

District 5

Dec.-07


EEO/OJT/DBE/WAGES CONTRACT ADMINISTRATION


INSPECTION IN-DEPTH

PURPOSE:
To conduct in-depth reviews to determine if EEO contract administration procedures are being administered by the project administrator, resident compliance specialist in accordance with the Equal Opportunity Contract Compliance Workbook and other related procedures.

Date of Review: 


                                                                                                                        
District: 



                                                                                                                        
Resident Office/CEI Firm: 




                                                                                   
Location: 






                                                                                   
Resident Compliance Specialist: 



                                                                                   
Prime Contractor: 





                                                                               
F.A.P. No.(s): 



                                                                                                                       
Project Administrator: 




 
Resident Engineer: 





                                                                                    
1.
Does the Compliance Specialist have a copy of the Contract Compliance Workbook?​​​​​​_______________
2.  
Date the Compliance Specialist was last trained?   

           .                                                            
By Whom?___________________
3.
Where are the EEO records kept?__________________________________                                                                                                              
4.
Who is responsible for maintaining the EEO records?__________________                                                                               
5.
Are records maintained in a separate file to denote?                .

A.
Project File______________            
B.
OJT File:_______________

C.
Subcontractor____________

D.
DBE File:_______________

6.
Is the notice of Beginning and/or Ending Construction - if applicable, of project on file for the prime contractor?             Subcontractor(s) start date noted on the file_______________________________.

7.
Is all EEO/DBE/OJT/Payroll mail date stamped when received?__________________________            
8.
Is the Bid Blank on file?            
9.
Are minutes of the Preconstruction Conference on file?             .  Are EEO/OJT/DBE and payroll provisions specified in the minutes?            .

10.
Has form 275-010-12 (company-wide) been requested from contractor if necessary?  

       .  
Subcontractor? _____________________  
11.
Is the Compliance Officer reviewing the 275-010-12's on file for accuracy and content?           _______ .
12.
If form 275-010-12 indicates that the contractor’s minority and/or female hiring goal (s) was not met, is an explanation from the contractor on file explaining why the Federal requirement wasn’t met and the specific efforts they are making to meet these requirement(s)?            ____________________________
13.
Is RCS validating EEO documents as required?                                                                                      __
14.
Is the contractor/subcontractor (s) submitting necessary certified weekly payrolls?__________________
15.
Are weekly payrolls being validated and properly checked and filed?  ___________________________          
16.
Are there any payroll violations in the current federal fiscal year to date?            .  If so, has the contractor/subcontractor (s) corrected the violation (s) as requested?_____________________________
17.
Are Prevailing Wage Rates available for checking monthly payrolls in office of RCS?_______________
18.
Are completed federal-aid project payrolls being submitted to District Office (Deland) as required?____ Does the Compliance Specialist know the procedure for submission of completed federal-aid project payrolls?            .
19.
Are the required number of labor interviews being taken?            .  Are EEO interviews being taken according to the frequency outlined in the Contract Compliance Workbook?            ________________
20.
Are there any request on file to withhold monthly progress estimates for non-submission of any required EEO/OJT/DBE or payroll documents to date?            .  If so, has the deficiency(ies) been corrected and the monthly estimate released?            .

21.
What actions are taken by the Compliance Specialist when there is evidence of non-compliance with the EEO special provisions by the contractor?_________________________________________________                                                                                                                                                                          
22..
Is the Compliance Specialist cognizant of all EEO requirements being obtained?  __________________.

23.
Have there been any complaints of discrimination filed with the Department by any employee of the prime contractor or subcontractor (s)?            .

Have any complaints of discrimination been filed by the contractors employees with another agency?

           .
If so, what was the resolution?                                                                                                                 .


ON-THE-JOB-TRAINING
24.
Are training records on file to include the following:

A.
Training Schedule:_____________________________         
B.
Trainee Enrollment Form (s):  ____________________          
C.
Trainee Monthly Time Reports:___________________      
D.
Daily/Weekly(s)   _________________________         
E.
Disadvantaged Certifications:_____________________         
F.
Revised OJT Schedule:__________________________        
25.
Is the Compliance Specialist monitoring the OJT hours reported against payrolls, daily diaries and monthly time reports?            .

26.
Is follow-up conducted to ensure at time of graduation, employee is being paid proper wages?            .


DBE MONITORING
27.
Are copies of the Anticipated DBE Participation Statement on file for Contractor?________________
28.
Does project personnel record DBE daily activities on the project in the daily diary?_______________
29.
Is the DBE being monitored to determine if they are performing and/or completing the items of work subcontracted to them with their own work force?            .

30.
Are all rental and lease agreements checked to see if they are valid and have been approved by the proper authority?            .

31.
Are DBE certified payrolls checked to determine if all employees listed are working for the DBE subcontractor?            .

32.
Has the sublet been received and reviewed?             .

33.
Is the RCS checking to ensure contractor are reporting all DBE payments into BizWeb?            .

       
How often:______________
34.
Are DBE payment(s) entered into BizWeb being reviewed to verify and provide justification if amount on the final payment is less than that on the Anticipated DBE Participation Statement?            .

35.
If it is determined that the prime contractor is not achieving the DBE Availability goal that is set on the Bid Blank, what action is taken by your office?  ____________________________________________                                                      
36.
Is the Compliance Specialist being informed if an item of work will be reduced or eliminated from the project by the Project Administrator?            .  If so, what action is taken?________________________                                                     _________________________________________________________.

37.
Is the Project Administrator informing the Compliance Specialist when discrepancies are found?            .


PROJECT ADMINISTRATOR
38.
Do you check with the Resident Compliance Specialist prior to the prime contractor or subcontractor (s) beginning work, to verify that all required EEO paperwork has been submitted?                                                                                                                                                                                                     .

39.
Do you submit notice of Beginning/End construction for all Contractors?            .

40.
How many labor interviews are required for this project?                                                                         .

41.
Are there any trainees required for this project?                                                                                        .

42.
Are the trainees shown and reported on the Daily Diary?            .

43.
How do you verify that work (Sublet) approved for the DBE is actually completed by the DBE subcontractor?                                                                                                                                                                                                                                                                                                                      .
44.
If you determine that a DBE subcontractor is not performing the work as outlined in their sublet agreement, what would you do?                                                                                                                                                                                                                                                                                           .

45.
Do you review all authorizations to sublet work, in particular, those DBE subcontractors?                       .

Are your inspectors aware of the items to be completed by the DBE subcontractors on your project?  

               _________________
46.
Is the Resident Compliance Specialist keeping you informed of any discrepancies pertaining to EEO, DBE utilization or On-The-Job Training?            .

47.
On the final payment to a DBE, do you verify the differences between the amounts paid the DBE and the amount on the Anticipated DBE Participation Statement form?            ___________________________
48.
Do you know where the bulletin board is located?            .

49.
Do you inform the Resident Compliance Specialist when at item of work will be reduced or eliminated? _____________________________________________________________________
50.
Any additional questions prompted by any previous response or situation revealed in the project file review or Resident Compliance Specialist interview.            .
REVIEWER’S FINDINGS/RECOMMENDATIONS:

FINDINGS:
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

    ________________________________________________________________                                           
RECOMMENDATIONS: ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________                                                                
COMMENTS: ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
                                                                                                                                                                                    Signature and Title of Reviewer (s):  ____________________________________________________________________________________________________________________________________________________________________________________                                                                                                                      
