Click Here link to be directed to the “Documentation Upload” page (Figure

‘ Section 1 of 7
EEO Policy Statement
Please copy your or s nondi: policy into the box. If your policy statement is more than 2000 characters please attach it using the link below.

Supporting Documentation
If your EEO policy statement is more than 2000 characters you may upload the policy statement here.

to upload document(s).

Figure 27: Upload EEO Policy Statement
2. Select the Choose File button then click Upload to attach your document (Figure 28).

Documentation Upload

Please click the Browse button to select your document and then click the Upload button to upload the document. Click the Cancel button to retumn to the previous page

Select Dowmezl Choose File

Upload Cancel |

L]

Figure 28: Documentation Upload
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Section 2a of 7: Total Number of Employees of Known Race, National Origin, and Sex

This module requires information to create a Workforce Analysis Chart that shows the

number of employees in your organization, cross-classified by race, national origin, and sex in
eight (8) major categories (Figure 29).

1. Enter the Total number of employees, and the Number of employees of unknown
race, national origin, or sex. The Total number of employees of known race, national
origin, or sex will auto populate.

2. Select Next Step>> to continue to the next module.

ilization Repo nd Verificatis
Section 2 of 7 = =
FAQ << Go Back Next Step >>
The Total Number of Employees of Known Race, National Origin, and Sex
Inthe next screens we il be asking you o creste 2 Warkforce Analysis Chart thet shows the number of employees in your organization, cross-classed by race, nabonal ongin. and sex, in sach of eight mayr job categones: \wnat it an empioyee's race natonal ongin or sex 1s uninown? click
10350 80UCE 1 UDOr O GMOIGY90S Of UNKACH F3C0. 135073 DI OF G0 TG Fou 19Tl AUMBAY Of GTGIGyBS. T VHGrHIOIce ANYSiS CRar Wil b4 FOPOSUIAIO Wi T 1ot TG Of SO0y 905 Of KIOWN racs, RJNOR3l 1, 3nd 50X here
For ining who is an empioyes, Click here

Total number of emgicyees: 150
Number of empioyees of unknown race. national angin, or sex: 0

Total numbee of empioyees of known race. nalional ongin, of sex 150

Figure 29: Employee Classification

Section 2b of 7: Building Sworn Officers Rank Chart

You will be prompted to Build a Sworn Officer Rank Chart that includes each of your
organization’s sworn ranks, from lowest to highest, and the number of employees for each
rank classified by race, national origin, and sex. Please use PATROL OFFICERS as the first
level, sworn, non-supervisory rank regardless of the actual title your organization uses.

1. Select Add Law Enforcement Rank (Figure 30).

|Section 2 of 7

Building Sworn Officers Rank Chart

Bators compuanng 3 Wor

81 1 rseacamant ag

oress the "Add Law Erforcement Rank” button and fype in the word. "Sergeant " Canfinue is

Sworn Law Enforcement Ranks

Sergeant

I Add Law Enforcement Rank l

Delete Law Enforcement Rank

Figure 30: Sworn Officers Rank Chart Module
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2. In the Rank Title text box, enter the sworn officer title and select Submit (Figure 31)

Continue this process until the highest sworn rank in your organization has been
entered and the chart should reflect your organization's actual hierarchy.

[Sworn Officers Rank Information

Rank "vaI

|| cancel || Submit 4em

Figure 31: Sworn Officers Rank Title

3. Select Next Step>> to continue to the next module (Figure 32).

Section 2 of 7

utilization Report | Profile and Verification

Building Sworn Officers Rank Chart '

Rari” buston and type in the word, *Sergeant ” Continus this

Sworn Law Enforcement Ranks
Sergeant
[ [Protcave servies. Sworm Paro omcers

Add Law Enforcement Rank | [ Deiete L

Figure 32: Next Step Button
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Section 2c of 7: Sworn Officers Rank Chart

The system will display the data entered on the previous page on a chart. The chart is broken
down by sex and race or national origin (Figure 33).

1. Enter the number of employees for each job category in the Total column, the
number per column category and select Next Step>> to continue to the next module.

Utilization Report | Profile and Verification

Section 2 of 7

Sworn Officers Rank Chart

nter the number of employees for each rank broken down by sex and race or national origin.
Female

- A Native
ndian o More Hispanicor  Diack of o
Pt R:: 2 White »‘LC-( e African Asian or Other
aska aces / atno  American Pacific Other

ative o
(o Islander CiD Islander

Native
Black or Hawailan
African
American

Job Category Hispanic or

White Latino Asian

Sergeant 0 0
0% 0%

Protective Services:
Sworn-Patrol 20 20 0 0 0 0 0 ] 0 0 0 0 0 0
Officers 100% 100% 0% 0% 0% 0% 0% 0% 0% 0% 0% 0% 0% 0% 0%

Figure 33: Sworn Officers Rank Chart Module

2. The system will import the information entered in the Workforce Analysis Chart
(Figure 34). Review the information on the chart and select Next Step>> to continue
to the next module.

Section 2 of 7
Race, Sex, and National Origin of Sworn Patrol Officers and Sworn Officials

Figure 34: Law Enforcement Chart Module
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Section 2d of 7: Workforce Analysis Chart

In each job category, enter the appropriate information to calculate the number of
employees (Figure 35).

1. Enter the total number of employees in each job category in the Total column and the
number of employees for each category by gender and race or national origin.

2. Select Calculate % and select Next Step>> to continue to the next module.

Section 2017
Workforce Analysis Chart .

In each job category row below, enter the number of employees cross-classified by race, national origin,  For help assigning a position to the correct job
and sex. Make sure the row total reflects the total number of employees for that job category. categories,

The total number of reported employeas: le: 100 If your totals in each row do not add up to 100%, click
Once you have entered all of the workforce numbers click here: here

Male Female

Native Native

American American

Job Category Hispanic ~ BACKOr o ian or fianal Hispanic 21K OT  ingian or bl
or Latino

African

or Other " African or Other
American or Latino Alaska

Pacific American Native Pacific
Islander Islander

Alaska
Native

Officiais/Adminisirators

Professionals

Technicians.

Administrative Support

Skilled Craf

Service/Maintenance
Totals r30% 010% 10110% 0/0% 010% 0/0% 010% 0/0% 010%

Figure 35: Workforce Analysis Chart Module

Section 3a of 7: Relevant Labor Market

This module involves selecting the relevant labor market to evaluate your organization’s
workforce in comparison to your community (Figure 36).

1. Click on the form field to select your State and Relevant Labor Market and select
Next Step>> to continue to the next module.

izatic po il ificati
Saction 3 of 7 FAQ =< Go Back Next Step >>
Select the Relevant Labor Market
o

sentative yout arganizaion's worklorce s of your communit t

This

wil hedp det kol s1a51cs ard Trom & stale. & COUnY, & PUMDeK of COUNlies, & Gy O 10w, Of & MEFo0GiaN statstcal area (MSA). The avallabilly of Census Gata for 60Me DEONBDNIC areds My ak0 M Y0u 00B0NS.

Select your State:
Vieginia

Select the relevant labor market below:
Loudoun County

Figure 36: Relevant Labor Market
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Section 3b of 7: Relevant Labor Market Statistics

The Relevant Labor Market Statistics chart will display the information provided in the
previous module (Figure 37). Note: Starting from here, your agency “Protective Service -
Sworn Officials” and “Protective Service -Sworn Patrol Officers” are combined as one single
jog category “Protective Service -Sworn”.

1. Review the relevant market statistics that have been loaded for the county selected
and select Next Step>> to proceed to the next module.

Section 3 of 7
Relevant Labor Market Sta

2.000208% 2.8 [ 1.495/5%

2.0856.9%

42600.8% 50% 052 1% 1834004 9% [15130

35658 1%

607% 7207 3% 00% 430/4.4% 0% 50.7% 2055200% [81582% 4454 5% 0% 5605.7% 0% 6011.6%

2108% sa0i1s2% | oo% 200.7% 000 3% 1404% 1053% 0% 952 7% 0% 150.4%

28r38% 0% 2508% 0% 00%
250072% 501 27m6%  [esom 9502.4%
7510 5%

16525 4% | 355 4% 00% 2031% 0% 2013.1%
1830925  |171047% [ es02n 197552%  Joos 2100.1%
15 £45/42%

195/1.3%

15554 4%

Figure 37: Relevant Labor Market Statistics

Section 4a of 7: Utilization Analysis Chart: Subtraction

The Utilization Analysis Chart: Subtraction provides an overview of your reported workforce
to the relevant labor market statistics for the area that you selected (Figure 38).

1. Review the Utilization Analysis Chart: Subtraction and select Next Step>> to proceed
to the next module.
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ISection 4of7

Utilization Analysis Chart: Subtraction f

IThe fourth section i charts. Using simple the first utilizati is chart P your reported workforce to the relevant labor market statistics for the
larea that you selected. The negative numbers indicate underutilizations (i.e., where your workforce has comparatlvely fewer people in each category than similarly qualified people available in your labor
Imarket). *The system calculates workforce utilization to the closest whole number.

Naive
Job Calegory

Hispa
La

White:

A
Native

Officials/Administrators

Your Agency 0/0% 0i0% 0/0% 0/0% 010% 30M00% 010%

Florida 471,395/39% | 14683512 2% | 49,430/ 1% | 125000 1% |19.665/16% | 4000% | 11565/4% | 315090126 1% | 111.16000.2% | 5547004 6% | 1180001% | 1421001 2% | 3200% | 951508%

Utiization % * -39% 12% -4% 0% 2% 0% % 26% % 95% 0% A% 0% %

Professionals

Your Agency 0/0% 0/0% 010% 0i0% 0/0% 0/0% 0% [

010% 010% 010% 0/0% 0/0%

Florida 435,170126.6% | 134,2758.2% | 62,365:3.8% | 1,09000.1% | 41910/2.6%

14,205/0.9% | 573,005135.1% | 181,045/11.1% | 130,500/8% | 1.2450.1% [403002.5% | 7150% | 17.2401.0%

Utiization % * 27% 5% 0% 3% 0% 1% -35% 1% 8% 0% 2% 0% 1%
Technicians

Your Ags 10/50% 0/0% 010% 010% 0i0% 0/0% 010% 0/0% 0/0% 10/50% 0i0% 010% 0/0% 0i0%

Florida 150,00527% | 72.15513% [ 36.210:.5% | s2sw2% | set0ns% | 1ssion | 442008% | 139.47025% | 7530013 6% | s4450me% | seoman | soionen | 1ssen | 477009%

Utlization % * 23% -13% 7% 0% 2% 0% 1% -25% 4% 40% 0% 2% 0% 1%
Protective Services: Swom

Your Agency 20/25% 0/0% 10/12.5% 010% 00% 0/0% /0% 0/0% 010% 20/25% 0/0% 010% 010% 0/0%

Florida 92,045/43.9% | 34,43016.4% [32130115.3% | 1850.1% | 1.700108% | 850% 2,1651% | 18.3508.8% 8,37014% | 18.665m.9% | 1100.1% | 430102% 410% 805/0.4%

Utilization % * -19% 16% 3% 0% A% 0% 1% 9% 4% 16% 0% 0% 0% 0%
Prolective Services: Non-sworn

Your Agency 0% 0/0% 0i0% 0% 0% 0/0% 0/0% 010% 010% 0/0% 010% 0% 0%

Flonda 5,220301% | 2395n38% | 14s0m3% | 1501% 4010.2% 010% 220n3% | assonezi% | 167807% | 197sm1am | 25019 18011% 3500 2% 1701%

Utilization % * -30% 4% 8% 0% 0% 0% 1% -23% -10% 1% 0% 1% 0% 1%
Administrative Support

Your Agency 010% /0% 0/0% 010% 010% 0/0% 0/0% 0/0% 010% 010% 0/0% 0/0% 010% 0/0%

Florida 480,685/20.7% | 227.55509.8% | 107 81504.6% | 1.4750.1% | 22.450m% | seson | 15.85507% | 792,190:24 1% | 350.03016.4% | 230.585110% | 2.4400.1% | 314501 4% | 7s00n Ja2e27sian

Utilization % * 21% 10% 5% 0% 1% 0% 1% 34% -16% -10% 0% 1% 0% %
Skdlled Craft

Your Agency 0% 0/0% 0i0% 010% 0% 0/0% 0/0% 0/0% 010% 0/0% 0/0% 010% 0% 0%

Florida 336,465/47.7% | 232,64013% | 67.38596% | 1.7500.2% | 7.39011% | sss01% | saro12% | 19975i26% | 19.as5528% | 794511.1% | 1s00% | 2.42503% | 400% 870/0.1%

Utilization % * -48% 33% -10% 0% 1% 0% 1% -3% 2% 1% 0% 0% 0% 0%
Service/Mainlenance

Your Agency 0% 0/0% 0i0% 00% 0% 0/0% 0/0% 0/0% 010% 0/0% 0/0% 010% 0/0%

Florida 570,530/23.9% | 486,49520.4% | 262,95511% | 2.00000.1% [ 30105135 | somon  |22.0050 9% | 418315017 5% | 31946011345 | 217 4909 1% | 1.60500.1% [ sasssrian] sio0n | issesosn

utiization % * 24% 20% 1% 0% 1% 0% 1% -18% 13% 9% -0% 1% 0% 1%

Figure 38: Utilization Analysis Chart: Subtraction Module
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Section 4b of 7: Utilization Analysis Chart: Statistically Significant Underutilizations

The Utilization Analysis Chart: Statistically Significant Underutilizations displays each job

category where a statistically significant underutilization for a particular group is identified
(Figure 39).

1. Review the Utilization Analysis Chart: Statistically Significant Underutilizations and
select Next Step>> to continue to the next module.

Sectiond4 of 7

Utilization Analysis Chart: istical Significant Underutilizations

In g y pl in the workplace, courts have generally recognized the use of Chi-square or Fisher's exact test to determine if underutilizations of protected groups are statistically
significant and unlikely to be due to mere chance.

Based on the data you provided, the utilization analysis chart below displays each job categories where based on this standard a significant of qualified workers for a particular
group may have occurred.

Female

White Hispanic or
WL Latino

Officials/Administrators

Technicians

Protective Services: Swom

Figure 39: Utilization Analysis Chart: Statistically Significant Underutilizations

Section 5 of 7: Narrative Interpretation Data

After reviewing the Utilization Analysis Chart, write a narrative that interprets and explains
the data.

1. Enter your narrative in the text box. If you are uploading documentation, select the
Click Here link (Figure 40).

NOTE:If your text exceeds 2,000 characters, you may upload documentation (see “How to upload
Supporting Documentation” in Section 2 of 7). More than one supporting document can be
uploaded to the Narrative of Interpretation page.

—
Section 5 of 7 FAQ << Go Back
Narrative Interpretation of Data

Afor raviewng the UiZation Analysis Charts, wills @ naTative hal inlerpeets and explains the cata. This namrathe
inform your organizaon's workforcs profile, Such as Unique commUTity of oRGaNCEBONa| SINZTIONS of BEMOgraphic Shits snca

Next Step >>

03 catogores win soncations of 3 1368 304 505, 1207 93 W 1135NBl Oh DS1CONL3G8S G UTCOeEKESaNIaLoN My b OCCUTG ASBoma, facors It
Conmus tabuiaton, 370U be ncted nd sxpiansd. o an axampie of an mareatva narmatve, sss s Sample. EEOQ Utilization Report

Can | attach documents to the oniine EEQ Utikzation Report? Click
here

the online Report? Click
here

‘Supporting Documentation

the past three (3) years. Additional i also be
uploaded here
Documents Uploaded
Naro Acton
|uniform Appearance, Equipment (2) (1) (2) (1) (1).doc | Replace | Delete |

click here to uioss oc

s}

Figure 40: Narrative Interpretation of Data Module

2. Once complete, you will be redirected to the Narrative Interpretation of Data module.
Review the attached documentation in the “Documents Uploaded” box. Select Next
Step>> to continue to the next module (Figure 41).
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Section § of 7
Narrative Interpretation of Data

utilization Report | Profile and Verification

Next Step >>

AN (VNN 14 UUZAMIoN ANlsis CNAns, Wil & Ramativd It intarDrets 410 44piaing the cata. Ths
o

inform your arganization's workforce profde, such as uni or org

‘Supporting Documentation

ORIy DAL 00 KETRE o THlatvely B OCCUITING. ACOMIONE By, Tactins that
tsbulsiion. should b noted and explamed For an example of an inferpreive nanative. see e Sample EEO Utilization Report.
Canl Click
here

Can | cul and pasie fext into the onling EEQ Utilzation Report? Click
here

Please upload relevant " findings against your from the past Additional supporting such as hould also be
uploaded here.
Name
A ui (2) (1) (1).doc | Replace | Delete |

click here s wisas ascument(s)

Figure 41: Uploaded Documents
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Section 6 of 7:0Objectives and Steps

List your planned objectives to address any underutilization identified or to maintain your
current utilization. You must enter at least one objective. Objectives will answer the
question: What needs to be done to achieve EEO?

1. Select Add Objective (Figure 42).

Section 6 of 7

liza
FAQ << Go Back
Objectives and Steps

in section six, provide your organzation's strategy 10 address any idenlified underuliization of to maintain current utiization.

Next Step >>

1 Based on the interpretation of your organization's utilization data, provide specific, measurable objectives. Objectives will answer the question: What needs to be done to achieve EEO?
2 Provide the concrete steps your organization will take to meet the objective. Steps answer the question: How will this objective be met? Steps should include the action(s) to be taken, a time frame for completion and identify who
‘within your organization is responsible for the step.
For examples of objectives and steps se the Sample EEO Utilization Report
To enter otjectves click on the "Add Objective” butlon beiow, Enfer the Arst objective i the text box
After entaring the cblective, you will be required to enter 1he steps that your organization will take to implement !at abjective.

For €ach a0amonal CBJECHVE. 16peal INe Same process

To it 3imply Clic hé Name Of e Absctive YOu Want 1o Change. A text BOX Wil Bppear with e name of the objective. EQI the text and click suomit

L |

O foorectve s ‘ View/Update Objective | Add Step | View/Edit/Delete Step
o sw 1

Figure 42: Objective

2. The system will direct you to enter the objective in the text box. Enter objective and
and select Submit (Figure 43).

Objectives

(Gancal ) Submi o

Figure 43: Add Objective

3. After entering the objective, you will be required to enter the steps that your
organization will take to implement the listed objective. Each objective must have at
least one step. Steps should include the specific action your organization will take,
include a timeframe for completion and identify who is responsible for the step.

4. Select Add Step (Figure 44).

[Section 6 of 7
Steps to Achieve Objectives

Add Step

Figure 44: Add Step
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5. Add the Step in the Objective text box and select Submit (Figure 45).

Steps to Achieve Objectives

oBJ1

| cancel

Figure 45: Add Objective Step

6. To view or edit the step, select View/Edit Step (Figure 46). For each additional

objective, repeat the same process. Select Next Step>> to continue to the next
module.

Section 6 of 7

Obijectives and Steps

utilization Report | Profile and Verification
FAQ << Go Back Next Step >>
In section six. provide your trategy to addr identified o

1 utization.

+ Based on the interpretation of your organization's utilization data, provide specific, measurable objectives. Objectives will answer the question: What needs to be done to achieve EEO?

2 Provide the concrete steps your organization will take to meet the objective. Steps answer the question: How will this objective be met? Steps should include the action(s) to be taken, a time frame for completion and identify who
within your organization is responsible for the step.

For examples of objectives and steps see the Sample EEQ Utilization Report.

To enter objectives Cick on e "A0G OBjective” DUTtON below. Enter Me Arst ODJECHVE In (e text BoX

| Aer entering the abjective, you will be required Lo enter the sieps that your organization will Lake to implement that cbjective.

For each additional objeciive, repeat ihe same process

o edit, simply click the name of the objective you want fochange. A text box will appear with the name of the objective. Edi the text and click submit

Active Obje:

[a] View /Update Objective | Add sten | View/Edit/Delete Step . I
3. Step 1

Add Objective

Figure 46: View/Edit Objective
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Section 7a of 7: Dissemination Strategy: Internal

This module requires you to explain how you will disseminate the EEO Utilization Report
within your organization (Figure 47).

1. Enter your internal dissemination strategy in the text box and select Next Step>> to
continue to the next module.

utilization Report | Profile and Verification

Section 7 of 7

FAQ << Go Back
Dissemination Strategy: Internal

‘The saventh seclion of an EEO Utiizaion Repor s 3

Next Step >>

Deserie how your organizations EEO Utiization

Figure 47: Internal Dissemination Strategy Module
Section 7b of 7: Dissemination Strategy: External

This module requires you to explain how you will disseminate the EEO Utilization Report
outside of your organization, including to the general public (Figure 48).

1. Enter your external dissemination strategy in the text box and select Next Step>> to
continue to the next module.

Utilization Report | Profile and Verification

Next Step >>

Dissemination Strategy: External

Descrioe Paw your organzaton’s EEO UNIZaton Repor vl De Mssemnated utside your Hganzation. For examples of eemsl dsseminanon of sn EE Utizaton Repon click here

Figure 48: External Dissemination Strategy Module
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5. EEO Utilization Report

The system will display the EEO Utilization Report module. Before you submit your EEO
Utilization Report for approval, you must certify it as final (Figure 49).

1. Enter your Name, Title, Email address, and Phone number.

2. Click on the PDF icon or any uploaded documents in the “Documents Uploaded” box,
to review your report and documents prior to submission. When you are ready to
certify and submit the report, select Certify and Submit as Final.

EEO Utilization Report e

Before you submit your EEO Utilization Report for approval, you must certify it as final. To submit please fill in required fields and click on
the "Certify and Submit as Final" button.
Name

‘required
Tole

‘required

Emai

‘required

Phone

*required

EEO Utilization Reports mus| be $igned and certified by & responsibie official who has the authority to implement your Equal Employment Opportunity Program. Electronic submission of this (eport constitutes a
signature and cernfication.

Cortify and Submit as Final

To open, review and ot your Complets EE Utization Report cick here

The documents you uploaded for this EEQ Usization Report can be viewedidownioaded by cicking the documents' name finks beiow

Name
Enilarm:!\ﬁgarancc: Lguigmcm (:2) (1) (_2) (1) (1).doc I

Figure 49: EEO Utilization Report Module

3. A pop-up will appear to certify that you have the proper assigned role to implement
the EEOP (Figure 50). Review the information in the pop-up and select OK to certify
and submit as final.

PROSp—
e for vl ights ® o

| Equal Employment Opportunity Program - Direct Recipients Lise

EEO Utilization Report

Before you submit your EEO Utilization Report for approval, you must certify it as final. To submit please fill in required fields and click on
the “Certify and Submit as Final” button.
Nare

“required
™
“Tequired

“fequired

“FequIred

EEO Utilization Reports must be signed and certified by a respo the authority
Electronic submission of this report constitutes a signature and certification.

The documents for this be clicking the documents’ name links below:

your Equal opt

Namo

| |
L 1

O S o BIOGRAIIYR U 338ISLIVR « 1 A SUE S5O petae G e /0P1E o1 202 596 258 aed 1eave & Getatos mossape o emat EE OPF s "

Figure 50: EEO Utilization Report Pop-up

wdmasion pisase ca P EEGP Survn Dosk af 202 397 0827 and i 4 Oviated
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5. The system displays a “Congratulations” page. You have completed the Utilization
Report submission process. OCR will review your report and contact you as
needed. Click the PDF icon to open, review, and print your completed EEO
Utilization Report. You may also review any uploaded documents by clicking on
the document (Figure 51).

Profile and Verification
EEO Utilization Report o

Mange:

0 0, reveew 800 ANt yout comgeete £ £Q Lskza

Jmase cat s Ofic e v g 202-616-1771 andiaawe 8 deses massage, o smad EEQPE: 0700 1yeu nave 11 procsems we your sumission psase cal e EEGP Sarvce Desk o1 207- 3070527 and ave et

Figure 51: Review and Print EEO Utilization Report

6. Once the Utilization Report is submitted, the system will generate an email and
send it to your email address to confirm submission (Figure 52).

EEQ Utilization Report: Acknowledgment of Receipt

e EEOP Autamated Email Service <no-reply@eeop.oerajp govs
T

Hello

four EEO Utilization Report for P has been THIS I 'OF RECEIPT, NOT AN APPROVAL. The Offics of lustics Programs, Office for Civil - if it meets the you vl
pproved. 15 nacessary, "

Thank you.

office for Cvil Rights
Equal Employment opporiuniy Program

Figure 52: EEO Utilization Report Submission Notification

As a matter of policy OCR reviews all Utilization Reports from recipients with a single award
of greater than $500,000. Your reporting requirement is not fulfilled until OCR reviews and
approves your submission. Utilization Reports from recipients of $25,000 — $499,999 are also
subject of periodic review. To return to the Organization Profile, select the Profile and
Certification link in upper right corner.
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