
 
 

 
STATE OF SOUTH CAROLINA STATE REVOLVING FUND (SRF) PROGRAM 

EEO DOCUMENTATION FORM 
 
1. Proposed Prime Contractor or Subcontractor:_____________________________ 

Address:__________________________________________________________ 
   ___________________________________________________________ 
Telephone Number:_________________________________________________ 
 

2. Fill out and attach “Certification by Proposed Prime or Subcontractor Regarding 
Equal Employment Opportunity” (DHEC Form 3592). 

 
3. Attach a copy of the Employer Information Report EEO-1 (also known as 

Standard Form 100) if the firm meets the criteria outlined on page 4 of this form.   
N/A______ (Check N/A if the firm does not meet the EEO-1 Report criteria.) 
 

 4. a. Name of company official responsible for EEO:_______________________ 
b. Attach a copy of the contractor’s Affirmative Action Plan. 
 

 5. a. List current construction contracts, with dollar amount: 
   ____________________$_________ ____________________$_________ 
   ____________________$_________ ____________________$_________ 
   ____________________$_________ ____________________$_________ 

b. List contracting federal agencies, if applicable: 
______________________________ ______________________________ 
______________________________ ______________________________ 
 

6. Detail the sex and race/ethnic composition of the company’s workforce, 
temporary and permanent, by job category.  List statistics by percent or number. 

  
 Job         African      Native 

Category  Male Female  American Asian Hispanic American White 
 
__________ ____ ____  ____  ____ ____  ____  ____ 
__________ ____ ____  ____  ____ ____  ____  ____ 
__________ ____ ____  ____  ____ ____  ____  ____ 
__________ ____ ____  ____  ____ ____  ____  ____ 
__________ ____ ____  ____  ____ ____  ____  ____ 
__________ ____ ____  ____  ____ ____  ____  ____ 
__________ ____ ____  ____  ____ ____  ____  ____ 
 
Number of Disabled: ____ 
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Project Sponsor:_______________________________ 
Project Name:_________________________________ 
SRF Project Number:___________________________ 



7. Check applicable employment sources: 
 

Newspaper Advertisement ____    Trade Schools ____ 
Job Service ____        Trade Associations ____ 
Walk-In Applications ____     Other:  _______________________ 
Employee Referrals ____ 
 

8. List anticipated employment needs for this project, indicating percentage or 
number of female/minority participation in each trade: 

 
        African         Native  

Trade   Female  American  Asian  Hispanic  American 
__________ ____  ____   ____  ____   ____ 
__________ ____  ____   ____  ____   ____ 
__________ ____  ____   ____  ____   ____ 
__________ ____  ____   ____  ____   ____ 
 
OR  Check Yes ____ if you plan to only use your existing workforce. 
 

9. Prime Contractors Only:  Fill out and attach “Prime Contractor’s Subagreement 
Certification” (DHEC Form 3591). 

 
10. Contract Price:  $_______________. 
 
11. Duration of Contract:______________. 

 
12. All Prime Contractors and Any Subcontractors whose subcontract equals or 

exceeds $25,000:  Fill out and attach “Certification Regarding Debarment, 
Suspension and Other Responsibility Matters” (DHEC Form 3590). 

 
 
 
 
 

 
Signature of Authorized Official 
 
 
Print Name and Title of Authorized Official         Date 
 
 
 
INSTRUCTIONS FOR COMPLETING THE EEO DOCUMENTATION FORM  
 
 
DHEC 2323 (9/2008) 

Submit to: 
SCDHEC, Water Facilities Permitting Division, SRF Section, 2600 Bull Street, Columbia, SC 29201 
 



 
 

INSTRUCTIONS FOR COMPLETING THE EEO DOCUMENTATION FORM 
DHEC 2323 

 
 
 
The purpose of the EEO Documentation Form is to document compliance with the Equal 
Employment Opportunity (EEO) requirements which prohibit discrimination in 
employment practices on the basis of race, color, religion, national origin, sex, age or 
handicap.   The affirmative action program is designed to enhance hiring, training, and 
promotion opportunities for minorities and women and is governed by Executive Order 
11246. 
 
This form must be completed be each prime contractor and any subcontractor whose 
contract amount exceeds $10,000. 
 
Please provide the name of the Project Sponsor, project name and State Revolving Fund 
(SRF) project number.  Please answer each question and submit the requested 
attachments with this form. 
 
DHEC Review and Filing.  The Bureau of Water will use the above referenced form to 
document each prime contractor and subcontractor’s compliance with the EEO 
requirements.  The form will be kept in the SRF DBE/EEO file of the project name listed 
on the form.  The EEO Designation Form will be retained on file with the Bureau of 
Water for twenty years. 
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Employer Information Report EEO-1 
 
 
Under the direction of the U. S. Equal Employment Opportunity Commission, the Joint 
Reporting Committee (JRC) is responsible for the full-length, multi-phase processing of 
employment statistics collected on the Employer Information Report EEO-1.  This report, 
also known as Standard Form 100, details the sex and race/ethnic composition of an 
employer’s work force by job category. 
 
The Employer Information EEO-1 survey is conducted annually under the authority of 
Public Law 88-352, Title VII of the Civil Rights Act of 1964, as amended by the Equal 
Employment Opportunity Act of 1972.  All employers with 15 or more employees are 
covered by Public Law 88-352 and are required to keep employment records as specified 
by Commission regulations.  Based on the number of employees and federal contract 
activities, certain large employers are required to file an EEO-1 Report on an annual 
basis. 
 
The EEO-1 Report must be filed by: 
 

(A) All private employers who are:  (1) subject to Title VII 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 VII 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 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. 

 
When filing for the EEO-1 Report for the first time, go to the web site at:  
http://www.eeoc.gov/eeo1survey and select “Filing for the first time” from the 
information box.  Fill out the electronic questionnaire to enter your company into the JRC 
system.  Once you have completed the registration process, you will be contacted on how 
to proceed with the EEO-1 Report.  If you have previously registered with the JRC, 
follow their instructions to update your information. 
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