.

Instructions For Preparing FORM FHWA 1391
All Contractors must file a Form FHWA 1391 for each of the contracts listed in the letter from the Affirmative Action Program, regardless of whether any work was performed during the applicable period.  Any prime or subcontractor who does not submit a Form FHWA 1391 may have estimates withheld.
TO COMPLETE FORM FHWA 1391 FOR ACTIVE AND INACTIVE CONTRACTS

Active Contracts are contracts with work being performed by employees in the last full pay period of July.  Inactive Contracts are contracts having no work performed during this period.

Reporting Requirements.
· Box 1-Select Contractor or Subcontractor

· Box 2-Type in Company Name

· Box 3-Type in Contract number or Pin number listed on the letter

· Box 4-Type in the dollar amount if the contract is Active.  If the contract is In Active , type in the words NO WORK. 
· Box 5-Type in the County where the Project is located
· Box 6 (Sections A-B-C) For Active contracts enter the number of employees who worked in each job classification.  Note: Employees can only be counted on one contract; even if they worked on multiple projects during the last full work week in July.  Apprentices and On-the-Job Trainees should be listed in Tables B and C.  Each employee should be listed in the category closest to their actual work assignment i.e. a flagger would be unskilled labor.  For Inactive contracts leave all of Box 6 blank.
· Box 8-Type in Name and Title of the person preparing the form.  The typed name will be accepted instead of an actual signature
· Box 9-Type in the Date the form was completed.
FORM FHWA 1391 may be downloaded  at https://www.tn.gov/tdot/civil-rights/affirmative-action-program.html under Reporting Requirements.  
SUBMITTING FORM FHWA 1391 TO THE AFFIRMATIVE ACTION PROGRAM  
Save the completed Form FHWA 1391 in Excel format and send it to AA.CC@TN.gov. 
Please save each file in the following format as it will make analyzing the data much easier:

For example, for a project with a contract number the file should be saved as CNT201.yourcompanyname.XLS or if the project has a pin number 11000.02.yourcompanyname.XLS
The forms are due no later than August 31, 2022.  Forms that are not in Excel format will not be accepted.
Any questions should be directed to the Affirmative Action Program by email to  AA.CC@TN.gov.
