HOW TO FILE AN EEO-1 REPORT

The following guide will walk you through the filing procedures for the annual EEO-1 Report,
otherwise known as the Employer Information Report, which is submitted to the EEO-1 Joint
Reporting Committee comprised of the Equal Employment Opportunity Commission (EEOC)
and the Department of Labor’'s Office of Federal Contract Compliance Programs (OFCCP). Itis
a mandatory compliance survey that requires company employment data categorized by race
or ethnicity, gender and job category.

Before filing, please remember that all reports are due by March 31st.

e |f you are a private sector employer with 100 employees or more, you are required to
file.

e [f you do not believe that your company is eligible for filing, please remember that filing is
annual and dependent upon the number of employed persons at your company.

e Keep in mind, even if the company employee count does not meet this requirement one
year, this may not exempt you from filing the following year should the number of
employed persons increase.

All employment data must come from one payroll period in October, November, or
December of the current year.

NOTE: Data collected from the EEO-1 Survey is confidential and the EEOC is prohibited by
federal statute (Section 709(e) of Title VII of the Civil Rights Act of 1964, as amended) from
making public any employment data derived from any of its compliance surveys.

EEO-1 Survey Website

EEO-1 Online Filing System
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I. FILING BACKGROUND
A. WHO MUST FILE?

J

Standard Form 100 (EEO-1) must be filed by:
A. All private employers who are:

1. subject to Title VIl of the Civil Rights Act of 1964 (as amended by the Equal
Employment Opportunity Act of 1972) with 100 or more employees EXCLUDING State
and local governments, primary and secondary school systems, institutions of higher
education, Indian tribes and tax-exempt private membership clubs other than labor
organizations;

OR

2. subject to Title VIl who have fewer than 100 employees if the company is owned or
affiliated with another company, or there is. centralized ownership, control or
management (such as central control of personnel policies and labor relations) so that
the group legally constitutes a single enterprise, and the entire enterprise employs a total
of 100 or more employees.

B. All federal contractors (private employers), who:
1. are not exempt as provided for by 41 CFR 60-1.5
2. have 50 or more employees, and

a. are prime contractors or first-tier subcontractors, and have a contract,
subcontract, or purchase order amounting to $50,000 or more; or ’




b. serve as a depository of Government funds in any amount, or

c. is a financial institution which is an issuing and paying agent for U.S. Savings
Bonds and Notes.

Only those establishments located in the District of Columbia and the 50 states are
required to submit the EEO-1 report. No reports should be filed for establishments in
Puerto Rico, the Virgin Islands or other American Protectorates.

To determine what report(s) to file for your establishment(s), ascertain whether you will be filing
as a Single Establishment Company or Multi-Establishment Company using an assigned
company Login ID and password.

B. ESTABLISHMENT TYPES

The path that a company follows when working on their EEO-1 report depends on whether or
not they are a Single Establishment company or a Multi-Establishment company. The online
application is setup to provide a Single Establishment company a quick and easy way to
- complete the EEO-1 and a Multi-Establishment company as much flexibility as possible.

1. A Single Establishment Company is one that operates at only one physical address.
Companies having one physical address and doing business in one location must
complete a single EEO-1 online data record. This is the basic flow followed by a single
establishment company:

There are six (6) steps to be completed online before EEO-1 Survey certification for single
establishment companies:

¢ Am | required to file?




%

Address

NAICS (North American Industry Classification System) Code
Employment Data

Additional Information

Certification

s C EEO-1 Report

¥ ! i OB, No. 8046-0007
X§ ot ke g 8
\w" %y Oppanusky Comminlen Cliti twte i you wish b cheak ) apgerel of this form

Need Help? Company Number: AB6625 | Logout

6 steps to EEO1 Completion
1. Amirequired to fite?

2, Address

3. NAICS Code

Sereen: Steps
2. A Multi-Establishment Company is a company that conducts business at more

than one location. The following establishments are examples of physical locations that
should be reported:

a. Owned property locations
b. Leased property locations
\ C. Employees working at client sites

The reports Multi-Establishment companies must file are as follows:

e A Type 2 Consolidated Report which includes all employees by race, sex and job
category in establishments with 50 or more employees as well as establishments
with fewer than 50 employees ’

e A Type 3 Headquarters Report covering the principal or headquarters office.

e A Type 4 Establishment Report for each establishment employing 50 or more
persons. ‘

e Type 8 Establishment Report for each establishment employing fewer than 50
persons or a Type 6 Establishment List showing the establishment name, physical
address and employee count for each establishment employing fewer than 50
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persons

All multi-establishment companies must file the Type 2 and Type 3 reports.

The figure above is the basic flow of a Multi-Establishment company with more than fifty
employees at its locations. The figure below shows the flow when there are locations with less
than 50 employees and over 50 employees:

NOTE: Employment data for multi-establishment companies, including parent corporations and
their subsidiary holdings, must report all employees working at each company establishment or
subsidiary establishment. For the purposes of this report, the term parent corporation refers to




any corporation which owns all or the majority stock of another corporation so that the latter
relates to it as a subsidiary. This includes holding companies.

C. REPORT TYPES

Type 1 Report (Type 1) — This report is required for establishments that operate at only one
physical address. '

Type 2 Report: Consolidated Report (Required) — is a summary EEO-1 report that includes
data on all company employees, regardless of establishment location. A list, showing the name,
address, total employment and major activity for each establishment employing fewer than 50
persons, must accompany the Type 2 Consolidated Report.

The total number of employees indicated on the Headquarters Report, PLUS the establishment
reports, PLUS the list of establishments with fewer than 50 employees, must equal the total
number of employees shown on the consolidated report.

The employment sum indicated on the Headquarters Report, Establishment Report(s) and/or
the Establishment List must equal the employment sum indicated on the Consolidated Report.

Establishment Reports

Type 3: Headquarter Report (Required) - a report that includes only those employees working
at the main establishment

Type 4: Establishment Report - a report that must be submitted for each physical
establishment with 50 or more employees.

Type 8: Establishment Report - a report that must be submitted for each physical
establishment with less than 50 employees.

Type 6: Establishment List — an index of employment only at each establishment with less
than 50 employees and must include each establishment's name, complete address and total
number of employees.

Comparing the Type 6 Establishment List and the Type 8 Establishment Report

Creating a Type 6 Establishment List for each establishment employing fewer than 50
employees requires companies to manually enter all employment data categorized by race,
gender, and job category to the Type 2 report. The employment data entered for each
establishment will not automatically populate the Type 2 report if Type 6 lists are created. On
the other hand, if you choose to create a Type 8 Report for each establishment employing fewer
than 50 employees, you must enter employment data categorized by race, gender, and job
category for each Type 8 report. The employment data entered for each such establishment in
their Type 8 reports will automatically populate the Type 2 report.




Telework Employees: Employee home addresses may not be used. Employees that work
from home must be included in the EEO-1 report for the establishment to which they report (e.g.
the EEO-1 report for the establishment at which their manager sits.)

Il. PROCEDURES
A. THE FILING PROCESS

First visit the EEOC Homepage and refer to the “How to...” list on the bottom right of the screen,
as pictured below:

. LS. Equal Employmant i et s

¢ Dpporunity Commission o i "
conneer withuz BN D B F B3

ke & Apsioart s F Birreas Busing Coresaln Ao D, WYY

How 1 ...
8 Filoom chorga of
ET AT T d B ETEAa T
w Chaad ko aladus af &
chargm

1ad Yool
b Lhmo the Digaal Chasgt
HEystam

Hewrsaans %:i E—;} E:g ﬁ o @ & Submil e Fangooams af

M Ialerratics St Mujal ar
Fiatger Tai fudates — gl
PEREa R p Fingd bem png resourmes
., _F . Yoor Bntad GuSinasegs

At Hoasmf s by
iz 5]

¢ Bl iy BEGT Fost
DR P
- " v Bl radeimgg and lechinloal
vsafine
s  Completn an EEQ suray
¢ Darloumt oF ordar
prunicntanns

o ke Zaed Foa "
F o Fimd pey BEEQS it

At « TIZROT

From the “How to...” list in the lower right-hand side of the screen, select the option highlighted
in purple, “Complete an EEO Survey’ as shown above. This will take you to the EEO
Reports/Surveys page, pictured below:




Homs » Emeloyers

=
EEO Reports / Surveys

The EEOC collects workforce data from emplayers with more than 100 employees (lower thresholds apply to federal contraclors). Employers

ting the reporting thr have a legal obligation to provida the data; itis notvoluntary. The data is collected using the reports below and is
used for a variety of purp inciuding t, self- it by 3ol , and research. Each ofthe reports collacts data about
gender and racelethnicity by some type of job grouping. This information is shared with other authorized federal agencies in order to avold
duplicate collection of data and reduce the burden placed on employers. Although the data is confidential, aggregated data is available to the
public.

EEO-1 Report

The 2017 EEQ-1 Stitrvey is OPEN.

The EEQ-1 Report, otherwise known as The Employer Information Report, Is submitted to the EEOC and the Departriient of Labor's Office of
Federat Contract Compliance Programs.

EEQO-3 Report

The 2017 EEO-3 Suivey is OPEH,

The EEQ-3 Repor, formally known as the Local Union Repost, is a blennial survey conducted every other year in the even catendaryears. The
filing deadline {s December 31, 2016.

The EEO-4 Report

The 2017 EEO-4 Survey is OPEH.

The EEQ-4 Report, formally known as the State and Local it Report, I8 In odd-numbered years from State and Local

govemments. if you have guestions about this suivey, or to be placed on a matling st you may email gegd.surveyi@eeoc qy, call the EEQC-4
Coordinator at 1-877-439-2572. or send a fax o (202) 663-7130.

On the EEO Reports/Surveys page, select EEO-1 Report. This will take you to the Login Page
for the EEO-1 Survey.

Hpme = Entofoyers » EE0-1 Survay

2017 EEO-1 Survey

THE 2017 EEO-1 SURVEY 1§ OPEN
FIRST TIME FILERS

The Employer Information Report EEQ-1, otherwise known as the EEO-1 Report, is required to be filed with the U.S, Equal Employment Opportunity
Commission's EEQ-1 Joint Reporting Committee. Reports must be submitted and certified by MARCH 31, 2018 at the latest.

Click “LOGIN,” the purple box on the middle right side of the webpage. This should take you to
the landing page for filing EEO-1 reports, pictured below:
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to delete:

To Login to the EEO-1 Survey Application, use the company number given upon registration
and created password and click “LOGIN.” The next screen will ask you to indicate whether or
not your company has closed establishments since the last time the company filed an EEO-1

If you click ‘Yes’, you will be taken to the screen below to indicate which establishment you wish
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Screen: Delete Selected Establishment

If you click “No,” you will be taken the EEO1 Survey Data Filing Option screen to select a filing
method:
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EEO1 Survey Data Filing Option

Do you want to file the application online or upload file?

s Gomplate Online Form
«7 Upload Data File

¢icancel

Screen: Data Filing

If you select “Complete Online Form,” you will be taken to the Edit and Complete
Establishment Reports screen for the online filing application with a list of your
establishments:
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If you logout and would like to return to filing your reports, you may go to the Main Menu and
click the EEO-1 Survey Data Filing Options.




EE0-1 Report
O.M.B. No, 304B-0007
Clisk bere i you wish fo check the sporovat of s form

EOC

F G o) Esplopesn
%wgaailyiﬁ:amhn

EEOQ-1 Survey Data Fiing Options -

View Reports, Vi EEC-1 repuris submitied uvp o ten years ag0.

Hot Required (o.File

tension

‘Add Establishments

Delata Establshmants
Conixt Update

Ciher Actions

4
[]
o
o
I
: )
=)
“
n

Company Number. AB6624 | Logout

Stort hare to create. edit and subait your company’s EEC-1 report(s).

Chouse thiz option if yeur company doss net mast the EEO-1 fling requirements
Companies with a larga numbaf of esladishmants may request 8 cae-time 30-day axtansion.
Thonse thiz aption If your company has any new establishmants to add.

Choose tis option If your cempany has any estabishaments to delals.

Chouss this option H thers ore sny changes In toopany contact Infermation

Various reprs and ulies. For example: Convert rom a girgle to muipta establizhment compary.

Scraen: Maln Menu

For each of the EEO-1 reports, the user has various options. The default option is to Edit the
report, but users may choose to a Print PDF or Print HTML version or they can choose to view a

blank worksheet.

I Incomplete

7 . Gomplote

Show: 50 ¥ -entries

First Pravious t 1 l REES

Showing 1103 of 3 enlries

Last

Typs 3 Status 9 Action @ Estnimber -3 Estiame
AEZAY AV CAIENARY COMPANY
3 1 Augezes | WY RATIARY ESMEANY
PeetFOFE
) 1 FrappanL 3T YEST ML PLL

13 M STALET

TA M STHEE T NCRTNALS)

LY B HEHEAY )

Sanrch: '——————————

ciy & St # EmpCownt &
WaASHKGION jas
WASHINGTON b
DRARGE <t

Bereen: SHa tist

Users may sort by any field column in the Edit EEO-1 screen by selecting the up or

down arrows to the upper right of the field column.

Sheving 1o 3 of 3 enties

Status 3 Action & Est number s EstName 3
AR LMY BIAGRARY CONPANY

a .
MY WARHARY COAPANY

3 I A
G TESTRERLT

Streat

T34 STRFFT KORTHAEST
| Y3 U STREFTHORTHUFST

S90S HEHIAT

4y 4 Sl 4. Emp Count 3

s

i

WASHINGTOM

LMESHNETON | G

CRARGE




Also, if you choose to change the establishment’'s North American Industry Classification
System (NAICS) code, you detour to the NAICS application, pictured below. Enter the company
NAICS code in the box. Then click “Save and Continue.”

North American Industry Classification System (NAICS)

Listed below Is tha six digit NAICS code on file for this Establishment. If the description bast describes the major activity of your establishment. please
press the "Save and Conptinue” button below

Current NAICS Code is:
423210 - Furniture Merchant Wholesalers

Cancel Save and Continue

If you are unsure of the establishment NAICS Code, you may search for the company’s
NAICS code by typing key words or numbers and then selecting the option from the drop-
down menu that best describes the industry.

Please search and build & six digit NAICS code for this Establistunient by selecting the best one which
describes the major activity of your establishmeant.
[ =
277120 - Cruda Petroleurn Extraction
L 211130 - Matural Gas Extraction
! 242911 - Bituminous Coal and Lignite Surface tining
F1211Z - Bituminous Caal Underground fining
! 212113 — Anthracite Mining
1PAR2A0 S hon Ore Mining |
212221 - Gald Gre Mining
P 212222 - Siver Gre tining
{ 212230 - Copper. Nickel, Lead. and Zinc fining
| 232281 - Uranium-Radivm-Vanadium Ors Mining
| 212299 - AN Other Maial Ore Mining
2123171 - Dimansion Stona Mining and Quarrying
212312 - Crushad and Broken Limastons Mining and Quarrying
212313 - Crushed and Brakan Granita Mining and Quarrying
242399 - Other Crushed and Broken Stone Mintng and Quarmrying
242321 - Censtruction Sand and Graval biniag
212322 - industrial Sand Plining

NOTE: The North American Industry Classification System (NAICS) is the standard used by
Federal statistical agencies in classifying business establishments for the purpose of collecting,
analyzing, and publishing statistical data related to the U.S. business economy.

All reports for a multi-establishment company must be submitted by the headquarters office for
its establishments or by the parent corporation for its subsidiary holdings and submitted in one

package.

For the purposes of this report, the term parent corporation refers to any corporation which
owns all or the majority stock of another corporation so that the latter relates to it as a
subsidiary.

WHEN TO FILE

This annual report must be filed with the Joint Reporting Committee no later than March 31st.
“14




Employment figures from any payroll period in October through December of the current survey
year may be used.

METHODS OF FILING
Employers may submit the EEO-1 report by using either of the filing methods below:

1. Entering data directly via the EEO-1 online filing application

a. Preferred method

b. Easy to comprehend and enter data

c. It may be more difficult with a large number of establishments
2. Uploading a data file (ASCII/Text, CSV/XML)

a. Efficient, and done with less processing

b. Must check for errors

Data file submissions must be in accordance with the EEOC-approved specifications found
here: https://www.eeoc.gov/iemployers/eeo1survey/alternate-formats.cfm.

B. FIRST TIME FILERS

Employers filing for the first time must register their company online as “First Time Filers” with
their Corporate Headquarters’ location or address. They will then receive a company login ID,
and sent an email link to create a password.

Home = Employe’s ¥ EEQ-1 Supvay

2017 EEO-1 Survey

THE 2017 EEQ-1 SURVEY I8 OPEN
FIRST TIME FILERS

The Employer Information Report EEQ-1, otherwise known as the EEQO-1 Report, is required to be filed with the U.5. Equal Employment Opportunity
Commission's EEO-1 Joint Reporting Committee, Reports must be submitted and certified by MARCH 31, 2018 at the latest.

On the main EEO-1 website, click the FIRST TIME FILERS link. This will take you to the landing
page where companies can register for the first time to complete the EEO-1 report.
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Click ‘Filing For the First Time” on the left hand side of the screen. Next, answer the seven (7)
questions on the two screens shown below:

0 C EEG-1 Report
O.M.B, N0, 3046-0007.
U1 B Fraployasar

Oppermuniny Cacnminisn & here il you wish b theck tha aopeoval of ihis foem

REGISTERING YOUR COMPANY
Fing For Toe Frst Tms
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If you answered “NO” to the questions given, click ‘Continue’ and then proceed to answer
remaining three (3) questions on the following page.




