










































































certification, or comparable experience is required. Examples of
these types of positions include: drafters; emergency medical
technicians; chemical technicians; and broadcast and sound
engineering technicians.

Sales Workers. These jobs include non-managerial activities that
wholly and primarily involve direct sales. Examples of these types
of positions include: advertising sales agents; insurance sales
agents; real estate brokers and sales agents; wholesale sales
representatives;  securities, commodities, and financial services
sales agents; telemarketers; demonstrators; retail salespersons;
counter and rental clerks; and cashiers.

Administrative Support Workers. These jobs involve non-
managerial tasks providing administrative and support assistance,
primarily in office settings. Examples of these types of positions
include: office and administrative support workers; bookkeeping;
accounting and auditing clerks; cargo and freight agents;
dispatchers; couriers; data entry keyers; computer operators;
shipping, receiving and traffic clerks; word processors and typists;
proofreaders; desktop publishers; and general office clerks.

Craft Workers (formerly Craft Workers (Skilled)). Most jobs in
this category includes higher skilled occupations in construction
(building trades craft workers and their formal apprentices) and
natural resource extraction workers. Examples of these types of

positions include: boilermakers; brick and stone masons;
carpenters; electricians; painters (both construction and
maintenance); glaziers; pipelayers, plumbers, pipefitters and

steamfitters; plasterers; roofers; elevator installers; earth drillers;
derrick operators; oil and gas rotary drill operators; and blasters
and explosive workers. This category also includes occupations
related to the installation, maintenance and part replacement of
equipment, machines and tools, such as: automotive mechanics;
aircraft mechanics; and electric and electronic equipment repairers.
This category also includes some production occupations that are
distinguished by the high degree of skill and precision required to
perform them, based on clearly defined task specifications, such
as: millwrights; etchers and engravers; tool and die makers; and
pattern makers.

Operatives (formerly Operatives (Semi-skilled)). Most jobs in
this category include intermediate skilled occupations and include
workers who operate machines or factory-related processing
equipment. Most of these occupations do not usually require more
than several months of training. Examples include: textile machine
workers; laundry and dry cleaning workers; photographic process
workers; weaving machine operators; electrical and electronic
equipment assemblers; semiconductor processors; testers, graders
and sorters; bakers; and butchers and other meat, poultry and fish
processing workers. This category also includes occupations of
generally intermediate skill levels that are concerned with
operating and controlling equipment to facilitate the movement of
people or materials, such as: bridge and lock tenders; truck, bus or
taxi drivers; industrial truck and tractor (forklift) operators; parking
lot attendants; sailors; conveyor operators; and hand packers and
packagers.

Laborers and Helpers (formerly Laborers (Unskilled)). Jobs in
this category include workers with more limited skills who require
only brief training to perform tasks that require little or no
independent judgment. = Examples include: production and
construction worker helpers; vehicle and equipment cleaners;
laborers; freight, stock and material movers; service station
attendants; construction laborers; refuse and recyclable materials
collectors; septic tank servicers; and sewer pipe cleaners.

Service Workers. Jobs in this category include food service,
cleaning service, personal service, and protective service activities.
Skill may be acquired through formal training, job-related training
or direct experience. Examples of food service positions include:

cooks; bartenders; and other food service workers. Examples of
personal service positions include: medical assistants and other
healthcare support positions; hairdressers; ushers; and
transportation attendants. Examples of cleaning service positions
include: cleaners; janitors; and porters. Examples of protective
service positions include: transit and railroad police and fire
fighters; guards; private detectives and investigators.

6. LEGAL BASIS FOR REQUIREMENTS

SECTION 709(c), TITLE VII, CIVIL RIGHTS
ACT OF 1964, AS AMENDED

Recordkeeping; reports

Every employer, employment agency, and labor organization
subject to this title shall (1) make and keep such records relevant
to the determinations of whether unlawful employment practices
have been or are being committed, (2) preserve such records for
such periods, and (3) make such reports therefrom as the
Commission shall prescribe by regulation or order, after public
hearing, as reasonable, necessary, or appropriate for the
enforcement of this title or the regulations or orders thereunder.
The Commission shall, by regulation, require each employer,
labor organization, and joint labor-management committee
subject to this title which controls an apprenticeship or other
training program to maintain such records as are reasonably
necessary to carry out the purposes of this title, including, but not
limited to, a list of applicants who wish to participate in such
program, including the chronological order in which applications
were received, and to furnish to the Commission upon request, a
detailed description of the manner in which persons are selected
to participate in the apprenticeship or other training program.
Any employer, employment agency, labor organization, or joint
labor-management committee which believes that the application
to it of any regulation or order issued under this section would
result in undue hardship may apply to the Commission for an
exemption from the application of such regulation or order, and, if
such application for an exemption is denied, bring a civil action in
the United States District Court for the district where such records
are kept. If the Commission or the court, as the case may be,
finds that the application of the regulation or order to the
employer, employment agency, or labor organization in question
would impose an undue hardship, the Commission or the court, as
the case may be, may grant appropriate relief. If any person
required to comply with the provisions of this subsection fails or
refuses to do so, the United States District Court for the district in
which such person is found, resides, or transacts business, shall,
upon application of the Commission, or the Attorney General in a
case involving a government, governmental agency or political
subdivision, have jurisdiction to issue to such person an order
requiring him to comply.

TITLE 29, CHAPTER XIV CODE OF FEDERAL
REGULATIONS

NOTE: A few aspects of the following regulations will need to be
revised to conform with the EEO-1 Report to be used beginning
with the 2007 reporting period.

Subpart B—Employer Information Report
§1602.7 Requirement for filing of report.

On or before September 30 of each year, every employer that is
subject to Title VII of the Civil Rights Act of 1964, as amended,



and that has 100 or more employees, shall file with the
Commission or its delegate executed copies of Standard Form 100,
as revised (otherwise known as “Employer Information Report
EEO-17), in conformity with the directions set forth in the form
and accompanying instructions. Notwithstanding the provisions of
§1602.14, every such employer shall retain at all times at each
reporting unit, or at company or divisional headquarters, a copy of
the most recent report filed for each such unit and shall make the
same available if requested by an officer, agent, or employee of the
Commission under the authority of section 710 of Title VII.
Appropriate copies of Standard Form 100 in blank will be supplied
to every employer known to the Commission to be subject to the
reporting requirements, but it is the responsibility of all such
employers to obtain necessary supplies of the form from the
Commission or its delegate prior to the filing date.

§1602.8 Penalty for making of willfully false statements  on
report.

The making of willfully false statements on Report EEO-1 is a
violation of the United States Code, Title 18, section 1001, and is
punishable by fine or imprisonment as set forth therein.

§ 1602.9
file report.

Commission’s remedy for employer’s failure to

Any employer failing or refusing to file Report EEO-1 when
required to do so may be compelled to file by order of a U.S.
District Court, upon application of the Commission.

§ 1602.10
requirements.

Employer’s exemption from reporting

If an employer claims that the preparation or filing of the report
would create undue hardship, the employer may apply to the
Commission for an exemption from the requirements set forth in
this part, according to instruction 5. If an employer is engaged in
activities for which the reporting unit criteria described in section 5
of the instructions are not readily adaptable, special reporting
procedures may be required. If an employer seeks to change the
date for filing its Standard Form 100 or seeks to change the period
for which data are reported, an alternative reporting date or period
may be permitted. In such instances, the employer should so
advise the Commission by submitting to the Commission or its
delegate a specific written proposal for an alternative reporting
system prior to the date on which the report is due.

§ 1602.11 Additional reporting requirements.

The Commission reserves the right to require reports, other than
that designated as the Employer Information Report EEO-1, about
the employment practices of individual employers or groups of
employers whenever, in its judgment, special or supplemental
reports are necessary to accomplish the purposes of Title VII or the
Americans with Disabilities Act (ADA). Any system for the
requirement of such reports will be established in accordance with
the procedures referred to in section 709(c) of Title VII or section
107 of the ADA and as otherwise prescribed by law.

Subpart C—Recordkeeping by Employers
§ 1602.12 Records to be made or kept.

The Commission has not adopted any requirement, generally
applicable to employers, that records be made or kept. It reserves

the right to impose recordkeeping requirements upon individual
employers or groups of employers subject to its jurisdiction
whenever, in its judgment, such records (a) are necessary for the
effective operation of the EEO-1 reporting system or of any
special or supplemental reporting system as described above; or
(b) are further required to accomplish the purposes of Title VII or
the ADA. Such recordkeeping requirements will be adopted in
accordance with the procedures referred to in section 709(c) of
Title VII, or section 107 of the ADA, and otherwise prescribed by
law.

§ 1602.13
employees.

Records as to racial or ethnic identity of

Employers may acquire the information necessary for com-
pletion of items 5 and 6 of Report EEO-1 either by visual surveys
of the work force, or at their option, by the maintenance of post-
employment records as to the identity of employees where the
same is permitted by State law. In the latter case, however, the
Commission recommends the maintenance of a permanent record
as to the racial or ethnic identity of an individual for purpose of
completing the report form only where the employer keeps such
records separately from the employee’s basic personnel form or
other records available to those responsible for personnel
decisions, e.g., as part of an automatic data processing system in
the payroll department.
§ 1602.14 Preservation of records made or kept.
Any personnel or employment record made or kept by an
employer (including but not necessarily limited to requests for
reasonable accommodation, application forms submitted by
applicants and other records having to do with hiring, promotion,
demotion, transfer, lay-off or termination, rates of pay or other
terms of compensation, and selection for training or
apprenticeship) shall be preserved by the employer for a period of
one year from the date of the making of the record or the
personnel action involved, whichever occurs later. In the case of
involuntary termination of an employee, the personnel records of
the individual terminated shall be kept for a period of one year
from the date of termination. Where a charge of discrimination
has been filed, or an action brought by the Commission or the
Attorney General, against an employer under Title VII or the
ADA, the respondent employer shall preserve all personnel
records relevant to the charge or action until final disposition of
the charge or the action. The term “personnel records relevant to
the charge,” for example, would include personnel or employment
records relating to the aggrieved person and to all other
employees holding positions similar to that held or sought by the
aggrieved person and application forms or test papers completed
by an unsuccessful applicant and by all other candidates for the
same position as that for which the aggrieved person applied and
was rejected. The date of final disposition of the charge or the
action means the date of expiration of the statutory period within
which the aggrieved person may bring an action in a U. S. District
Court or, where an action is brought against an employer either by
the aggrieved person, the Commission, or by the Attorney
General, the date on which such litigation is terminated.
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Section A—TYPE OF REPORT
Refer to instructions for number and types of reports to be filed.

1. Indicate by marking in the appropriate box the type of reporting unit for which this copy of the form is submitted (MARK ONLY

ONE BOX).

(1) O Single-establishment Employer Report

Multi-establishment Employer:

(2) O Consolidated Report (Required)

(3) [0 Headquarters Unit Report (Required)

(4) O Individual Establishment Report (submit one for each
establishment with 50 or more employees)

(5) O Special Report

2. Total number of reports being filed by this Company (Answer on Consolidated Report only)

Section B—COMPANY IDENTIFICATION (To be answered by all employers) O
1. Parent Company ONLY
a. Name of parent company (owns or controls establishment in item 2) omit if same as label
a.
Address (Number and street)
b.
City or town State ZIP code
C.
2. Establishment for which this report is filed. (Omit if same as label)
a. Name of establishment
d.
Address (Number and street) City or Town County State ZIP code
.
b. Employer identification No. (IRS 9-DIGIT TAX NUMBER) f

c. Was an EEO-1 report filed for this establishment last year? []Yes [_] No

Section C—EMPLOYERS WHO ARE REQUIRED TO FILE (To be answered by all employers)

[JYes [JNo 1. Does the entire company have at least 100 employees in the payroll period for which you are reporting?

0Yes [ No 2. |Is your company affiliated through common ownership and/or centralized management with other entities
in an enterprise with a total employment of 100 or more?

OYes [No 3. Does the company or any of its establishments (a) have 50 or more employees AND (b) is not exempt
as provided by 41 CFR 60-1.5, AND either (1) is a prime government contractor or first-tier subcontactor,
and has a contract, subcontract, or purchase order amounting to $50,000 or more, or (2) serves as a
depository of Government funds in any amount or is a financial institution which is an issuing and paying
agent for U.S. Savings Bonds and Savings Notes?
If the response to question C-3 is yes, please enter your Dun and Bradstreet identification number (if you

“haveone): [ T [ T T T [ [ [ |

NOTE: If the answer is yes to questions 1, 2, or 3, complete the entire form, otherwise skip to Section G.



i SF 100 - Page 2
Section D-EMPLOYMENT DATA
Employment at this establishment — Report all permanent full- and part-time employees including apprentices and on-the-job trainees unless specifically excluded as set forth in the instructions. Enter the appropriate figures on all lines

and in all columns. Blank spaces will be considered as zeros.
Number of Employees
(Report employees in only one category)
Job Race/Ethnicity
Categories Hispanic or Not-Hispanic or Latino el
Latino Male Female >nor
Male Female White Black or Native Aslan Aamerican Two White Black or Native Asian American Two
African Hawaiian Indian or or African Hawaiian Indian or or
American or Alaska more American or Alaska maore
Other Mative races Other Native races
Pacific Pacific
Islander Islander
A B G D E F G H 1 I K L M N o
Executive/Senior Level Officials and
Managers 1.1
First/Mid-Level Officials and Managers
1.2
Professionals 2
Technicians 3
Sales Workers 4
Administrative Support Workers 5
Craft Workers 6
Operatives 7
Laborers and Helpers 8
Service Workers 9
TOTAL 10
PREVIOUS YEAR TOTAL 11
1. Date(s) of payroll period used: (Omit on the Consolidated Report.)
Section E - ESTABLISHMENT INFORMATION (Omit on the Consolidated Report.)
1. What is the major activity of this establishment? (Be specific, i.e., manufacturing steel castings, retail grocer, wholesale plumbing supplies, title insurance, etc.

Include the specific type of product or type of service provided, as well as the principal business or industrial activity.)
Section F - REMARKS
Use this item to give any identification data appearing on the last EEO-1 report which differs from that given above, explain major changes in composition of reporting units and other
pertinent information.

Section G - CERTIFICATION

Check 1 [ All reports are accurate and were prepared in accordance with the instructions. (Check on Consolidated Report only.)
one 3 [ This report is accurate and was prepared in accordance with the instructions.

Name of Certifying Official Title Signature Date

Name of person to contact regarding this report Title Address (Number and Street)

City and State Zip Code Telephone No. (including Area Code and Email Address
Extension)

All reports and information obtained from individual reports will be kept confidential as required by Section 709(e) of Title VIL
WILLFULLY FALSE STATEMENTS ON THIS REPORT ARE PUNISHABLE BY LAW, U.5. CODE, TITLE 18, SECTION 1001
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SECTION D:
WAGE DECISION
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