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CITY OF URBANA 
HUMAN RELA TJDNS DIVISION 

400 SOUTH VINE ST. 
URBANA, ILLINDIS 61801 

(217) 384-2455 {phone); 328-8288 {fax) 
hro@urbanellllnols.us 

f AX) 

Office Use Only (891t5) 

Requested by: 

Approved by: 

C artlflcatlon 
Date: 
Certlftcate Expiration Data; 

Oms: 

Date: 

EDUAL EMPLOYMENT OPPORTUNITY (E.E.0.} WORKFORCE STATISTICS FORM 

T> .ooi J(IQ7 

Pfease r:omplete the sections below as Instructed. Failure ta properly complete this farm may 
result In a delav or denial of ellalbJIJtv to bid or da business with the City of Urbana. 

Section I. Identification 
1. Company Name and Address: 

Name: t< l~ ~c 
d/b/a: 

Address: :1 "2 ~ 

City/State/Zip: \JeQ o\1 O H l\ l.\ a% t 
Telephone Number(s) include area cade: i 00 ,.. ~lo() - <6 l () 4 
Check one af the fallowing 

Partnershio I I Individual Proorietarshio I I limited liabilitv Car ... 

~a \ I Social Sacuritv Number; 

2. Name and Address af the Company's Principal Office {answer onl[ if not the 11me ss a/Jove) 
Name: 

Address: 

City /State/Zip 

3. Major activity of your company (product or servlce>w 
4. Praject on which your company is bidding: 

5. City of Urbane contact staff assigned to contract: c... 
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SECTION II. Policies and Practices 
Dascrlptlon of EEO Policias and Practices YES ND 

A. Is it the Company's policy ta recruit, hire, train, upgrade, promote and discipline persnns without 
\/"' regard to race, color, creed, class. nations! origin, religion, sex, age, marital status, mental 

and/or physlcal disability. personel appearance. sexual preference. family responsibilities. 
matriculation. political affiliation. orior arrest conviction record, or source of incame ? 

B. Has someone been assigned to dev11h1p procedures. which will assure that the EEO policy is v Implemented and enforc:ed by managerial, administrative. and supervisory pers11nnel? If so, 
please indicate the name end title of the official charged with this responsibility. 

Name: l~l~~l~ i fll,i.ll-f'll..)!l 
Title: l c. e Ret l ~ El-l T 

Telephone: i~ ... i1oo .. C61ct.t 
Email: b""o..\"'-\O..t"\d.Q ~Ljn~u~r \es \c.om 

C. Does the company have a written Equal Employment Opportunity plan or statement? Note: If no, a 
copy of an E.E.D statement Is enclosed. Yau must attach an EEO Statsmant in arder to be ./ cunsldered ellglbla to da b111ineas with the City of Urbana. Duestlons? {217) 384-2455 ar 
hrol!!citv.urbana.llus. : 

0. Has the c~mpany developed s written policy statement prohibttlng Sexual Harassment? Yau must 
~ attach a copy of your company's Saxuel Harassment Policy in order to be conslderad . 

eHglble to do businass with the City of 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. religion. sex. age. marital status. v 
mental and/or physical disability. personal appearance. sexual orientation. family responslbllltles. 
matriculation. oolitical sffiliatlon. prior arrest conviction record, or source of income? 

F. If advertising is used. does it specify that all qualified applicants will be considered for 
employment without regard to race. color. creed, class, national origin. religion. sex. age. marital / status. mantel and/or physical disability. personal appearance, sexual orientation. family 
responsibilities. matriculation, palitlcal affiliation, prior arrest. conviction record. or source cf 
Income? 

G. Has the contractor notified all of its sub-contractors of their 11bligatlcns to comply with the Equsl 
Opportunity requirements either in writing. by Inclusion in subcontracts or purchase orders? v 

H. ls the c:ompany a state certified minority/women owned business? If yes. please attach a copy of v 
state certification. 

I. Does the company have collective bargaining agreements with labor organizations? / 
J. If you answered yes to Uuestian "l't. have the labor organizations been notified of the company's 

responsibility ta comply with the Equal Employment Opportunity requirements In all contracts with 
the G!tv of Urbana? 

K. Does your company perform construction, rehabilitation, altaratian. conversion. demolition or 
repair of bulldlngs, highwevs or other Improvements ta real property? (If yas, please complete / 
Tabla B.) 

l. Are you currently seeking ta renew an existing or expired Urbana EEO cartificatlon? {If yes, you - / nBBd to complate Table C.) 
I 
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SECTION Ill. Em~ment Information 
IPORTANT: Please ~amplete tha company workforce analysis an the bottom of this page. Use the number af emplayees as of the mast recent payroll peri 
JU must complata this form In Its antiraty, as Instructed and submit your organization's (I) EEO Statamant and (2) Sexual Harassment Polley 
ardar to b11 ellglble to da businns with the City of Urbana. For detailed danrlptlans of the Jab Clnslflcatlans saa attached descrtptlon1. If 
inorities and females are currently under-represented in your workforce. please attach a capy of an explanation of yaur plan to recruit and hire 
1alifled minorities end females. 

TABLE A~ TDTAL CONTRACTOR/VENDOR WORKFORCE 

Blar:k ar Afrle111• Arnerlcan lndlan 
Whlta (Not of Amarlcan (Not of Hispanic . .., Asian ar Pacific ar Alukan Native 

Jab C11tqDrlas DvnH T at11!1 Hispanic Origin) Hispanic Or.igln) Llttno laland1r 

M F M F M F M F M F M F 
Officials & Mgrs 

I ;~ .t:J l \ .1 0 ' ~ 0 - - -- -
Professionals , .. . 

" ,. 
Technicians a, ~ 
S1l1S Workers 

~ ~ I ). 3 
Dtflce S Clerical 

i+ L-\. 
~raft Workel'! 
(Skilled) 
Operatives 
{Seml·Skilled) 
Laba rm 

{0 l . \1 ~4 11 H 0 'T'+. 16 {Unskilled) 
Ssrvica Workers 

TOTAL 
1~q. ~5 4) ~ L{ l iq I~ 

M • MfilE, Column B is surp Df Raws 0. F. H. J and L 
F " FEMALE. Column C is sum cf Raws t G. I. K and M. 

Date of above Data: · '"\ ~ :1 l 1 J . 

.r 
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TABLE e• • EMPLDVEES TD BE ASSIGNED TO CllY DF URBANA CDNTRACT 

Job Categorle1 TOTAL BLACK HISPANIC OTHER MINORITY 
EMPLOYEES EMPLOYEES EMPLOYEES EMPLOYEES 

M F M F M F M F 
Officials & Mgrs 

Professionals 

Technicians 

Sales Workers 

Office 8 Glerlcal 

Craft Workiirs 
(Skilled) 
Opar1tim 
(SBmi·Skilled) 
laborers 
(Unskilled) 
Service Workers 

TOTAL 

TABLE C - WDRKFDRCE TURNOVER SINCE PREVIOUS EEO REPORT 

Jab Catsgarllll TOTAL MINORITY TOTAL MINORITY 
EMPLOYEES EMPLOYEES EMPLOYEES EMPLOYEES 
SEPARATED SEPARATED HlRED HIRED 

M F M F M F M F 
Officials e Mgrs 

Profsssionels 

T echnlclans 

Sales Workers 

Dfflce & ~larlcal 

Graft Workers 
(Skilled) 
Operatives 
(Seml·Skllledl 
Laborers 
(Umkllled) 
Smica Warkars 

TOTAL 

f PY.,) P.0051007 

*Totals included in Table 8 should be a 
projection of numbars af persons ta be 
employed in the performance of the ~ity 
contract. 

For Contrsctars: Data provided in ., 
Tabla B will be verified by workslte 
inspections. 
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SECTION IV. Certification 
By signing below. the company certifies that it has answered all of the foregoing questions truthfully to the best of its 
knowledge and belief and agrees that IVhe/she will comply and abide by the City af Urbana's God& of Ordinances (Section 2· 
119). 

i o\ ~u.;\JJ o!.QCLu_ RotE&1A lO&LLft·C.8 J)o~E8PE"f?.. 
Signature Printed Name end Title 

~L\oc.eCYl<11C\f\ u.rsenesi.,co M "l \ 1 lt; 
E-mail Address Date 

SECTION V. VerificatiDn 

Prlar to submitting this form, please chack the answers to the fnllawlng questions ta verify your completlon of thJs form: 

1. Did you flR In all of the appropriate boxes In the tabla in Section Ill, Including the '1DTAL" row? 

YES L_ ND __ _ 

2. Have you anclosad your company's EEO statamant? 

YES L ND __ _ 

3. Have you enclaaed your company's Sexual Harassment pallcy? 

YES L ND __ _ 
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DEFINITIONS OF TERMS LISTED DN 
THE WORKFORCE STATISTICS FORM 

(Sar pr1vl1Jt11 Pip) 

DESCRIPTION OF RACE/ETHNIC CATEGORIES 
Race /ethnic daalgnaHons as used by the Dapfll'tment do not denote sclentlflc 
deftnltlons af enthrapolngltal origins. For tha Pli'IJ0$1S of this npart. en employee 
may be Included In the group ta which he ar she 8l)pfl&ra to belong. ldentlfln with. 
ar is ragarded In the cammunlly as belonging. HOWl!ver. na person should be 
counted In mors thsn Ol/8 raca/11hnic grDIJ!l. The reca/ethnlc c1tagortts for this 
report ere: 

Ylh!l! (Not af Hilpanlc arlgln}. All persll!ls having origins In any of the arlglnal 
peoples uf Eul'IJjll. Warth Africa or the Middle Eaat. 

Blapk pf Afr!catt·Amarlcan (Nat of Hl1pllll1: arlgln). AH ptl'liDllS having origins 
In any of the Black racial groups of Africa. 

Hl1penlc ar Latina. U parsons of Mexlcen. PU11rto Rican. Cubao, Central of SO\Jlh 
Al!Ulrl~an. Qr other Spanish culture or origin, reriardless of race. 

Asbll! or Pac!flp lalandar. An persons hevlnQ origins lllY at the ortg!nal plltlples of 
the far East. SDUtheeat Asia. the Indian Subcontinent, ar the Pacific lslanda. This 
ares includes. far example, China, India. Japan. Korea. the PhMlpplna ($lands and 
Samoa. 

Am9rlq1n lnd!nn !! A!•kzin Natlva. All persons having origins In any of the 
original peoples of North Amarlca, and who m1fnteln cul!Ul'tl ldantificaticn 1hraugh 
tribal affllletlan or cammunity racognlUon. 

DESCRIPTION OF JOB CATEGORIES 
Each employee ~hl!Uld be counted In en~ one job category. Select the category 
cootalnlng ths Jobs mast similar ta that performed by the employee. The jobs listed 
in each category are Intended to provide en exempts. not 8 complate list. of all jab 
tltl1s fallng Into thst 011tsgary. 

!lffla!!s ind mnqll'&. Dccupalians requiring edmlnltlratlve and managerlel 
personnel who aet broad puRclsr. mn:lse omall r1sp1111sibi~ty far eimcullan of 
thesa policies. end direct Individual departments or spaclal phBm of flrm's 
operatlona. Includes: offlciala, mcutlves. middle m1111egament, plant managers, 
daJlllr!ment m11m1gera, and StJperlntandanta, aalarlld ;up1rvlsor1 who &NI 
mambe11 of management. purchasiflG 11gents end buyers, radroad conductors and 
yard masters, ship ceptelns, metes and other officers firm cparators and 
managers. end kindred work1rs. 

Prqfn11Qn1!1. Occupations requiring aithar college greduetian ar experience of 
soch kind end emoU!lt ea to provide a cumparabl1 b1N:kground. lnchides: 
BCCDllntants end auditors. airplane pilots end navigators, erchltect1, artlata, 
chemlstB, deeigners. dletlllena. editors, engineers. layn librarlana, 
malh11m1tlclant natural 1cientist. registered profeBSiooal 11U1'111, p1mnn1I end 
labor relllkll\8 speclalla~ physical aclanUsl physlolens. sac:lal scientist, taachara, 
surveyors and kindred workers. 

Jacbn!cllqa. OccupetlP~ requiring a combination al basic &cilntlflc knowledge ind 
11111aual skill which can be abtalned through 2 yaar1 of post htgh school ed11Calion, 
auch a.. fli offered In llllllY technlcal institutes and unlan ccllagu. or through 
equivalent on·the·Jab training. Include: compulflr programmers. draftarl, 
anglnaarlng afdas. junior engl112ers, 11111thematical aldaa, Wcanssd. practical or 
vocational rtUrsea, photographers, radlo aparators. scllllltlf'ic sssimnts. teclncsl 
ilualratori. tm:hnlcians (medical. dental, alectn:inlc. physical scfim~s). and klpihd 
workers. 

'!'PY.) P.0071007 

Sife1. Occupations engaglr12 wllQI~ or primerily In direct selling. lncludas.: 
advertising 11gen11 end mes workera, lnBtl'ance ag1nti Bild br~ers, reel estate 
egenta, and broklra. stock llld bond sales workers, demonstratal'l sales workers 
and aelas clarks. grocery clerks, and caahlars/checksr~. snd kindred workera. 

Dfflct ln4 cl1rlatl. lnclud11s ell clertcal·typa work regardlsss of level of difficulty, 
whera the activities are predominant~ non m11ooal though some manual work not 
dlrectly lnvolv~d with altering or transporting the products is included. lncludea: 
bookkeepers, collectn (bills end accounts). messengers and office he~srs. uftica 
machine opeM1tors (lncludlng computer). shipplflg and recelYJng clerks. 
stenographers, typists end ncretaries. llllegraph 8lld telephone upsretors. le!l'I 
1Hfst1nls. end kindred workers. 

Craft workert (1kllled). MarxJal womrs of ralattvely hi~ akill level having a 
th~rough and 0001prehenslve knnwledge of the procmes Involved ill their work. 
bBrCise consklereble Independent judfn1nt and US1Jalfy rmlve an extanalva 
Plll'IDd of !reining. lncludn: the ooMd!ng trades. haurly peld supervisors end leed 
aperetors who ere net members of occupeti011s, composltora and typ1aatt1rs. 
electrlclans. engravers, painters {conatructlon and rm1Jnt11110t:1). motfoo picture 
projentlonfats, pattern ind model 1118brs. statl111111ry hand painters, coatsrs. 
bakers. dtcQrating occupations, and kindred workers. 

llmctt!vas (umflMll11d). Warb!rs who operate machlna or procauing equipment 
or perform other factory·typ1 dutln pf inter11111diate skill lml which cao be 
1111st1rad in 11 few weaks end raquire only hmlted training, Include;: apJll'!ll.tices 
(BUtll service and stltchers. dryn furnace warkers. heaters, la111dry and dry 
clnn~ op11rstlves. milliners, mine lljlerellvea and labmsra, motor ap1l1'11tors. 
oilers and i,reesers (BXcept auto). peioters (manufactured articles), photagr111hlc 
process warkers. truck and trector drivers. knitting, looping. lllPfng and wmlng 
machine operators. welders end flllme cutters. electrical and electrcnlc equipment 
assamblers, butchers and m&atcuttara. lnapactors. testers and graders. 
handpackera and p11:kagers.1nd kindred workers. 

.. 
laborara {un1knl1d), Womrs In manual occupations wlrit:h gl!netal~ requlre no 
1peclel !reining who perform elem111tery ~!es lhtt may be l11rnsd In 1 few days 
end require the appHcallon of little or nu !ndapendant jucfgment. Includes: garage 
lebnrers. car washers and greasers, grtrundakeapen and gardanera, larmwarbrs. 
stevedoraa, wood chapp1rs. l1borers perfannlfig liltlng. d~gino. mixing. loadlng end 
pulling operation snd kindred worker&. 

Sll'Ylc:1 warnr&. Workers In bath protective and nonprol1ttlva Slll'Yica 
occupatlona. Includes: Attendants (hospital and other ill$!llullona. profeulonal and 
persanal sw-;ice. includ!ng nursu aides. and ordsrll•s). barbars. ch.rworkllrs and 
claanars. cooks. cauntar and lounteln workers. elevator oparatora. ftreflghblrs ~nd 
firs protection, guarda. daorkaapsr11. s1swllt'ds. Janitors, police ollle!rs and 
detectlm. port•rs. waltars 1111d waitresses, amutemsnl and reereatlon facilities 
atterdin!s, guides, ushers, pubUc trensportatlan attendants. end kindred workers. 
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DISCLAIMER 

All employment at the Company is ''at will" and may be terminated by either the employee or the 
Company at any time for any reason or no reason. Any oral statements, promises, or assurances 'to 
the contrary are not binding on the Company and should not be relied upon by the employee or 
applicant. Statements in the employment application~ training materials, policy manuals, or other 
materials do not ponstitute or imply an employment contract and should not be relied upon by the 
employee or applicant under any circumstances as assuring continued employment or superseding the 
at-will employment policy. 

DISCRIMINATION/HARASSMENT COMPLAINT POUCY AND INVESTIGATIVE 
PROCEDURE 

A. INTRODUCTION. 

The Company expects all of its employees to conduct themselves with dignity and respect for 
fellow employees. Harassment by any employee of any type has no place in a business and 
will not be tolerated by the Company. However, if it occurs, this policy is designed to 
provide a procedure for the effective resolution of any employee complaints that are based 
on actual or alleged acts or practices of discrimination or harassment in employment. 

B. fOLICY. 
( 

It is the policy of the Company that all employees are to be treated with respect and courtesy. 
Discrimination or harassment of any employee by another employee or supervisor violates this 
policy and will not be tolerated . 

.,,,... 

In general, harassment is verbal or physical conduct that denigrates or shows hostility or 
~ aversion toward an individual because of his/her race, color, religion, gender, national origin, 

age, or disability, or that of his/her relatives, fiiends, or employee and that: (i) has the purpose 
or effect of creating an intimidating, hostile, or offensive working environment; (ii) has the 
purpose or effect ofunreas~nably interfering with an individual's work performance; or (iii) 
othe~se adversely affects an individual1s employment opportunities. This conduct includes, 
but is ~ot li1lUted to, epithets, slurs, denigrating written or graphic materials, and personal 
conduct. 

Sexual harassment is unwelcome conduct that is sexual in nature and creates an intimidating, 
hostile or offensive work environment, becomes a term or condition of employment, or is 
used as the basis for employment decisions. This conduct includes any unwelcome sexual 
advance, requests or solicitations for sexual favors, or other verbal or physical conduct of a 
sexual nature. Employees are strictly prohibited from engaging in any conduct which would 
likely be perceived as a sexual harassment. 

2. 


