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Complimentary Checklist

Affirmative Action Compliance Review Checklist

The Office of Federal Contract Compliance Procedures (OFCCP) has expressed
concerns that many federal contractors are not fulfilling their legal duty to develop
and maintain Affirmative Action plans and update them on an annual basis so now is
a great time to evaluate your Affirmative Action Program. This basic checklist is
designed to help you review your current practices and prepare for a potential OFCCP
compliance review.

L] Check to see if your company is listed on one of the Corporate Scheduling
Announcement Letter (CSAL) notifications.

[] Make sure you have a current (and compliant) Affirmative Action Program in
place.

[ Spend time reviewing your data for accuracy — especially your applicant flow.

[ Review your process for soliciting and tracking self-identification information
for women, minorities, individuals with disabilities and protected veterans.

[J If you accept online applications, double-check that your website clearly
states the manner in which a job seeker can request an accommodation or
alternative application.

[1 Verify that all your employment openings are listed with the local state job
service. There are a few exceptions: executive and senior management,
positions filled internally and positions lasting 3 days or less do not need to
be listed.

[ Confirm your EEO/AA tagline is listed in all job postings.

[] Review your job descriptions to ensure basic qualifications are:
o Objective (e.g., a bachelor's degree in accounting, rather than a
technical degree from a good school);
o Relevant to performance of the particular position; and include
o Non-comparative features of a job seeker (e.g., three years experience
in a particular position, rather than a comparative requirement such as
being one of the top five among the candidates in years of experience).

[] Evaluate and track your outreach & good faith efforts so that you are
reaching out to community partners who can help refer qualified individuals
for placement goals, including individuals with disabilities and veterans.

[] Offer training for key internal stakeholders to share affirmative action
obligations and insight on how to recruit and retain individuals with
disabilities and veterans.

f Additional Help \

24/7

Have questions?
Contact the HR Hotline at
infonow@mranet.org or

866-HR-Hotline.

Ensure compliance.
Affirmative action
planning and
implementation.

Get professional advice
from your peers
Share solutions and ideas
at our professionally

kfacilitated Roundtables./



https://www.dol.gov/agencies/ofccp/foia/library
mailto:infonow@mranet.org

Complimentary Checklist Continued

Where HR Means Business.

[ Review your disability and religious accommodation policies/processes to
confirm you have a standard process in place that includes interactive

dialogue and tracks approvals and denials. Negd he!P With.YOUf
Affirmative Action program?
[ Review your compensation policies and ensure adherence to those policies MRA’s Affirmative Action
when making compensation related decisions. eXp?rtS are available to assist
you!

] Verify you are completing your contractor compliance certification in the
System for Award Management (https://sam.gov/content/home). This annual
requirement is typically completed by your internal team that manages
federal contracts.

About MRA

We help businesses thrive by creating powerful teams and safe, successful workplaces.
Founded in 1901, MRA is one of the largest employer associations, serving 4,000 employers. From small entrepreneurs
to Fortune 5o companies, our members include a variety of industries in lllinois, lowa, Minnesota and Wisconsin.

Member organizations have access to expert guidance, best practices, essential tools, and dozens of services in human
resources, learning and development, and productivity improvement. Member services include a 24/7 Hotline, HR
resource center, affirmative action, recruiting, employee retention, reference and background investigations,
organization development, roundtables, business skills, and management and leadership training.

Learn how MRA can help you develop and retain a powerful workforce. Call 800.488.4845 or visit mranet.org.

This sample document is only an example and is based on the laws in effect at the time it was written. MRA-The Management Association, Inc. does not make any
representations or warranties regarding the appropriateness or prudence of using this information for any particular individual or situation. Your company should add,
delete, or modify the content of this document as needed to suit your purposes. This material is for your information only and should not be construed as legal advice.
In some circumstances it may be advisable to have legal counsel review final documents prior to implementation. © MRA —The Management Association, Inc.
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