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OfficE! Use Only (09/15) 

CITY OF URBANA Requested by: Date: 
HUMAN RELATIONS DIVISION Approv1d by: Date: 

400 SOUTH VINE ST. 
Certification URBANA, ILLINDIS 61801 

(217) 384-2455 (phone); 328-8288 (fax) Date; 
Certificate Expiration Date: hro@urbanaillinois~us 

EDUAL EMPLOYMENT DPPDRTUNITV (E.E.0.) WORKFORCE STATISTICS FORM 

Please complete the sections below as instructed. Failure to properly complete this form may 
result in a delay or denial of eligibility to bid or do business with the City of Urbana. 

Section I. ldentif icatian 
I. Company Name and Address: 

Name: RWTC-U,LLC 

d/b/a: Insurance Risk Managers a Division of Troxell 

Address: 1802 Fox Drive, Suite B 

City /State/Zip: Champaign, IL 61820 

Telephone Number(s) include areac::nde: 217-239-3755 

Check one af the fallowing 
Corporation J I Partnership I Individual Proorietarshio I I Limited Liability Coro. I x 

FEI Number: applied for Social Sm:uritv Number: 

2. Name and Address of the Companv's Principal Dffice (answer anlvif ntJtt/Je same as a/Jove) 
Name: Troxell 

Address: 214 South Grand Ave West 

City/State/Zip Champaign IL 61820 

3. Major activity of your company (product or service): Service 

4. Project an which your company is bidding: 

5. City of Urbana contact staff assigned to contra.ct: 



SECTION II. Policies and Practices 
Description of EED Policies and Practices YES ND 

A. Is itthe J:;ompany's policy to recruit hire~ train, upgrade, promote and discipline parsons without 
regard to race. color. creed. dass. national origin. religion. sex. age. marital status, mental 
and/or physical disability. personal appearance. sexual preference. family responsibilities. x 
matriculation. political affiliation. prior arrest.conviction record. or source of income ? 

B. Has someone bean assigned to develop procedures. which will assure that the EEO policy is 
implemented and enfurced by managerial, administrative, and supervisory personnel? It so. 
please indicate the name and title of the official charged with this responsibility. 

Name: Kim Cochrane 

Title: HR 
Telephone: 217-321-3163 

Email: kcocbr:aae@tmxellias corn 
C. Does the company have a written Equal Employment Opportunity plan or statement? Nate: If no. a 

copyof an E.E.O statement is enclosed. You must attach an EED Statement in order to he 
considered eligible to do business \\tth the City of Urbana, Duestions? (217)384-2455 or x 
hro@cltv.urbana.itus. 

D. Has the company developed a IM"ittenpolicy statement prohibiting Sexual Harassment? You must 
attach a copy of your company's Sexual Harassment Policy in order to be considered x eligible to do business .with the C:ity of Urbana. 

E. Have all recruitment sources been notifiBd that the company will consider all qualified applicants 
without regard to race; calor. creed, class .. national origin. religion. sex, age. marital status. x mental and/or physiaal disability. personal appearani:B. sexual orientation. family responsibilifiss. 
matric:ulatian. political affiliation. oriar arrest.conviction rat:ord, or source af income? 

f. If advertising is used. does it specify that all qualified applicants will be considered fur 
employment without regard to race. color. creed. class, national origin. religion. sex. age, marit<1l 
status. mental and/or physical disability. personal appearance. sexual orientation. family x 
responsibilities, matriculation. political affiliation. prior arrest. conviction rscord. or source of 
income? 

G. Has the contractor notified all ofits sub·c:ontractors af their obl~atians to comply with the Equal 
Opportunity requirements either in IM"iting. by inclusion in subcontracts or purchase orders? 

H. Is thB company a state certified minority/oomen O'Ar!led business? If yes. please attach a copy of x state csrtification. 
I. Does the company have collective bargaining agreements with labor organizations? x 
J. If you answered yes to O.Uestion 'T'. have the labor organizations been notified of the company's 

responsibility to comply with the Equal Employment Opportunity requirements in all contracts with 
the Citv of Urbana? 

K. Does your company perform construction, rehabilitation. alteration. conversion. demolition or 
repair of buildings. highways or other improvements ta real property? (ff yes, please complete x 
Table B.) 

L. Are you c:urrBn~y seeking to renew an existing or expired Urbana EEO certification? (ff yes, you x need to complete Table C.) 



SECTION llL Employment Inf ormatian 
IMPORTANT: Please complete the company workforce analysis on the bottom of this page. Use the number of employees as of the most recent payroll period. 
You must complete this form in its entirety, as instructed and submit your organization's(I) EEO Statement and {2) Sexual Harassment Policy 
in order to be eligible to do business vith the City of Urbana. For detded descriptions of the Job Classdications see attached desl:l'iptions. If 
mlnoritles and females are currently under-represented in your workforce. please attach a copy of an explanation af your plan to recruit and hire 
qualified minorrties and females. 

TABLE A - TOTAL CDNTRACTDRIVENDDR WORKFORCE 

Black or African· American Indian 
White (Nol of American (Not al Hispariicur Asian or PacHic or Alaskan Native 

. Job Categories Dverall Totals Hispanic Origin) Hispanic Origin) L-ino Islander 

M f M F M F M f M f M f 

Off icia Is 6 M grs 
6 9 6 9 

Professionals 
36 36 5 5 

Technicians 1 
Sal es Workers 8 8 
Office IJ Clerical 

Craft Workers 
(Sk111ed) 
llpf!'aiives 
(SemicSkilled) 
Laborers 
(Unskilled) 
Service Workers 4'l2 40 2 
TOTAL 

M =MALE. Column Bis sum of Rows 0 f, H. J and L. 
f = FEMALE.Column I: is sum of Rows E. G, I. Kand M. 

Date of above Data: 09/30/2016 
-



TABLE e• -EMPLOYEES m BE ASSIGNED TD CITY OF URBANA CONTRACT 

Jab C ategaries TUTAL BLACK HISPANIC DTHER MINDRITY 
EMPLDYHS EMPLOYEES EMPLOYEES EMPLOYEES 

M F M f M F M F 
Officials e Mgrs 

Pralessionals 

Technicians 

SalesWarkers 

Office o Clerical 
.. 

Craft Workers 
(Skilled) 
Operatives 
(Semi-Skilled) 
laborers 
(Unskilled) 
Service Workers 

lDTAL 

TABLE C- WORKFORCE TIJRNDVER SINCE PREVIOUS EEDREPDRT 

Job Categories lDTAL MINORITY lDTAL MIN Om TY 
EMPLDYEES EMPLOYEES EMPLOYEES EMPLOYEES 
SEPARATED SEPARATED HIRED HIRED 

M F M f M F M F 
Officials o M grs 

Pralessionals 

Technicians 
.. 

SalesWarkers 

Office o Clerical 

Craft Workers 
(Skilled) 
Operatives 
(Semi-Skilled) 
Laborers 
(Unskilled) 
Service Workers 

lDTAl 

"'Totals included in Tabls B should be a 
prnjection of numbers of persons to be 
employed in the performance of the City 
contract. 

For Contractors: Data provided in 
Table B viftll be verified by worksite 
inspections. 



SECTIDN IV. Certification 
By signing below, the company certifies that it has answered all af the foregoing questions truthfully to the best of its 
knowledge and belief and agrees that it/he/she will comply and abide by the City af Urbana's Code of Ordinances (Section 2-
119). 

'~~~ Brenda Minder, CFO 

Signature Printed Name and Title 

bminder@troxellins.com 10/14/16 
E-mail Address Date 

SEC:TIDN V. Verfficat.ion 
Prior to submitting this fonn, please check the ansvers to the follolMng questions to verify your completion of this form: 

I. Did yuu fill in all of the appropriate boxes in the table in Section Ill, including the "TOTAL" row? 

YES X --- ND ___ _ 

2. Haw you enclosed your company's EEO statement? 

x YES __ _ ND ----
3. Have you enclosed your company's Sexual Harassment policy? 

x YES __ _ ND __ _ 



DEFINITIONS DF TERMS LISTED DN 
THE WDRKFDRCE STATISTICS FORM 

(Sae prsviolls Pags) 

DESCRIPTIDN OF RACE/ETHNIC CATEGORIES 
Race /ethnic designations as used by the Department do not denate scientific 
definitions of anthropological origins. For the purposes of this report. an employee 
may be included in the.group to which he or she appears to belong. identfas \\Ith. 
or is regarded in the community as belonging. However. no person should be 
counted in more than one rac11/ethnic group. The race/ethnic categories for this 
report are: 

White (Nat of Hispanic origin). All persons having origins in any al the 11rlginal 
peoples ill Europe. North Africa or the Middle East. 

Black. of Jirican•lmarican (Not of Hispanic origin} All persons having origins 
in any of the Black racial groups of Africa. 

Hispanic or latino. All persons of Melican. Puerto Rican. Cuban. Central of Snuth 
Auierican, or other Spanish cukure or origin. regardless of race. 

Asian or Pacific Islander. All persons.having arigins any of the original peoples of 
the Far East. Southeast Asia. the Indian Subcontinent. or the Pacific Islands. This 
area includes. for example. China. lndla. Japan, Korea. the Philippine Islands and 
Samoa. 

Ameri:an Indian or 4Hkail Native. All pe.rsons having arigins in any of the 
original peoples a!Narth America .. and who maintain cultural identification through 
tribal affiliation or community recognition. 

DESCRJPTIDN Of JOB CATEGORIES 
Each employee should be counted in anly one job category. Siilect lhe category 
containing the j.obs mast similar ta thafperformed by the employee. The jobs listed 
in each category are intended to provide an et.imple, not a complete list, of all jab 
titles laUing intothat category. 

Officials and manager.s. Occupations requiring administrative and manage.rial 
personnel who set broad policies. exercisl'! overall responsibility for erecution of 
these policies. and direct indivithJal departments or special phases of firm's 
operations. Includes: officials. executiiles. mJddle management. plant managers. 
department .managers. and surrerintendents. salaried supervisorn 'who are 
members lif maFlllgement. purchasing agents and buyers. railroad conductors and 
yard ~sters. ship captains. mates and other officers farm operatorr. and 
managers. and kindred workers. 

Professionals. Occupations requirilljj either college graduation or experience of 
sucli .kind and amount as to proVide a c1miparable background. Includes: 
accountants and auditcrs. airplane pilots and navigators. architects. artists. 
chemists. designers. dietitians. editor&. engineers. layers. librarians: 
mathematicians, natural scientist. registered professional nurses. personnel and 
labor relations spedalist. physical scientist. physicians. silcial si:ientil!t. teachers. 
surveyors and kindred \Wrkers; 

Technicians. Occupations requiring a combination of basil: stientific knowledge and 
manual skiH which can be obtained through 2 years 11f post high.school education. 
such as is offered in many technical institutes and union colleges. or through 
equivalent on-the-job training. Include:. computer programmers. drafters. 
engineering aides. juni!Jr engineers. mathematical aides. ~censed. pracllcal or 
vocational nurses. photographers. radio operators. scient~ic assistants. technical 
illustrators. technicians (medical. dental. electronic. physical science). and kindred 
MJrkers. 

Salas. Occupations engaging wholly or primari~ in dirett selling. Includes: 
-advertising agents and sates workers. insurance agents and brokers. real estate 
agents. and brokers. stotk and bond sales workers; demoristrators. sales worker.i 
and sales clerks. grocery clerks. and cashiers/checkers. and kindred WDrkers. 

Office and clerical. Includes all clerical-type wurk regardless of ievei of difficulty. 
Wiere the activities are predomirnmll1· non manual though some manual work not 
directly involved with altering or transporting the products is included. Includes: 
bookkeBpers. collectors {bills and accounts). messengers and office heipers. office 
machine operators (including computer). shipping and receiving .clerks. 
stenographers. typists and secretaries .. telegraph and telephonB operators. legal 
assistants. and kindred workers. 

Craft \Wrkers (skilled). Manual oorkers of relati'roly high skill level having a 
thorough and comprehensive knowledge of the processes involved in their work. 
Erercise considerable independent judgment and usual~ receive an extensive 
period of training. lncludl'!s: the building trades. hourly paid supervisors and lead 
operators who ar.e not members of occupations. compositors and typesetters. 
electricians. engravers. painters (construction and maintenance). motion picture 
projectionists. pattern and model. rriakers, stationary hand painters. coaters. 
bakers. decorating oc.cupations. and kindred workers. 

Operativn (nmisb1lad). Workers who operate machine or processing equipment 
or periorm other factory-type duties of intermediate skiO level Wiich i:an be 
mastered:in a few weeks and require only limited training. Includes: apprentices 
(auta.service and stitchers. dryers. furnace workers. heaters. laumlry and dry 
cleaning operatives. milliners. mine operatives and laborers. motor operators. 
oilers and greasers (e1eept auto). painters (manufactured articles). photographic 
process workers. truck and tractor drivers. knitting. looping. taping and weaving 
machine operators, vmldus and flame cutters. electrical and electronic eriuipment 
assemblers: butchers aruf meatcutters. inspectors. testers and. graders. 
handpackers and packagers. and kindred worlcers. 

.!!l!!!!:!!:!. (unskiled). Workers in manual occupations which generally require no 
special training who perform elementary duties that may be learnBd in a few days 
and require the application al Uttie or no independent judgment. Includes: garage 
laborers; car washers and greasers. groundskeepers and gardeners. farmworkers. 
stevedores. wood choppers. laborers performing lifting. digging. mixing. loading and 
pulling operation and kindred workers. 

Service 1M1rlcers. Workers in both pratective and nonprotective service 
occupatims. Includes: Attemlants (hospltal and other institutions. professional and 
personal service. including nurses aides, and orderlies). barbers. charworkers and 
deaners. cooks, counter and fountain Wlll'kers. elevator operators. firelighters and 
fire protection. guards. doorke.epers. stewards. janitors. police officers and 
detectives. porters. waiters and waitresses. amusement and recreation facilities 
attendants. guides; ushers. public transportation attendants. and kindred wurkers. 



CO= GH28383 

U= GH28383 

SECTION B- COMPANY IDENflFICATION 

t. R. W TROXELL & COMPANY 
214 SOUTH GRAND AVE WEST 
SPRiNGFIELD, IL 62704 

SECTION D- EMPLOYMENT DATA 

I IU$PANlC OR 
LATINO 

JOB CATEGORIES 
MALE FEMALE 

HXECUTIVEISR OFFICIAl.S a MGRS 
0 0 

ARST/MID OHICIALS & MGP.5 0 0 

EQUAL EMPLOYMENT OPPORTUNITY 

2016 EMPLOYER INFORMATION REPORT 

CONSOLIDATED REPORT - TYPE 2 

2·"'· R. W TROXELL & COMPANY 
214 SOUTH GRAND AVE WEST 
SPRINGFIELD, IL62704 

c:. N 

SE<:TION C - TEST FOR FI UNG REQUIREMENT' 

1-Y 2-Y 3-N DUNS NO.:O EIN :370902741 

SECTION E -ESTAIRISHMENT JNF0Rl\1:ATION 

NAICS: 

NOT-HISPANIC OllLATINO 

t: t: **~'***A*'**" MAIE.'* '*·* * * * * *·* * * * **.;, 1.-1'- * * *1t-* •ll.M.AI.£'1hl' * '* ~*'!l't'* ** * 

BL\CKOR. 
NATIVF. AMERICAN TV'>'O BLACK Oil NATIVE Two HAWAIIAN NDIAN OR ~AWAllAN 

\MERI CAN 
AFRICAN OR 

OR OR AFRICAN NDIAN.OR WHITE !\SI.AN ALASKAN MORI! \VHITt OR ASlfu'I 
AMERICAN PACIFIC 

A.11.-lERICAN PACIFIC \LAS KAN MORE 
NATIVE RACES ISLANDER SI.ANDER NATIVE RACES 

5 0 0 0 0 0 1 0 0 0 0 

1 0 0 0 0 0 8 0 0 
0 
0 

-- --- - -- ----- --- -- ---- - --- --- ----- ---c ----

0 _L 0 
-- -- -------- -·---

PROFESSIONALS. 0 0 36 0 

Tl!CHNICIAN~ 0 0 1 0 

Si\1.ES WORKERS 0 0 0 0 

ADMJNISTRATIYll SUPPORT 0 0 0 0 

CRAFT WORKERS 0 0 0 0 

OPERATIVES 0 0 0 0 
LABORl.iRS & HELPERS 0 0 0 0 
SilR\1CE WORKERS 0 0 0 0 

TOTAL 0 0 43 

-~ 0 0 0 PREVIOUS RF.PORT TO'TAL 

DATES OF PAYROLL PERIOD: 07/01/2016 THRU 07/15/2016 
SECTION G ·CERTIFICATION 

CERTIF{INO OFFICIAL: KIM COCHRANE 
EE0-1 REPORT CONTACT PERSON: KIM COCHRANE 

--- -

0 0 0 

0 0 0 

0 0 0 

0 0 0 

0 0 0 

0 0 0 

0 0 0 

0 0 0 

0 01 o] 
0 0 0 

SECTION F - REMARKS 

TITLE: HR 
TITLE: HR 

-

0 5 

0 0 

0 0 

0 8 

0 0 

0 0 

0 0 
0 40 

0 62 

0 0 

0 0 0 0 0 

0 0 0 0 0 

0 0 0 0 0 

0 0 0 0 0 

0 0 o~ 0 

0 0 0 0 0 

0 0 0 0 0 

2 0 0 0 0 

2 0 
I 

0 o I 0 

0 0 0 0 0 

OVEAALL 

TbTA!S 

6 

9 
-- ----

41 

1 

0 

8 

0 

0 

0 

42 

107 

0 

EMAIL: KCOCHRANE@RWTROXELL.COM TELEPHONE NO: 2173213163 CERTIFIED DATE[EST]: 09/29/2016 03:40 PM 



CO= GH28383 

U= GH28383 

SECTION B-COMPANY IDENTIFICATION 

1· R W TROXELL & COMPANY 
214 SOUTH GRAND AVE WEST 
SPRINGFIELD, IL 62704 

SECTION b - EMPLOYMENT DAT A 

I JmpANICOR 
LA"IL'IO 

JOB CATEGOIUES 
l'v!ALE FEl\ifALE 

EXECIITIVF./SR OFACIALS a M<'.:RS 
0 0 

HRSTiMID OFfJCIJ\LS & MGRS 0 0 
--·--·----

PROFESSIONALS 0 0 

TECHNICIANS 0 0 
SALES WORKERS 0 0 

ADMINISTRATIYll SUPPORT 0 0 
CRAFT WORKF.RS 0 0 

OPERATIVES 0 0 
LABORJ;RS & HELPERS 0 0 

SER\1GE WORKERS 0 0 

TOTAL 0 0 

PREVIOUS REPORT TOTAL 0 0 

EQUAL EMPLOY.l\lENT OPPORTUNITY 

2016 EMPLOYER INFORMATION REPORT 

HEADQUARTERS REPORT - TYPE 3 

2.... R, W. TROXELL & COMPANY 
214 SOUTH GRAND AVE WEST 
SPRINGFIELD, IL62704 

SANGAMON COUNTY 
c. N 

SI:-CT10N C ~TEST FOR FILING.REQUIREMENT 

1-Y 2-Y 3-N DUNS NO.:O EIN :370902741 

SEctlON E -ESTABUSHMENTJNFOR.MATibN 

NAICS: 524210 Insurance Agencies and 
Brokerages 

NOT·lilSPANIC Oil LATINO 

-1: **~~***:it~** MAl.E.*.'11t"1Jt ** *-*** * * * •·-* '*'* 1t *** *"' "'FEMAI..IP~*'*°"' ** * * '*'* * OVERALL 

BLACK OR 
NATIVE'. AMERICAN TWO NATIVE TWO TOTALS 

HAWt\HAN BLACK Oil \MERI CAN 
NDIAN OR OR HAWAHAN 

AFRic.~N OR Al'RICAN NDIAN.OR OR· 
WHITE A SJ.AN ALl'.51:'..AN MOR£ WHITE OR ..(\SIAtV 

AMERICAN PACIFIC 
l'\.MEIUCAN PACIFIC \lASKAN MORE 

ISLANDER NA"nVE. RACES RACES SU\NDER NATIVE 

5 0 0 0 0 0 1 0 0 0 0 0 6 

1 0 0 0 0 0 8 0 o 1 o 0 0 9 
~·-- ------~·-- -- ------ --- ·---- --.- ---·---- ----- ·-- -----

25 0 0 0 0 0 4 0 0 0 0 0 29 

1 0 0 0 0 0 0 0 0 0 0 0 1 

0 0 0 0 0 0 0 0 0 0 0 0 0 

0 0 0 0 0 0 8 0 0 0 0 0 8 

0 0 0 0 01 0 0 0 0 a~ 0 0 

0 0 0 0 0 0 0 0 0 I 0 0 0 0 

0 0 0 0 0 0 0 0 0 0 0 0 0 

0 0 a a a a 36 2 0 0 0 0 38 

32 =ij oJ oJ oj 0 57 2 a I 0 o I 0 91 

0 0 0 0 0 0 0 0 0 0 0 0 0 

SECTION F-REMARKS 



Section: Employment Policies 

Equal Employment Opportunity 

It is our policy to provide equal employment opportunity to all individuals. We are committed 
to a diverse workforce. We value all employees' talents and support an environment that is 
inclusive and respectful. We are strongly committed to this policy, and believe in the concept 
and spirit of the law. 

We are committed to assuring that: 

All recruiting, hiring, training, promotion, compensation, and other employment 
related programs are provided fairly to all persons on an equal opportunity basis; 

Employment decisions are based on the principles of equal opportunity. All per:sonnel 
actions such as compensation, benefits, transfers, training, and participation in social 
and recreational programs are administered without regard to any characteristic 
protected by state, federal or local law; and 

Employees and applicants will not be subjected to harassment, intimidation, threats, 
retaliation, coercion or discrimination because they have exercised any right protected 
~~ . 

We believe in and practice equal opportunity. The HR Manager serves as our Equal 
Opportunity Coordinator and has overall responsibility for assuring compliance with this 
policy. All employees are responsible for supporting the concept of equal opportunity and 
diversity and assisting our Company in meeting its objectives. 

[7] 



1r----------
!1 
' ' ' 

Sect.ion: Workplace Conduct 

Workplace Harassment Policy 

R W. Troxell & Company 's policy is to provide a work environment that is free from 
harassment. Therefore R. W. Troxell & Company will not tolerate harassment based on age, 
race, gender, color, religion, national origin, disability, marital status, covered veteran status, 
sexual orientation, status with respectto public assistance, and other characteristics protected 
under state, federal, or local law. Such conduct is prohibited in any fom1 at the \Vorkplace, at 
work~related functions, or outside of work if it affects the workplace. 11lis policy applies to all 
R. W. Troxell & Company employees, clients, customers, guests, vendors, and persons doing 
business with R. W. Troxell & Company. 

Sexual harassment, one type of prohibited harassment, warrants special mention. Sexual 
harassment has been defined accordingto R.. W. Troxell &Company guidelines as: 

Unwelcome sexual advances, requests for se:i.."Ual favors, and other verbal or physical conduct 
of a sexual nature when: 

• 

• 

• 

Submission to .such conductis made a term or condition, either explicitly or 
implicitly, qf an individual's employment; 

Submission toot refecJion of such conduct by an.individualis used as afaclor in 
decisions affecting that individual's employment; or 

Such conduct has the purpose or effect of interfering with an individual's work 
performance or creates an intimidating, hosfllt:?, or offensive working environment. 

Examples of conduct prohibited bythis pofo;yincludc, but are not limited to: 

Unwelcome sexual flirtation, advances, or propositions; 

Verbal comments related to an individual's age, race, gender, color, religion, 
national origin, disability, or se:xual orientation; 

Explicit or degrading verbal comments about another individual or his/her 
appearance; 

The display .of se.xually suggestive pictures or objects in any workplace location 
including transmission or display via computer; 

Any sexually offensive or abusive physical conduct; 

The taking of or the refusal to take any personnel action based on an employee's 
submission to or rejection of sexual overtures; and 

Displaying cartoons or telling jokes which relate to an.individual's age, race, 
gender, color, religion, national origin, disability, or sexual orientation. 

[ c _ officialname] [current_ date] 
fl 7] 



Section: Workplace Conduct Workplace Harassment Policy 

If you believe that you are being subjected to workplace harassment, you should: 

1. Tell the harasser that his or her actions a,re not welcome and they must &1op, if you 
feel comfortable enough to do so. 

~; .. 1~1%1ft.!~j~~1n9~·~n~:iim~4!~~~™ t9:&'.91 §qlR~m~~~~¥1~11~~1ig~£!si~tm~~~g~rr~fi9'# t9 
mi 

3. Report any additi{)nal incidents or retaliation that may occur to one of the above 
resources. 

Any reported incident will be investigated immediately and thoroughly. Complaints and 
adions taken to resolve complaints will be handled as confidentially as possible, given R. W. 
Troxell & Company's obligation to investigate and act upon reports of such harassment. 
Appropriate actions will be taken by R. W. Troxell &Co1hpany to stop and remedy any and 
all such conduct,. induding interim measures during a period of investigation. 

Retaliation ofany kind or discriminating against an employee who reports a suspected 
incident of harassment or who cooperates in an investigation is prohibited. An employee who 
violates this policy or retaliates against an employee in any way will be sub.ject. to disciplinary 
action up to and including immediate tennination. 

[ c _ officialname] [current_ date J 
[18] 




