State & Local Government
(EEO4) Survey

This document is a guide on how to file online.

The following are the necessary high-level steps to file online.
* Collect employment data by function

* Then go to URL provided in survey notification letter.
* Select the option to “File Survey”

* When finished, print your form




EEO4 Website Home Page

This web page provides information about filing the current
year EEO4 Survey.

The EEO4 Survey Home Page provides links to downloadable
forms and special instructions.

This page also provides links to instructions for filing online.

Home

Instruction Booklet
Sample PDF
Upload File Format

Summary Sheet
3528

Instructions for Filing
Online

Instructions for Filing
Computer Printout

Contact Us
Login
Reqgistration

Hawaii Only
Hawaii Sample PDF

Hawaii Instruction
Booklet

WELCOME TO THE 2009 EEO-4 SURVEY

The EEO-4 survey, formally known as the State and Local Government Report, is collected in
odd-numbered years from State and Local governments.

WHO MUST FILE REPORT EEO-47?

Under Public Law 88-352, Title VIl of the Civil Rights Act of 1964, as amended by the Equal
Employment Opportunity Act of 1972, all State and local governments that have 15 or more
employees are required to keep records and to make such reports to the Equal Employment
Opportunity Commission as are specified in the regulations of the Commission.

Those who must file this report include:

(a) all States; and

(b) all other political jurisdictions which have 100 or more employees.

Filing Deadline: Date will be updated.

To BEGIN, CLICK LOGIN




Login Page

Survey participants will use their
Jurisdiction’s Login 1D (your Control
Number) and a Password to gain access of
EEO4 Online Filing System.

Home

The Login 1D and Password will be included WELCOME TO THE ONLINE EEO0-4 APPLICATION
- PR TR 7 - Instruction Booklet
in each Jurisdiction’s survey notification
letter. Sample PDF Login Id
Upload File Format
Password
Summary Sheet
3528
_
Instructions !or Filing Login problems? Forgot Password?
Computer Printout
Contact U
f s Note: Password is case sensitive
Login
Registration

System Notification:

U.5 Government Information System: The System Use is accessing a U.S Government
Hawaii Only Information_ _ . . .

System Usage: System Usage is monitored, Recorded, and Subject to Audit.

Secure: Data is transferred over the internet using encryption, assuring your privacy.

T T IERET Unaut_hnrized Use: Unauthorized use of system is prohibited and subject to criminal and civil
Booklet penalties.

*

*

Hawaii Sample PDF

* &



After login

This screen appears after login.
Please read the conditions/rule
and click ‘accept’ to continue.

PLEASE ACCEPT THESE CONDITIONS/RULE TO CONTINUE

Your ability to use this system is dependent on your acceptance of the following conditions,

1. The system is to be used only for the purposes of filing yvour EEO-4 reports and the retrieval of
reports that vou have filed previously.

2. The system may not be used to access information that is not directly relevant to your umion.
3. You may not use the system to retrieve, modify or destroy information that is not your own.

4 The system is only to be accessed using the procedures prescribed by the U.S. Equal Employment
Opportunity Commission and only by using the Password and User ID provided by the U.S. Equal
Employment Opportunity Commission.

5. If you accidentally obtain access to another organization's data you may not save, utilize or distribute
such data and your must notify U.S. Equal Employment Opportunity Commission.

[ accept these conditions and will comply with these rules.
ACCEPT DECLINE

You will be logged out if you decline.



Provide the Email Id after first login

Please enter the valid email id and click submit.

Please provide us with your email id. This will be used to send you a new password in case you forget it.

E-mail

submit



Function Selection Page

This is the page you should see after login.

The Jurisdiction would be required to report the total
number of fulltime employees being reported for
the 2009 survey and the functions each Jurisdiction
performs on the Function Selection Page. Previous
year function data will be provided as a reference.

Employers with more that 999 employees are

required by EEOC to file one form for each function
performed.

Employers with less than 1000 employees are required
to file one (1) report which includes all employees in
functions performed with fewer than 100 employees.
In addition to (1), file a separate report for each
function which has 100 or more employees

Special Districts and Jurisdictions that have an
alpha character (A through Z) at the end of their
Control Number represents Supplemental Addresses
that are agencies or departments of the parent
Jurisdiction given special permission by EEOC to
file EEO4 reports on their own. These Jurisdictions
are only required to file a single function report.

Jurisdiction Name |JUF‘~.ISDICTION Previous Year's Employment

Control Number ! Full-time Part-time New Hires

87 2 |2

SELECT ALL FUNCTION THAT APPLY AND ENTER THE NUMBER OF FULL TIME
EMPLOYEES FOR EACH FUNCTION

FuncTions 1 1o 5 FuncTions 6 To 10 FuncTions 11 1o 15
1. Financial Administration and 6. Natural Resources and .
General Control 1100 Parks and Recreation D b ErmesioE D
2. Streets and Highways. D 7. Hospitals & Sanatoriums 22 12. Utilities & Transportation D
3. Public Welfare D 8. Health D 13. Sanitation & Sewage D
4. Police Protection D 9. Housing D 14. Employment Security D
5. Fire Protection D 10. Community Dewvelopment D 15. Other 23

IF TotAL FuLL-Time EmpProvees 15 < 1000 ano THE sum oF AL Funcmions with FuLL-Time EmpLovees LEss THAN 100.

16. Summary Functiocn D

Number of Full-Time Employees: |1 145

submit I



Jurisdictions with less than 1000

Employees

Move mouse over the function for a
description of the function you selected on the
prior page if you’re not sure which employees
to assign to a function.

This page determines the exact number of
forms the Jurisdiction will be required to file
for the 2009 survey year based on the it’s
employment selections entered for functions
over 99 Full Time Employees.

The Jurisdiction selections combined with the
number of employees for each function that is

performed enables the Jurisdiction to
complete their filing accurately and
completely for the survey year

Providing the information for functions with
100 or more employees allows the program to

automatically generate only the forms needed
to complete the EEO4 Survey.

If the Jurisdiction has no functions over 99
employees, then check and enter value for
summary function and click on the submit
button at the bottom of the page.

Jurisdiction Name IJUF‘-.ISDICTION Previous Year's Employment

Control Number Full-time Part-time New Hires

87 2 |2

SELECT ALL FUNCTION THAT APPLY AND ENTER THE NUMBER OF FULL TIME
EMPLOYEES FOR EACH FUNCTION

Functions 1 1o 5 FuncTions 6 1o 10 FuncTions 11 to 15
1. Financial Administration and 6. Matural Resources and .
General Control 1100 Parks and Recreation D RS D
2. Streets and Highways. D 7. Hospitals & Sanatoriums 22 12. Utilities & Transportation D
3. Public Welfare D 8. Health D 13. Sanitation & Sewage D
4. Police Protection D 9. Housing D 14. Employment Security D
5. Fire Protection D 10. Community Development D 15. Other 23

IF TotAL FuLL-Time EmpProvees 15 < 1000 ano THE sum oF AL Funcmions with FuLL-Time EmPLovees LEss THan 100.

16. Summary Function D

Number of Full-Time Employees: |1 145

submit I



Jurisdictions with 1000 or more

Employees

The total number of employees employed for each
function by a Jurisdiction is identified on the
Qualifying Function Selection Page. An additional
edit check is used when the Jurisdiction fills in the
online form for each function.

Move mouse over the function for a description of the
function if you’re not sure which employees to assign
to a function.

The Jurisdiction selections combined with the
number of employees for each function that is
performed enables the Jurisdiction to complete their
filing accurately and completely for the survey year.

When completing the employment data, correct
totals must be provided and the total from Section D
(Full Time), row 65 Column “A” must match the
number submitted from this Qualifying Function
Selection Page before the Jurisdiction can

continue.

Checks are made for empty fields, zeros, and
incorrect totals before the Jurisdiction is allowed to
continue to the next step. As you enter the
employee total for each function a running total
(middle right) lets you know if the functions add up
to your full time employee total.

Jurisdiction Name IJURISDICTION Previous Year's Employment

Control Number Full-time Part-time New Hires

87 2 I

SELECT ALL FUNCTION THAT APPLY AND ENTER THE NUMBER OF FULL TIME
EMPIOYEES FOR EACH FUNCTION

Functions 1 1o 5 FuncTions 6 to 10 Funcrions 11 To 15
1. Financial Administration and 6. Natural Resources and =
General Control 1100 Parks and Recreation D Radeoecton= D
2. Streets and Highways D T. Hospitals & Sanatoriums 22 12. Utilities & Transportation D
3. Public Welfare D 8. Health D 13. Sanitation & Sewage D
4. Police Protection D 9. Housing D 14. Employment Security D
5. Fire Protection D 10. Community Development D 15. Other 23

IF TotaL FuLL-Time EmpLovees 1s < 1000 anp THE sum oF ALL Funcmions with FuLL-Time EmPLOYEES LESS THAN 100.

16. Summary Function I:‘

Number of Full-Time Employees: |1145

submit I



Select Function to Enter

A master form will be generated for each Jurisdiction.
Each selected function with more than 99 employees (or
all selected functions for Jurisdictions with more than 999
FTEs) will be provided an Function button to allow the
keying of Section D matrix information.

If the address needs to be changed, make your changes in
Section B. After completing the change, click on the
Submit button to complete the change. As soon as you
CrlliCIf( on Submit the change will be reflected in the top of
the form.

Function Reset button— If you decide that what you
selected or keyed to date is not correct, click on this
button (at the top of the page) and you will be returned
back to the function selection page (first page) and any
keyed forms or selections previously made will be reset
back to their original state.

EQUAL EMPLOYMENT OPPORTUNITY COMMISSION

Function Reset I

APPROVEDEY OME

STATE AND LOCAL GOVERNMENT INFORMATION (EEO) 30460008
EXPIRES
EXCLUDE SCHOOL SYSTEMS AND EDUCATIONAL INSTITUTIONS 12/32/2005
(Read attached instructions prior to completing this form)
DO NOT ALTER INFORMATION PRINTED IN THIS BOX MAIL COMPLETED FORM TO:
Contr] Number [3930000 SR e
A. TYPE OF GOVERNMENT (Check one box only)
@ 1.state © 2. County © 3.City © 4. Township © 5. Special District
© 6. Other (Specify):
B. IDENTIFICATION | submit
1. NAME OF POLITICAL JURISDICTION (If same as label, skip to Item C)
JURISDICTION NAME
2. AddressNumber and Street |CITY, TOWN COUNTY STATE ZIP EEOC USE ONLY
15WEST CITY COUNTY VA 20180
C. FUNCTION

(Check one box to indicate the function(s) for which this form is being submitted. Data should be reported for all de&artments and agencies
in your government covered by the function(s) indicated. If you cannot supply the data for every agency within

e function(s) attach a

list showing name and address of agencies whose data are not included.)

Summary Function: | Function16 PRINT CERTIFY
LFémllllceicat]i Adl]’bliléi.st'l:'iﬂt‘iﬂﬂ. T%i(l billing
and col on, budgeting, purchasing, A q . .
Rat7al scoouiing and Siblar fnancial | [Fumctions ) HEALTE, Provison of publc healthservices qutpatent
administration carried on by a treasurers, |  gaved health alcohol rehabilitation servica, efc. 2
auditor’s or comptroller’s office and - ! Cha
Function1 | (GENERAL CONTROL. Duties usually
iperformed by boards of supervisors or
commissioners, central administration . HOUSING. Code enforcement, low rent public housing, fair
offices and agencies, central personnel or Function9 | [housing ordinance enforcement, housing for elderly, housing
planning agencies, all judicial offices and rehabi.ﬁtation. rent control.
e:n%]o_vee.s (Judges, magistrates, bailiffs,
etc.
2. STREETS AND HIGHWAYS.
Maintenance, repair, construction and Function10 | |10- COMMUNITY DEVELOPMENT. Planning, zoning, land
Completed [@dministration of streets, alleys, LEVCINE development, open space, beautification, preservation.
sidewalks, roads, highways and bridges.
c PUBHCd‘v&l'F% tlluigiinte?an&a of
omes and other ins ons for the o p : :
Function3 | [needy; administration of public assistance. | Function11 | |LFORRECTIONS. Jails, reformatories, derention homes,
(Hospitals and sanatoriums should be ¢ s P ) B P!
reported as item7.)
ﬁ' POLICE PROTECTION. Duties of a police
lepartment sheriffs, constable's, coroner's 12 UTILITIES AND TRANSPORTATION. Includes water
Functiond | |office, etc., including technical and Function12 | |supply, electric power, transit, gas, airports, water
clel_'ic_z;‘] employees engaged in police transportation and terminals.
vities.
6. NATURAL RESOURCES, Agriculture,
forestry, forest ﬁmgmtemun. irrigation
drainage, flood control, etc., and
= PARKS AND RECREATION. Provision, = 1]
Funclion6 | | e tenance and ‘operation of parks, Function14 | |14. EMPLOYMENT SECURITY STATE GOVERNMENTS ONLY
p]avgmund.s, swimming pools,
audiforiums, museums, marinas, zoos,
ete.
7. HOSPITALS AND SANATORIUMS. | }
Function7 | (Operation and maintenance of institutions | Function15 | |15. OTHER (Specify on Page Four)
for inpatient medical care.

PRINT CERTIFY




Full Time Employment Page

This is an example of the fulltime employment matrix. This is
the screen you will see after clicking on any of the Function
buttons in the previous slide. Note that two job categories are
displayed per page in the same order as form 164 and row 65
(column totals) is displayed at the end of the second page.

You must complete this matrix (section D) for each function
with more than 99 employees (or all functions for Jurisdictions
with more than 999 FTEs). Complete all applicable lines (1
thru 83), entering the employment data in columns A through
K. When the Full Time Employment Page is submitted,
standard business rules apply; checks are made for incorrect
totals in both row and column. Correct totals must be provided
and the total from row 65 column A must match the total
FTE (Full Time Employees) number submitted from the
Qualifying Function Selection Page before the Jurisdiction
can continue.

You can stop here by clicking on Save and Quit
to resume at a later time OR click on Continue to enter
data for remaining part of matrix (section D).

D. EMPLOYMENT DATA AS OF JUNE 20

(DO NOT INCLUDE ELECTED/&PPOINTED OFFICIALS. BLANKS WILL BE COUNTED AS ZERGC)

1. FULLTIME EMPLOYEES (TEMPORARY EMPLOVEES ARE NOT INCLUDED)

E MALE FEMALE
E 55-;?2‘:?5\}5" (cé'EJE}; . [L‘[g}r—rg; [3;‘:::;; HISPANIC ASOIRAN AT’\I‘EEI:{EQN “[,n(]j;[rE [3'6’?%—?; HISPANIC ASGI:N A?ﬁgéi":,“
hi 000) HISPANIC |HISPANIC [ PACIFIC ALASKAN HISPANIC |HISPANIC T PACIFIC ALASKAN
g DRISIN] DRISIN] ISLAgDER NATIVE OR]GGIN] ORIE]N] ISLAJNDER NATIVE
= F K
[ [ eoess [ 0 0 0 0 0 0 0 0 0 0
g 215005 o 0 ] ] 0 ] 0 ] 0 0 0
E 3.200-248 |c 0 0 0 0 0 0 0 0 0 0
E <asoms [0 0 0 0 0 0 0 0 0 0 0
3 [sm0as 0 0 0 0 0 ) 0 ) 0 0 0
é s.esems [0 0 0 0 0 0 ] 0 0 0 0
% 7550655 0 0 0 0 0 0 0 0 0 0 0
5. 70.0 PLUS |c 0 0 0 0 0 0 0 0 0 0
[ [ssorss [ 0 0 0 0 0 0 0 0 0 0
10, 16.0-18.5 |c 0 0 0 0 0 0 0 0 0 0
L |rmes|p 0 0 0 0 0 0 0 0 0 0
E 12. 25.0-32.9 IC ) ) il 0 il 0 il 0 0 0
é 13. 33.0-42.9 IC ) ) il 0 il 0 il 0 0 0
& [1a ss05es [o 0 0 0 0 0 0 ] 0 0 0
15, 55.0-88.8 |c 0 0 0 0 0 0 0 0 0 0
16700 puss [0 0 0 0 0 0 0 0 0 0 0
[ [rsosuss [ 0 0 0 0 0 0 0 0 0 0
1518005 [0 0 0 0 0 0 0 0 0 0 0
15. 20.0-24.9 IG ) ) o 0 o 0 o 0 0 0
% 20.25.0-325 |g 0 0 0 0 0 0 0 0 0 0
% [rmoas [ 0 0 0 0 0 0 0 0 0 0
ll=coeo |c 0 0 0 0 0 0 0 0 0 0
2. 5005 0 0 0 0 0 0 ] 0 0 0 0
20700 puss [0 0 0 0 0 0 0 0 0 0 0
" [mecss o 0 0 0 0 0 0 0 0 0 0
2 [ 16000 o 0 0 0 0 0 0 0 1] 0 0
§ 27. 20.0-24.5 |0 0 0 il 0 0 il 0 il 0 o
£ [ 2scms o il il 0 0 0 0 il 0 il 0
% s 330023 [0 0 0 0 0 0 0 0 1] 0 0
% 30. 43.0-54.8 [0 0 0 o ] 0 o ] o ] 0
E 31. 55.0-62.9 (|0 0 0 0 0 0 0 0 0 0 0
32 700 puss [0 0 0 0 0 ] 0 0 0 0 0
(1-32) TOTAL

FULL TIME

=]

o

=1

=

e § §

=]

Back I Save and Quit | Continue |




Part Time and New Hires Page

This is an example of the Other Than Full
Time (Part-time) and New Hire employment
matrix. This appears after the Fulltime
matrix.

The Part-Time and New Hires Page allows
Jurisdictions to perform the same operations for
these type of employees as those entered in the
Fulltime Employment Page.

There cannot be any New Hires without Fulltime
employees. New Hires should include all employees
hired in the year July 1, 2008 to June 30, 2009
regardless of whether or not they are still employed

on June 30, 2009.

You can stop here by clicking on Save and Quit
to resume at a later time OR click on Continue to

go to next page to complete data for selected
function .

D. EMPLOYMENT DATA AS OF JUNE 30
(DO NOT INCLUDE ELECTEDY AFPOINTED OFFICIALS. BLANKS WILL BE COUNTED &S ZERO)

2. OTHER THAN FULL-TIME EMPLOYEES (INCLUDE TEMPORARY EMPLOYEES)

g MALE FEMALE
=] TOTAL AMERICAMN AMERICAN
z (coLumns | WHITE BLACK ASIAN ST WHITE BLACK ASLAN TR
= BTok) | [(NOTOF | (NOTOF |, cppnic| O oR (NOT | (NOTOF | connic| 2 oR
5 A HISPAMNIC |HISPANIC PACIFIC ALASKAN HISPAMNIC |HISPANIC 1 BACIFIC ALASKAN
= ORIGIN) ORIGIN) ISLANDER NATIVE ORIGIN) ORIGIN) ISLAMDER NATIVE
=] B c E G H ]
= F K
o oo o o b o b o s
|-6]'. PROFESSIONALS ||D |D |D |D |D | 0 |U‘ |U‘ |D |D | 0
58 TECHNICTANS ID 0 0 0 0 0 0 0 0 0 0
Ser o 0 0 0 0 0 (i (i 0 0 0
z:i?_l\- PROFESSIONAL ID D D D D D D D D D D
71. ADMIN SUPPORT ID 0 0 0 0 0 0 0 0 0 0
73. SKILLED CRAFT ID 0 0 0 0 0 0 0 0 0 0
73. SERV./MAINT. ID 0 0 0 0 0 0 0 0 0 0
74. OTHER THAN
UL e (ves ) D D D D 0 0 0 D D D
56-73)
3. NEW HIRES DURING FISCAL YEAR - PERMAMNENT FULL TIME ONLY JULY 1 - JUNE 30
75. OFFICIAL/ADMIN ID 0 0 0 0 0 0 0 0 0 0
75. PROFESSIONALS ID i U i i U i (1] (1] (1] U
77. TECHNICIANS ID 0 0 0 0 0 0 0 0 0 0
e o 0 0 0 0 0 (i (i 0 0 0
;ii?_l\- PROFESSIONAL ID D D D D D D D D D D
[50. ADMIN SUPPORT ID 0 0 0 0 ] 0 0 0 0 0
[B1. SKILLED CRAFT ID (1] (1] (1] (1] a 0 ] 0 0 0
52. SERV./MAINT. ID 0 0 0 0 0 0 0 0 0 0
(53, TOTAL NEW
HIRES ID 0 0 ID ID ID ID ID 0 0 0
(LINES 75-82)
Back | Save and Quit | Conrtinue I




Data Completion Page

After submitting the Part time and New Hire data for each
function, the application displays a Certification Page.

If the function includes any Criminal Justice Agencies,
their NCIC number must be included in the first box.

You need to enter the agencies that this function
represents in the space above the contact information.

COMPLETE REMAINING DATA

Back to Function Page | I“"-.“-.'!"DD IE

Back Toll Free Customer Service: 1-877-439-2572

R_E%EAR_I\S (List National Crime Information Center (NCIC) number assigned to any Criminal Justice Agencies whose data are included
in this report)

only 160 Chracters alowed

***LIST AGENCIES INCLUDED ON THIS FORM***

only 160 Chracters alowed

Back Save




Function 15 Data Completion Page

For Jurisdictions that file a Function 15, a special
“Completion Page” is provided that lists valid
activities performed.

The Jurisdiction is required to select the Agency
activity they perform which is not covered by
functions 1 through 14.

This completion page is provided to assist the
Jurisdiction in the selection process to complete the
form.

This page contains the Activity list as a selection of
check boxes for function 15.

COMPLETE REMAINING DATA

Back to Function Page |

Back

s F
L. ..000 5

Toll Free Customer Service: 1-877-439-2672

REMARKS (List National Crime Information Center (NCIC) number assigned to any Criminal Justice Agencies whose data are included

in this report]

only 160 Chracters alowed

**3LIST AGENCIES INCLUDED ON THIS FORM?***

Description of Agency Description of Agency Description of Agency

ambulance Dog Control Library

Animal Control Emergency Services Liquor Commission

Description of Agency

Description of Agency

‘Outstation Vehicle Maintenance

Parking Service Veteran Services

Cemetery Manpower Paramedics Warehouse Inspector Youth Bureau
CETA Human Resources Mechanical Maintenance School for the Retarded WIN
Civil Defense Human Services Moter Pecl Shep
OTHER:
Back I Save I




Function Status Keyed OR Completed

Functions whose data is entered are shown as keyed and One
which are completed are shown as completed in eeo4 form
pagel.

If the data is modified after certifying function, the status is
changed back to keyed again until data is re certified.

Function Reset I

EQUAL EMPLOYMENT OPPORTUNITY COMMISSION
STATE AND LOCAL GOVERNMENT INFORMATION (EEO4) 304

APPROVEDEY OME

EXPIRES
EXCLUDE SCHOOL SYSTEMS AND EDUCATIONAL INSTITUTIONS 12/32/2005
(Read attached instructions prior to completing this form)
DO NOT ALTER INFORMATION PRINTED IN THIS BOX MAIL COMPLETED FORM TO:
Contr] Number [3930000 SR e
A. TYPE OF GOVERNMENT (Check one box only)
@ 1.state © 2. County © 3.City © 4. Township © 5. Special District
© 6. Other (Specify):
B. IDENTIFICATION | submit

1. NAME OF POLITICAL JURISDICTION (If same as label, skip to Item C)

JURISDICTION NAME

2. AddressNumber and Street |CITY, TOWN COUNTY STATE ZIP EEOC USE ONLY
15WEST CITY COUNTY VA 20180 ;

C. FUNCTION

(Check one box to indicate the function(s) for which this form is being submitted. Data should be reported for all de&artments and agencies
in your government covered by the function(s) indicated. If you cannot supply the data for every agency within
list showing name and address of agencies whose data are not included.)

e function(s) attach a

Summary Function: | Function16

PRINT CERTIFY

1.Financial Administration. Tax billing
and collection, budgeting, purchasing,

8. HEALTH. Provision of public health services, outpatient

for inpatient medical care.

icentral accounting and similar financial Function8 s L e 4
administration carried on by a treasurers, |  gaved ﬂég]'fﬁ’ ;ﬁ}ﬁg ﬁ;ﬁi{%ggﬁ&%&ﬁ% fmsnection simental
auditor’s or comptroller’s office and - ! Cha
Function1 | (GENERAL CONTROL. Duties usually
iperformed by boards of supervisors or
commissioners, central administration . HOUSING. Code enforcement, low rent Ipub]ic housing, fair
offices and agencies, central personnel or Function9 | [housing ordinance enforcement, housing for elderly, housing
planning agencies, all judicial offices and rehabi.ﬁtation rent control.
e:n%]o_vee.s (Judges, magistrates, bailiffs, !
etc.
2. STREETS AND HIGHWAYS.
Maintenance, repair, construction and Function10 | |10- COMMUNITY DEVELOPMENT. Planning, zoning, land
Completed [@dministration of streets, alleys, MICINE development, open space, beautification, preservation.
sidewalks, roads, highways and bridges.
c PUBHCd‘v&l'F% tlluigiinte?an&a of
omes and other ins ons for the o p : :
Function3 | [needy; administration of public assistance. | Function11 ]llglf"?ﬁggg} Sﬁj;&":' r:gf&%g“?éﬁﬁg&ggﬁﬂ;ﬂ:&
(Hospitals and sanatoriums should be ¢ s P ) B P!
reported as item7.)
ﬁ' POLICE PROTECTION. Duties of a police
lepartment sheriffs, constable's, coroner's 12 UTILITIES AND TRANSPORTATION. Includes water
Functiond | |office, etc., including technical and Function12 | |supply, electric power, transit, gas, airports, water
cl{%ic_a] employees engaged in police transportation and terminals.
a jes.
6. NATURAL RESOURCES, Agriculture,
forestry, forest ﬁmgmtemun. irrigation
drainage, flood control, etc., and
= PARKS AND RECREATION. Provision, = 1]
Funclion6 | | e tenance and ‘operation of parks, Function14 | |14. EMPLOYMENT SECURITY STATE GOVERNMENTS ONLY
p]avgmund.s, swimming pools,
audiforiums, museums, marinas, zoos,
ete.
7. HOSPITALS AND SANATORIUMS. | }
Function7 | |Operation and maintenance of institutions | Function15 | |15. OTHER (Specify on Page Four)

‘ PRINT | [ CERTIFY




Print to verify and link to certify data

You have a chance to review your data before you certify.

Click on ‘PRINT ALL’ to print all functions or individual
functions link to print individual functions. Link opens in
PDF.

In case you have not completed data for all selected
function and status for any function is shown as “initial” or
‘keyed’, click on BACK TO SURVEY and complete the
data for remaining functions.

If status of all functions is shown as ‘Completed’ then you
are ready to certify your data.

Click on ‘CLICK HERE TO CERTIFY DATA’

This Control Number is yet to be certified.

Link opens in PDF. You must have Adobe Acrobat Reader version 5.0 or higher installed on your PC in order to download and print. Iif you do not

have Adobe Acrobat Reader version 5.0 or higher, click here to download a copy from Adobe's web site.

Please click [PRINT ALL] fo PRINT or VIEW ALL functions DATA in PDF.

OR

Please click on below function type links to PRINT or VIEW individual functions DATA in PDF.

| Function | status | Completed Updated Date
‘[2 - STREETS AND HIGHWAYS] ‘Completed ‘2009-05-22
|18 HEALTH] | Keyed

+ BACK TO SURVEY + CLICK HERE TO CERTIFY DATA

To view historical reports Click Here



Certify Data

Enter all required information. CERTIFY DATA

. Back To §
Click on “Select’ button to select date. ack Tosuvey

Control Number """ yet to be Certified.

—

. . , . 1
Click on “Save’ to certify data. Back Toll Free Customer Service: 1-877-439-2572

CERTIFICATION. I certify that the information given in this report is correct and true to the best of my knuw]edT%e and was reported in
In case you want to modlfy data before Certify click on accordance with accompanying instructions. (Willfully false statements on this report are punishable by law, US Code, Title 18, Section
) 1

1001.)
‘Back to Survey’ to edit your function data. * NAME OF PERSON TO CONTACT REGARDING THIS FORM * TITLE
testing testing
ADDRESS (Number and Street, City, State, Zip Code) * TELEPHONE NUMBER (XXX-XXX-XXXX)
testing 703-111-1111
Ext:

FAX NUMBER (XXX-XXX-XXXX)

DATE 06-23-2009 *t'ntfprD NAME/TITLE OF AUTHORIZED OFFICIAL |+ g1aNATURE
asting

* EMAIL [testing@tcom

EECQC FORM 164, FEE ¢7 (Previous Editions Obsolete)

Back Save




Print Survey Forms

Once you have Certified your data, Please note down the

confirmation number. CONFIRMATION FOR CONTROL NUMBER: ' ) 10000

Now that you have completed the survey, you should print You have successfully completed 2009 EE04 Report for Control Number ~720000 on 6/23/09 4:33 PM. Your
your copies. confirmation number is E1141998101ES. Please print the copy for your records.

YOU can |Og in to the SUFVEy during the data COI IeCtion Link opens in PDF. You must have Adobe Acrobat Reader version 5.0 or higher installed on your PC in order to download and print. If you do not
periOd and will a|WayS be returned to this page to print the have Adobe Acrobat Reader version 5.0 or higher, click here to download a copy from Adobe's web site.

reports. However, we suggest you do so right away to

avoid forgetting until the survey is closed and the reports Please click [PRINT ALL] to PRINT or VIEW ALL functions DATA in PDF.

are no longer available.
OR

You can also view historical report from this page.

Historical reports also opens in PDE Please click on below function type links to PRINT or VIEW individual functions DATA in PDF.

| Function | status | Completed Updated Date
|[2: STREETS AND HIGHWAYS] |completed  [2009-06-22
|18 HEALTH] | completed  [2009-06-23
« BACK TO SURVEY + CLICK HERE TO CERTIFY DATA

To view historical reports Click Here



The End of Presentation

We hope that you found this series of slides helpful in understanding the work flow for the
EEO4 Online Filing System.

If you have any questions, please contact us via the information in the Notification Letter or via
the Contacts link on the left hand side of the home page.

Don’t forget to print a copy of your completed work.



