	COMMONWEALTH OF PENNSYLVANIA

	STD-25
	REV. 07-07



	REPORT ON CONTRACT COMPLIANCE FULL DOCUMENT/ONSITE REVIEW 

	Contractor’s/Grantee’s firm/organization name:

     
	Date:

     

	1. Contractor’s/Grantee’s phone number:

     
	2. Contractor’s/Grantee’s Federal I.D.#:
     
	3. State Agency Name:

     

	4. Type of Contract:
	5. Type of Review:
	6. Dates:

	
	 FORMCHECKBOX 
 Construction
	 FORMCHECKBOX 
 Grant
	
	 FORMCHECKBOX 
 Full Document 
	
	Date of Full Document Review       

	
	 FORMCHECKBOX 
 Non-Construction
	 FORMCHECKBOX 
 Local Ed Agency
	
	 FORMCHECKBOX 
 On-site
	
	Date of On-site Review       

	7. Address of Contractor’s Principal Facility Involved in the Contract/Grant:

     
	8. Project Address of Contractor/Grantee (if different):

     

	9. Type of Contractor (prime or sub, vendor, supplier, service, etc.)

Specify:      
	10. Name and Title of Chief Executive Officer:

     

	11. Name and Title of Project Officer (if applicable):

     
	12. Name and Title of Equal Employment Opportunity Officer 

     

	     Name and Title of other contact person:

     
	% of time spent on EEO duties:      
EEO duties:      

	13. Is a written Sexual Harassment policy available? 
      Was it reviewed?
	 FORMCHECKBOX 
    Yes

 FORMCHECKBOX 
    Yes
	 FORMCHECKBOX 
    No

 FORMCHECKBOX 
    No

	Is a written Affirmative Action or EEO plan available?

Was it reviewed?
	 FORMCHECKBOX 
    Yes

 FORMCHECKBOX 
    Yes
	 FORMCHECKBOX 
    No

 FORMCHECKBOX 
    No

	How long has the contractor done business with the Commonwealth?
	     

	…With which state agencies?
	     

	…In which counties (or Central PA, statewide, etc.)?
	     

	Number of employees in home office:
	     

	Number of employees in the field:
	     

	Number of employees hired within the last 6 months:
	     

	How many vacancies or new hires are anticipated in the near future?
	

	Who is responsible for hiring and terminating employees?
	(home office)

(field)


	


	Who checks wages for wage disparity?
	     

	…How often?
	     

	14. List Current Commonwealth Contracts/Grants:

	Contract/Grant #
	State Agency
	Dollar Amount
	Compliance Review Conducted?
	Subcontractors Used?
	$ Amount to MBE/WBE Subcontractors

	
	
	
	Yes
	No
	Status
	Yes
	No
	MBE
	WBE

	     
	     
	$     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	$     
	$     

	     
	     
	$     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	$     
	$     

	
	
	$     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	$     
	$     


	15. Were minority-recruiting sources contacted?

If yes, list the names of those recruiting sources:
	 FORMCHECKBOX 
    Yes
	 FORMCHECKBOX 
    No

	     

	16. Union Affiliations:

	Union Name & Local
	Union has exclusive referral rights?
	Union involved in preapprentice training program?
	Union was notified of the non-discrimination clause?
	Union notified contractor of compliance with non-discrimination clause

	
	Yes
	No
	Yes
	No
	Yes
	No
	Yes
	No

	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	17. Findings:
	
	

	Yes
	No
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	A. Have employees been informed of the sexual harassment policy?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	B. Do recruitment publications indicate that the contractor is an equal opportunity employer?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	C. Are recruitment publications circulated in communities likely to yield minority or female applicants?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	D. Were all required reports submitted to the agency by the contractor?  (STD-21 all contractors, STD-28 construction contractors)

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	E. Are prescribed equal employment opportunity clauses included in all subcontracts related to PA state contracts?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	F. Are applications for employment accepted and selections made in a non-discriminatory manner?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	G. Are transfers, wages, training, promotions, and other employment practices administered equitably?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	H. Does the contractor solicit and/or use subcontractors and suppliers in a nondiscriminatory manner?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	I. Was a corrective action plan submitted (if applicable)?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	J. If a corrective action plan was submitted, is it acceptable?

	

	18. Determination of Compliance Status

	
	STATUS
	DATE SENT

TO CONTRACTOR
	

	
	 FORMCHECKBOX 
  Pending
	     
	

	
	 FORMCHECKBOX 
  Compliance
	     
	

	
	 FORMCHECKBOX 
  Noncompliance
	     
	

	
	
	

	19. Name of Person Conducting Review:
	     

	
	Signature
	     
	Date
	     

	20. Name of Responsible Official or Designee:
	     

	
	Signature
	     
	Date
	     

	


Instructions for Report on Contract Compliance Full Document/Onsite Review

When phoning the contractor to set up a Full Document or Onsite Review, the Report on Contract Compliance Full Document/Onsite Review (STD-25) can be used to gather some preliminary information.  This information can be put in the narrative report.  

After each Full Document or Onsite Review, agency compliance staff must complete an STD-25.  The compliance review report and a narrative report on the review are to be maintained on file in the agency.  The STD-25 must be made available to other state agencies doing business with the contractor upon request. 

Instructions for completing the compliance review report are as follows: 

A. Complete responses for questions 1 through 13.  This may be done during the phone call to notify the contractor of the review, which would allow for starting the narrative report.  Where applicable, responses should be verified from documentation provided by the contractor during the review. 

B. Information on contracts for question 14 will be found on the Questionnaire to Prepare for Contract Compliance Review of Contractors/Grantees (STD-26).  However, during the preliminary phone call, asking the names of agencies holding other PA state contracts allows for an earlier check of other agency STD-25s in preparation for the review.  

C. Information on efforts to recruit women and minorities for question 15 will be found on the STD-26.  However, during the preliminary phone call, asking about efforts to recruit minorities and women allows earlier preparation of a list of resources to provide to the contractor.

D. Information on union affiliations (question 16) is not required.  However, during the preliminary phone call or review, asking for this information allows for better preparation of technical assistance with recruitment and for a more descriptive narrative report.  

E. Findings in question 17 should be verified through a review of records and through discussions during onsite reviews.  Responses to questions 17.I and 17.J should be entered after the review has been completed, notification of results has been sent to the contractor, and a response from the contractor has been received (if applicable). 

F. The response to question 18 should be updated as the contractor's compliance status changes. 

G. Questions 19 and 20 should be signed and dated as appropriate, and the STD-25 filed. 
H. A narrative report should be filed with the STD-25.  The narrative report should provide a description of the company or organization, detail on problem areas and describe methods used when conducting the review as well as provide the findings.

