
Office of Equal Opportunity Office of Equal Opportunity 
SelfSelf--Reporting FormReporting Form

An IntroductionAn Introduction



The OEO SelfThe OEO Self--Reporting FormReporting Form
The OEO SelfThe OEO Self--Reporting Form Contains Reporting Form Contains 

Three Parts:Three Parts:

1.1. Reporting Summary and Reporting Summary and 
AffidavitAffidavit

2.2. Invoice and Payment Invoice and Payment 
SummarySummary

3.3. Resident Worker Hour Resident Worker Hour 
ReportReport



The OEO SelfThe OEO Self--Reporting FormReporting Form

The first tab of the OEO SelfThe first tab of the OEO Self--Reporting Reporting 
Form is the Form is the Reporting Summary Reporting Summary 
and Affidavitand Affidavit..
The Reporting Summary and Affidavit The Reporting Summary and Affidavit 
must be must be completed, signed, notarized completed, signed, notarized 
and submittedand submitted to OEO each month to OEO each month 
during the course of the contract.during the course of the contract.



Reporting Summary and Reporting Summary and 
AffidavitAffidavit

The Reporting Summary and Affidavit The Reporting Summary and Affidavit 
Includes:Includes:
Project NameProject Name
Contractor NameContractor Name
Contracting Department NameContracting Department Name
Contract NumberContract Number
MBE Contract Total and Cancelled Check TotalMBE Contract Total and Cancelled Check Total
FBE Contract Total and Cancelled Check TotalFBE Contract Total and Cancelled Check Total
CSB Contract Total and Cancelled Check TotalCSB Contract Total and Cancelled Check Total
NonNon--Certified Contractor Contract Total and Certified Contractor Contract Total and 
Cancelled Check TotalCancelled Check Total



Reporting Summary and Reporting Summary and 
AffidavitAffidavit

Name of the 
Project

Contracting 
Department

Name of 
the Prime 
Contractor

Contract 
Number



Reporting Summary and Reporting Summary and 
AffidavitAffidavit

CSB Contract 
Total and 
Cancelled 

Check Total

MBE Contract 
Total and 
Cancelled 

Check Total

CSB Contract 
Total and 
Cancelled 

Check Total

FBE Contract 
Total and 
Cancelled 

Check Total



Reporting Summary and Reporting Summary and 
AffidavitAffidavit

The Reporting Summary and Affidavit also The Reporting Summary and Affidavit also 
includes the Resident Worker Hour Report includes the Resident Worker Hour Report 
SummarySummary
Total Construction Worker HoursTotal Construction Worker Hours
Total Resident Construction Worker Total Resident Construction Worker 
HoursHours
Total LowTotal Low--Income Construction Income Construction 
Worker HoursWorker Hours



Reporting Summary and Reporting Summary and 
AffidavitAffidavit

Total Construction 
Worker Hours Resident 

Worker Hours

Low-Income 
Worker Hours



Reporting Summary and Reporting Summary and 
AffidavitAffidavit

Make sure that:Make sure that:
–– All CSB, MBE, FBE and NonAll CSB, MBE, FBE and Non--certified certified 

Contractor financial totals are correct.Contractor financial totals are correct.
–– All worker hour totals are correct.All worker hour totals are correct.
–– Affidavit Affidavit has been signed and has been signed and 

notarized.notarized.

Even though the OEO SelfEven though the OEO Self--Reporting Form Reporting Form 
has been submitted electronically, the has been submitted electronically, the 
Reporting Summary and Affidavit Reporting Summary and Affidavit must must 
still be signedstill be signed, , notarized and notarized and 
submittedsubmitted to OEO in paper form.to OEO in paper form.



Reporting Summary and Reporting Summary and 
AffidavitAffidavit

Authorized 
Representative

Notary Public

REMEMBER:

The Reporting 
Summary and 

Affidavit Must be 
Signed,  

Notarized and 
Submitted to 

OEO each 
month.



The OEO SelfThe OEO Self--Reporting FormReporting Form

The second tab of the OEO SelfThe second tab of the OEO Self--
Reporting From is the Reporting From is the Invoice and Invoice and 
Payment SummaryPayment Summary
The Invoice and Payment Summary The Invoice and Payment Summary 
has two sections.has two sections.
–– Section 1Section 1 records basic project records basic project 

informationinformation
–– Section 2Section 2 records invoice and payment records invoice and payment 

data for Subcontractorsdata for Subcontractors



Invoice and Payment SummaryInvoice and Payment Summary

Section 1Section 1 of the Invoice and Payment of the Invoice and Payment 
Summary records basic financial Summary records basic financial 
information about the Project, including:information about the Project, including:
–– Project NameProject Name
–– Contractor NameContractor Name
–– Contracting DepartmentContracting Department
–– Contract NumberContract Number
–– Contract Amount (and Modifications)Contract Amount (and Modifications)
–– Project PaidProject Paid--toto--DateDate
–– Project CSB, MBE, and FBE Award TotalsProject CSB, MBE, and FBE Award Totals
Prime Contractors should complete Section Prime Contractors should complete Section 
1 and update as necessary1 and update as necessary



Name of the 
Project

Name of 
the Prime 
Contractor

Contracting 
Department

Contract 
Number

Filling out Section 1



Original Contract 
Amount CSB Award

MBE Award

Filling out Section 1

FBE Award



Invoice and Payment SummaryInvoice and Payment Summary
Section 2 of the Invoice and Payment Section 2 of the Invoice and Payment 
Summary records financial information for Summary records financial information for 
all Subcontractors, including:all Subcontractors, including:
–– Subcontractor NameSubcontractor Name
–– Subcontractor Type (CSB/MBE/FBE/Subcontractor Type (CSB/MBE/FBE/NonCertNonCert))
–– Invoice Numbers from Subcontractor to PrimeInvoice Numbers from Subcontractor to Prime
–– Amount Paid to SubcontractorsAmount Paid to Subcontractors
–– Check NumbersCheck Numbers
–– Check DatesCheck Dates
–– Descriptions of Work per InvoiceDescriptions of Work per Invoice
The Prime Contractor should update The Prime Contractor should update 
Section 2 whenever there has been a Section 2 whenever there has been a 
transaction with a Subcontractortransaction with a Subcontractor



Filling Out Section 2Filling Out Section 2

Invoice 
Number

Contract Paid 
Amount

Actual Check 
Amount

Check Date

Description of 
Work Per Invoice

Check 
Number



Resident Worker Hour ReportResident Worker Hour Report

The third tab in the OEO SelfThe third tab in the OEO Self--
Reporting Form spreadsheet is the Reporting Form spreadsheet is the 
Resident Worker Hour ReportResident Worker Hour Report

All employeesAll employees performing performing 
construction work on the project construction work on the project 
must be listed on this report.  must be listed on this report.  This This 
applies to both Prime Contractor applies to both Prime Contractor 
and Subcontractor Workersand Subcontractor Workers..



Resident Worker Hour ReportResident Worker Hour Report

Workers are listed on the left side of the Workers are listed on the left side of the 
spreadsheet.  Information includes:spreadsheet.  Information includes:
–– Contractor NameContractor Name
–– WorkerWorker’’s Last Names Last Name
–– WorkerWorker’’s First Names First Name
–– Last 4 Digits of WorkerLast 4 Digits of Worker’’s SSNs SSN
–– WorkerWorker’’s Genders Gender
–– WorkerWorker’’s Races Race
–– WorkerWorker’’s Cleveland Residency Statuss Cleveland Residency Status
–– WorkerWorker’’s Lows Low--Income StatusIncome Status



Resident Worker Hour ReportResident Worker Hour Report

Contractor

Last Name

First Name

Last 4 Digits 
SSN



Resident Worker Hour ReportResident Worker Hour Report

Gender

Race

Residency 
Status

Low-Income 
Status



Resident Worker Hour ReportResident Worker Hour Report

WorkerWorker’’s Cleveland Residency Statuss Cleveland Residency Status
–– If the employee is a resident of the City of If the employee is a resident of the City of 

Cleveland, mark the appropriate box with an Cleveland, mark the appropriate box with an 
““XX””..

–– If the employee is not a resident of the City of If the employee is not a resident of the City of 
Cleveland, leave the box blank. Cleveland, leave the box blank. 

WorkerWorker’’s Lows Low--Income StatusIncome Status
–– If the employee qualifies as a LowIf the employee qualifies as a Low--Income Income 

worker, mark the appropriate box with an worker, mark the appropriate box with an ““XX””..
–– If the employee does not qualify as a LowIf the employee does not qualify as a Low--

Income worker, leave the box blank.Income worker, leave the box blank.



Resident Worker Hour ReportResident Worker Hour Report
Worker Hours are listed on the right Worker Hours are listed on the right 

side of the spreadsheetside of the spreadsheet
Fill in the appropriate weekFill in the appropriate week--ending date at the ending date at the 
top of the page.top of the page.
For each week, indicate the total number of hours For each week, indicate the total number of hours 
the worker performed on the project.the worker performed on the project.
Include any overtime hours in the total hours Include any overtime hours in the total hours 
worked.worked.
If Prime and Subcontractor weekIf Prime and Subcontractor week--ending dates ending dates 
are different, use the Prime Contractorare different, use the Prime Contractor’’s weeks week--
ending date, and the closest weekending date, and the closest week--ending date ending date 
for the Subcontractor.for the Subcontractor.



Resident Worker Hour ReportResident Worker Hour Report
Total Hours 
Worked are 

entered 
each week 

for each 
worker

Totals are 
calculated 

automatically



Resident Worker Hour ReportResident Worker Hour Report

Totals for Worker Hours, Resident Totals for Worker Hours, Resident 
Worker Hours, and LowWorker Hours, and Low--Income Income 
Worker Hours are calculated Worker Hours are calculated 
automatically by the spreadsheet.automatically by the spreadsheet.
HOWEVERHOWEVER, the Prime Contractor is , the Prime Contractor is 
responsible for verifying the accuracy responsible for verifying the accuracy 
of the worker hour totals before of the worker hour totals before 
submitting the OEO Selfsubmitting the OEO Self--Reporting Reporting 
Form.Form.



Resident Worker Hour ReportResident Worker Hour Report

After completing the After completing the Resident Resident 
Worker Hour ReportWorker Hour Report, you , you still still 
must submitmust submit a copy of the Certified a copy of the Certified 
Payroll Reports to OEO each month.Payroll Reports to OEO each month.
Certified Payroll Reports should be Certified Payroll Reports should be 
submitted with the submitted with the Report Report 
Summary and AffidavitSummary and Affidavit..



Submitting the SelfSubmitting the Self--Reporting Reporting 
Form to OEOForm to OEO

Complete all tabs of the Complete all tabs of the 
Spreadsheet:Spreadsheet:
Reporting Summary and Reporting Summary and 
AffidavitAffidavit
Invoice and Payment Invoice and Payment 
SummarySummary
Resident Worker Hour Resident Worker Hour 
ReportReport



Submitting the SelfSubmitting the Self--Reporting Reporting 
Form to OEOForm to OEO

EmailEmail a complete a complete 
copy of the report copy of the report 
to your OEO to your OEO 
Contract Monitor.Contract Monitor.



Submitting the SelfSubmitting the Self--Reporting Reporting 
Form to OEOForm to OEO

MailMail a copy of the a copy of the Reporting Reporting 
Summary and AffidavitSummary and Affidavit, , 
completed, signed, and completed, signed, and 
notarizednotarized, along with , along with Certified Certified 
Payroll ReportsPayroll Reports, to:, to:
Office of Equal Opportunity   Office of Equal Opportunity   
601 Lakeside Ave         601 Lakeside Ave         
Room #335           Room #335           
Cleveland, Ohio 44114Cleveland, Ohio 44114



Questions?Questions?

If you have any questions about the If you have any questions about the 
OEO SelfOEO Self--Reporting Form, please Reporting Form, please 
contact the City of Clevelandcontact the City of Cleveland’’s Office s Office 
of Equal Opportunity at:of Equal Opportunity at:
(216)(216)--664664--41524152

Thank you!Thank you!


