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CITY DF URBANA Requested by: Date: . · 
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400 SOUTH VINE ST. 
Certification URBANA, ILLINDIS 61801 
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EllUAL EMPLOYMENT DPPDRTUNITY (E.E.0.) WORKFORCE STATISTICS FORM 

Please complete the sections below as instructed. Failure ta properly complete this farm may 
result in a delay or denial of eligibility ta bid or da business with the City af Urbana. 

Section I. Identification 
1. Company Name end Address: 

Name: e~"~ '· Bo~4-t...Y>-- lkw.. () ,,,.,,, ur 
d/b/a: 

Address: '1,o/ VJ 'Ct YI( 011110 ~ 
City/State/Zip: S,t11Z1N.fi t..l.P. -:it-. (,Z7c4 
Telephone Number(s) include area code: 217· ~ z.c;-- -0700 

Check one of the fallowing 
Coroaration I I Partnership I Individual Praorietarship I X I Limited Liability Coro. I 
FEINumber:37-/3ZZ.1e;t.. Social Securitv Number: -
2. Name and Address af the C:omoanv's Princioal Office (answer only if not tire same as shove) 
Name: 

Address: 

City/State/Zip 

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

4. Project on which your company is bidding: 

5. City af Urbana contact staff assigned to contract: 



SECTION II. Policies and Practices 
Descrlptlan of EEO Policies and Practices YES ND 

A. Is it the Company's policy to recruit hire. train. upgrade. promote and discipline persons without 
regard to race. color. creed. class. national origin. religion. sex. age. marital status. mental )\ end/or physical disability. personal appearance. sexual preference. family responsibilities. 
matriculation. political affiliation. prior arrest conviction record. or source of income ? 

B. Has someone been assigned to develop procedures. which will assure that the EED policy Is 
Implemented and enforced by managerial. administrative, and supervisory personnel? If so. 
please indicate the name and title of the off~~arged with this responsibility. 

Name: g4"d ~ ~~&1/C 
Title: SJc. ''·t.· 

Telephone: 2.11· 6z,,c;-enoo .6 llO 
Email: "~W'-J!t k. t: '1ol ...... ~,.. 

C. Does the company have a written Equal Employment Dpportunity plan or statement? Note: If no. a 
copy of an E.E.D statement Is enclosed. Yau must attach an EEO Statement in order ta ba x cansldnd eligibla to do business with tha City af Urbana. Duasthms? (217) 384-2455 ar 
hrali!cltv .urbana.llus. 

D. Has tha company developed a written policy statement prohibiting Sexual Harassment? Yau must x attach a copy af your campany's Sexual Harassment Palley In urder ta ba considered 
allglble to da business wi1h tha City af Urbana. 

E. Have all recruitment sources been notified that the company will consider all qualified applicants 
without regard to race. color. creed. class. national origin. rebglon. sex. age. marital status. 

/J~ ~ mental and/or physical dlsabdity. personal appearance. sexual orientation. family responsibilities. 
matriculation. oolitical affiliation. prior arrest conviction record. or source of income? 

F. If advertising is used. does it specify that all qualified applicants wlU be considered for 
amployment without regard to race, color. cread. class. national origin. religion. sex. age. marital 

~I ~ status, mental and/or physical disability. personal appearance. sexual orientation. family 
responsibilities. matriculation. political affibation. prior arrest conviction record. or source of 
Income? 

B. Hes the contractor notified all of its sub-contractors of their obligations to comply with the Equal x Opportunity requirements either in writing. by inclusion in subcontracts or purchase orders? 

H. Is the company a state certified minority/women owned business? If yes. please attach a copy of )( state certification. 
I. Does the company hava collective bargaining agreements with labor organizations? )( 
J. If you answered yes to Question "I•. have the labor organizations bean notlfled of the company's 

responsibility to comply with the Equal Employment Dpportunity requirements In all contracts with 
the City of Urbana? 

K. Does your company perform construction. rehabilitation. alteration. conversion. demolition or 
)( repair of buildings. highways or other Improvements to real property? Of yas, plBDa camplata 

TableB.) 
L. Are you currently seeking to renew an existing or expired Urbana EEO certification? (If yas, yau 

need to complete Table C.) 



SECTION Ill. Emplayment Information 
IMPORTANT: Please complete the company workforce analysis on the bottom af this page. Use the number of employees as of the mast 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 with the City of Urbana. For detailed descriptions of the Job Classifications see attached descriptions. If 
minorities and females are currently under-represented in your workforce. please attach a copy of an explanation of your plan to recruit and hire 
aualified minorities and females. 

TABLE A- TOTAL C:DNffiAC:TDR/VENDDR WORKFORCE 

Black or African· American Indian 
White (Not al American (Not of Hispanic or Asian or Pacific or Alaskan Native 

Job Cataguries Overall T utels Hispanic Origin) Hispanic Origin) Latina Islander 

M F M F M F M F M F M F 
Officials 6 Mgrs I ' Professionals 

Technicians 

Sales Workers 

Office 6 Clerical I I 
Craft Workers 
(Skilled) 
Operatives 
(Semi-Skilled) 
Laborers 
(Unskilled) 
Service Workers 

TOTAL 

M = MALE. Column B ls sum of Rows 0. f, H. J and L. 
F = FEMALE. Column C is sum of Rows E. 6.1. K end M. 

Date of above Data: 2'* /rU' z.oc• 



TABLE B"' - EMPLOYEES TO BE ASSIGNED TD CITY OF URBANA CONTRACT 

Job Categories TOTAL BLACK HISPANIC OTHER MINORITY 
EMPLOYEES EMPLOYEES EMPLOYEES EMPLOYEES 

M F M F M F M F 
Officials & Mgrs 

Professionals ' ; ,. 

Technicians 

Sales Workers 

Office S Clerical 

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

TOTAL 

TABLE C - WORKFORCE TURNOVER SINCE PREVIOUS EEO REPORT 

Job Categoriu TOTAL MINORITY TOTAL MINORITY 
EMPLOYEES EMPLOYEES EMPLDYEES EMPLOYEES 
SEPARATED SEPARATED HIRED HIRED 

M F M F M F M F 
Ollicials 6 Mgrs 

Professionals 

Technicians 

Sales Workers 

Office & Clerical 

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

TOTAL 

"'Totals included in Table B snauld be a 
projection of numbers of persons ta be 
employed in the performance of the City 
contract. 

For Contractors: Data provided in 
Table B will be verified by wurksite 
inspections. 



SECTION IV. Certification 
By signing below. the company certifies that It has answered ell of the foregoing questions truthful~ to the best of its 
knowle e and belief end agrees that it/he/she will comply and abide by the City of Urbana's Code of Ordinances (Section 2-
119) 

Printed Name and Title 

u "'' ~cl" E-mail Address Date 

SECTION V. Verification 
Prior ta submitting this farm. plana chack the BnlWll'I ta tha fallawlng questions ta verify your campletian af this farm: 

I. Did VDU fill In all uf the appraprlata baus In tha tabla In Sactlan DI, including the "TOTAL n raw? 

YES )( ND __ _ 

Z Have you anclased your company's EEO sblhmlant? 

YES )(_ ND __ _ 

3. Hava yau anclased Jlllll' eampany'1 SmaJ Harassment policy? 

YES K NO __ _ 



DEFINITIONS OF TERMS LISTED ON 
THE WORKFORCE STATISTICS FORM 

fS•,,,.../la,,J 

DESCRIPTION OF RACE/ETHNIC CATEGORIES 
Race /ethnic daslgnallans as lll8d by tha Oep1rlment do not danllll 1dlllllllc 
deHnRicns of anthrupalagll:al origins. Fur the purp11111 of this repmt 1111111~ayn 
may ba Included In the gmp ta which ha ar Iha appears ta baloog. ldantil111 with. 
or Is regarded in the clllllll1Ullity as halonging. Howev ... no prsan 1hauld be 
cauntad in man than Diii nee/ethnic group. Tha raca/athnlc catqar!as far this 
npm1ant 

Whlla (Nat al Hll!pllllc origin). All par111ns hating origins In any of tha arlglnal 
paapl11 of Europa, Nortli A&ica ar Iha Middle Easl 

Black pf Afd!jln-Amer!an (Nat af Hispanic 11rlgl11). AD persons having origins 
In any of Ill! Blackraclal gruups of Africa. 

!!!span!; ar latillD. All persons ri Mexican. Puerto Rican. Cuban. Central of South 
Am1rican. or other Spanish culture or origin. raganllass of race. 

Asian ar Pm:!!lc Islander. All pemns having arlglns any of the ariginal peoples of 
Iha Far bsl Sauthaast Asia. tha Indian SuhcanlinanL or Iha Pacific lslm!L This 
area lnclwles. for example. Cldna. India. Japan. Karea. tha Phllipplna Islands and 
Samoa. 

Amar!qan lm!!an ar A111bn Natl!!. AD persons hawing origins In any Ill Iha 
original paaplu al Harth Amarica. and who maintain cultural ldllllillcatlan thraugh 
bibal allilialian ur conrnunity racagnltlan. 

DESCRIPTION OF JOB CATEGORIES 
Eai:h employee slmuld he caunled In only ane Jab categar{. Select tha cllagory 
conlalning tha jabs l1IDd slmdar to that parfonned by Iha emplayn. The Jobs Isled 
In aach cllegmy are Intended ta pravlda an axampla. not a camplata llBL of all Job 
titlu falling lnlD that cllagary. 

Dffb:hd1 and managm. OcC1Jpation1 raquhing administrative and managerial 
persamal wha set braad pa•des. axm:ln avaraD raspansibiby far um:utlan uf 
thase pnlicias. and direct indMdual departments ar special pham al flrm's 
aparatlans. lncludn: officials. executives. middle mansgamenL plant managers. 
dapartment menaprs. and superint1nd1nts. nlariad supanlsors who 11'1 
mambers al management purchasing agents and buyars. raBroad canducbn 1nd 
yard masters. ship caplllns. main and athar llfflcars fann aparatars and 
managers. and .uidred warUrs. 

1'£afm!anal1. lh:cupatlans requiring ellhar callega graduation or experience af 
such .uid Ind amount n lo provide a comparable background. hu:ludu: 
aa:aun1111ts and audltn Birplena pilots and navigators. archlbcts. artists. 
thamlsts. desl!lnn dlllilhma. editors, mi;lnaan. layers, librarians. 
mathamatil:lans. natural sclantist. n1gistered prafesslanal nur11L personnel and 
labor ralatlans spt1Clalist. physical sclentlsl. physll:lans. sm:ial sclantlst. taachars. 
&UNayan and liadrad warbrs. 

Teclmi:llr& Dccupat1111111 requiring a camblnatlan al basic scianllfic knawledg1 end 
manual skill wklch can ba alitaiaad thraugh 2 yaars al poll high si:hoal aducatlon. 
111c'1 as Is affared In many tachnical lnatllutas and union callagas. or thniugh 
equiYU!nt an·the·Jab t111ning. Include: computar pragnanmrn. draftan. 
englnaerlng ables. pmicr anglnan lllllhamatlcal aida. Uc1111ed. pnctical ar 
vucali11111I nurses. phablgraphars. radlu operators. sclantlflc assistants, llclnical 
1Dustr1lors. tachnlcllna (medical dental electronic. physical sclanca). end Yndrad 
warbra. 

~ Dccupatlans angaglng whaDy ar prlmari~ In dlrael nlling. lnchn!as: 
advertising agents and sates warbrs. lnlurance agents and brokers. real astal! 
lg!llts. ind brabrs. stock and band alas warms. dmmnstntars. nls warbrs 
and alu clarb. gracary clans. and mshlars/chacblrs. and limlrad worbrs. 

!J!lin 1!111 clBrll:al. Includes all clarical-typa work raganllass al laval of dillicu~y. 
whn Iha aclivltla 1ra pradamlnantly nan 1111111111 thaagh 1111111 manual wart nat 
dll'IC!ly invatnd with altering ar transporting the pn11l11ds Is includad. Includes: 
baalchapn. caO.ctars (liills and accaunts), 11111angers and offica helpers. offh:e 
machlna aparatars (lnchldlng campullr). shipping ind rearMng clerts. 
stanagraphar1. typlats and sacratarias. talegl'ljlh 111d lalephana aparators. legal 
mistants. and kindred warurs. 

Craft warlmrs (UIDad). Manual worbrs uf ralatively high skill IMI having a 
thar111gh and camprahanalva bowladga of Iha pracam invalnd In their wart 
Exarclsa cansldnbla lndepamlent judgmlllt and US111lly receive an ulensln 
pariad af training. Includes: Iha bulldlng trades. haurly plllll supmlscrs and lead 
aperatars who ara not ml!lllhers af accupalians. cmapusltars and typesetln 
electricians. angravers. painters (canslnlctlan and malntananca). motion pieture 
prafadlanlsts. pattam and model makers, stslianary hand painters, coaters. 
bmra. dacaratlng accupallans, and kindred wartan. 

l!m!!I!!! (1111l11ldllad). Worbrs whl aparata machine ar pracessllll 11q11ip1111111t 
ar perfarm athar faclory·typ1 duties al lntammdlata sklll laval which can ba 
mastered In 1 faw waab and raqulra an~ llmil!d lrllinlng. Includes: 1ppranticat 
(auto nnice and stltchera. dryers. fumaca worimrs. heatars. lmldry and dry 
claenlng o~ millinars. mini apnlives and labarars. llllllllr aparators. 
oilers and greasers (except aulDl painters (manuflclured articles). photographic 
prucau wartara. truck and tractor drlYll'll. kaltting. looping. taping snd waavlng 
111111:hlna aperatara. welders and flame cuttars. 1llctrtal and alectrani1: equipment 
nnmblera. hull:hars and maatcuttara. lnspadllrs. tatars and gradars. 
handpackers and pacbgars. and Wndl'ICI workers. 

l.!!!mc! (ulllkil/ad}. Wu.tars In manual occupations which general~ raqulra na 
spllclBI lralnlllJ who parfann alemllltary dutlas that may ha teamed In a few day1 
and raqulra the applicalian al little ar nu bulepandent )udgmant. Includes: garaga 
laborers. car wahn and graasars. graundskaepars and gardeners. Wmwarbrs. 
sleYedom. woad chappars, l1bmvs parfannlng lifting. digging. mbdng. lnding and 
puUlng aparatlan and klndl'ICI warbrs. 

Sn!a warhrs. Warbrs ii bath prataclive aad IUll1jll'Olectlve same• 
m:Cll)latlona. Includes: Attendants (luispital and othlr lnatltutians. prafaslanal end 
peraanal 11r1icL lncludlng nul'lll aidaL and ardarlla1). harilera. i:hamorbrs and 
claaners. caab. cauntar and fountain warbra. alavatar apa11tars. firefighters and 
lira pratactian. guards, daarbepn stewards. janitors. palk:a afflcars and 
dellcli¥ls. parters. waiters and 'lllitrmea. amunmanl and recreatlan facilitlu 
attandents. guides. ushara. public ll'IJll(JOrtatlall attandanta. and .uidl'lld warbrs. 



BRUCE S. BONCZYK LAW OFFICE 
NON- DISCRIMINATION IN EMPLOYMENT 

AFFIRMATIVE ACTION/EQUAL OPPORTUNITY EMPLOYMENT 

Bruce S. Bonczyk Law Office is committed to non-discrimination and affirmative 
action in employment. Bruce S. Bonczyk Law Office will not engage in discrimination or 
harassment against any person because ofrace, color, religion, national origin, ancestry, age, 
marital status, disability, sexual orientation including gender identity, unfavorable discharge 
from the military or status as a protected veteran, and will comply with all federal and state 
nondiscrimination, equal opportunity and affirmative action laws, orders, and regulations. 

This Company is morally and legally committed to Equal Employment Opportunity 
in accordance with the Civil Rights Act of 1964 as amended and Executive Orders 11246 and 
11375, as amended. 

All qualified applicants are welcome and encouraged to apply for jobs with this 
company. 

Any complaints or grievances should be directed to the owner of Bruce S. Bonczyk 
Law Office. This is the policy of Bruce S. Bonczyk Law Office. 



BRUCE S. BONCZYK LAW OFFICE 
SEXUAL HARASSMENT POLICY 

Bruce S. Bonczyk Law Office's position is that sexual harassment is a form of misconduct 
that undermines the integrity of the employment relationship. All employees have the right 
to work in an environment free from all forms of discrimination and conduct which can be 
considered harassing, coercive, or disruptive, including sexual harassment. Anyone engaging 
in harassing conduct will be subject to discipline, ranging from a warning to termination. 

What is Sexual Harassment? Sexual harassment is defined as any unwelcome sexual 
advances or requests for sexual favors or any conduct of a sexual nature when submission 
to such conduct is made either explicitly or implicitly a term or condition of the individual's 
employment, or submission to or rejection of such conduct by an individual is used as the 
basis for employment decisions affecting such individual or such conduct has the purpose 
or effect of substantially interfering with an individuals work performance or creating an 
intimidating, hostile or offending working environment. 

When is conduct unwelcome or harassing? Unwelcome sexual advances (either verbal or 
physical) requests favors and other verbal or physical conduct of a sexual nature constitute 
sexual harassment when: 

• 

• 

• 

submission to such conduct is either an explicit or implicit term or condition 
of employment (e.g., promotion, training, timekeeping or overtime 
assignments) 
submission to or rejection of the conduct is used as a basis for making 
employment decisions (hiring, promotion, termination) 
the conduct has the purpose or effect of interfering with an individual's work 
performance or creating an intimidating, hostile, or offensive work 
environment 

What is not sexual harassment? Sexual harassment does not refer to occasional 
compliments of a socially acceptable nature. It refers to behavior that is not welcome, that 
is personally offensive, that debilitates morale, and that, therefore, interferes with work 
effectiveness. 

What should you do if you are sexually harassed? If you feel that you have been the 
recipient of sexually harassing behavior, report it immediately to the owner of Bruce S. 
Bonczyk Law Office or other supervisor, if applicable. It is preferable to make a complaint 
in writing, but you can accompany or follow up your written complaint with a verbal 
complaint. 

If your supervisor is the source of the harassing conduct, report the behavior to that person's 
supervisor or to the owner of Bruce S. Bonczyk Law Office. 

Your identity will be protected and you will not be retaliated against for making a complaint. 



' ' . 

What happens after a complaint is made? Within five (5) days after a written complaint 
is made, a supervisor, or other person designated by the owner, will investigate the 
complaint. The person will speak with possible witnesses and will speak with the person 
named in your complaint. Your anonymity will be protected to the extent possible. 

Depending on the complexity of the investigation, you should be contacted within two weeks 
about the status of your complaint and whether action is being taken. 

What about retaliation for a complaint? Initiation of a complaint of sexual harassment 
will not adversely affect the complaining person's employment, compensation, or work 
assignments. A person complaining of sexual harassment will not be subject to retaliation 
for pursuing same with the Illinois Department of Human Rights, the Illinois Human Rights 
Commission or the Equal Employment Opportunity Commission. 

Do I have other rights or remedies? A person subject to sexual harassment may file a 
charge of discrimination with the Illinois Department of Human Rights. The Illinois 
Department ofHuman Rights investigates complaints of discrimination. If charges are found 
to have merit, a complaint of discrimination may be issued, leading to a hearing before an 
administrative law judge of the Illinois Human Rights Commission. A charge of 
discrimination, to be timely under Illinois law, must be filed within 180 days of the event's 
occurrence. The Illinois Department of Human Rights may be contacted at: 222 South 
College, Room 101-A, Springfield, IL, 62704, 217-785-5100 or 100 West Randolph St. 
Suite 5-100, Chicago, IL, 60601, 312-814-6200. The Illinois Human Rights Commission 
may be contacted at: Wm. G. Stratton Building, Room 404-A, Springfield, IL, 62706, 217-
785-4350 or 100 West Randolph St. Suite 5-100, Chicago, IL, 60601, 312-814-6269. 




