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The OEO Self-Reporting Form

The OEO Self-Reporting Form Contains
Three Parts:




The OEO Self-Reporting Form

The first tab of the OEO Self-Reporting
Form Is the Reporting Summary.
and Affidavit.

¢ The Reporting Summary and Affidavit
must be
o) OEOCr each moenth
dUring the course off the contract.




Reporting Summary and
Affidavit

The Reporting Summary and Affidavit

Includes:

Project Name

Contractor Name

Contracting Department Name

Contract Number

VIBE Contract letal and Cancelled Check Total
FBE Contract letal and Cancelled Check loital
CSB Contract fotal and Cancelled Check Total

NoenFCertiiied Contractor Contiract hotal and
Cancelled Check hotal

¢
¢
¢
4
¢
¢
¢
¢




Reporting Summary anad
Affidavit

E3 Microsoft Excel - OEQ Self-Reporting Form and Affidavit - EXAMPLE DRAFT - 9-26-08

Name of the e=========== Contracting

City of Cleveland

P rOJ e Ct DRTING SUMMARY AN D e partm e nt

NAME OF CONTRACTING
PROJECT: City Contract 1 DEPARTMENT: Pul

MNAME OF
CONTRACTOR:|  Prime Conti A CONTRACT NO. 13111

CONTRACT TOTAL

CANCELLED CHECK T

Name of o | Contract

CANCELLE|

the Prime Number

I Report (C ter 188) - If R

C O ntracto r RUCTION WORKER HOURS

reawwecm LunsTRUCTION WORKER HOURS

LOW INCOME CONSTRUCTION WORKER HOURS

invoices received from the named subcontractors, and all checks, lien waivers, and other
s by the Contractor listed above. If any of
+. H Y

& word. .. ) Micr. .., B micr... [E Wark, .. 2 oa ? ’(_’-E 2:04 PM




Reporting Summary anad
Affidavit

E3 Microsoft Excel - OEQ Self-Reporting Form and Affidavit - EXAMPLE DRAFT - 9-26-08

—]

City of Cleveland

CSB Contract OEQ SELF-REPORTING SUMMARY AND AFFIDAVIT FBE Contract
Total and Total and

C ance I I e d PROJECT: City Contract 1 DEPARTMENT: Public Service C ance I I e d
C h ecC k Total .- e CONTRACT NO. 11111 C h ec k Total

CONTRACT TO S 4 . CONTRACT TOTAL $70,000.00

CANCELLED CHECK TOTAL %4 . CANCELLED CHECK TOTAL

NON-CERTIFIED
CONTRACT TOTAL $1! | CONTRACT TOTAL

MBE CO ntraCt CLoiAL $ I CANCELLED CHECK TOTAL \ . CSB CO ntract
Total and + rour Report (G e Total and

TOTAL CONSTRUCTION WORKER HOURS

C a n Ce I I e d RESIDENT CONSTRUCTION ¥WORKER. HOURS C a. n Ce I I e d
C h e C k Total LOW INCOME CONSTRUCTION WORKER HOURS : C h e C k Total

1.1 attest that the financial information contained here and on the Invoice and Payment Summary document attached is an
accurate representation of all invoices received from the named subcontractors, and all checks, lien waivers, and other

considerations conveyed to the named subcontractors in payment of those invoices by the Contractor listed above. If any of 3

SR

A b e TR T

UM

2 Micr . B Micr... i .. | Hoeo.. /S 4 % &E =12pM




Reporting Summary and
Affidavit

The Reporting Summary and Affidavit also
Includes the Resident Worker Hour Report
Summanry.

¢ lotal Construction Worker Hours

¢ lotal Resident Construction \Worker
Hours

o lotall Low~-Income Construction
Worker Hours




Reporting Summary anad

Affidavit

E3 Microsoft Excel - OFD Self-Reporting Form and Affidavit - EXAMPLE DRAFT - 9-26-08

File Edit ‘Wiew Insert Format Tools Data  Window  Help
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City of Cleveland
0OEO SELF-REPORTING SUMMARY AND AFFIDAVIT

NAME OF CONTRACTING
PROJECT: City Contract 1 DEPARTMENT: Public Service

NAME OF
CONTRACTOR: Prime Contractor A CONTRACT NO. 11111

CSB FBE
CONTRACT TOTAL $80,000.00 CONTRACT TOTAL $70,000.00

CANCELLED CHECK TOTAL $35,000.00

Total Construction NG CERTIFIED

CANCELL WO rke r H 0 u S CANCELLED CHECK TOTAL $46,000.00

Resident Worker Hour Report {Chapter iou,"™si2equired
TOTAL CONSTRUCTION WORKER HOURS

RESIDENT CONSTRUCTION WORKER HOURS 20.00%

LOW INCOME CONSTRUCTION WORKER HOURS 4.00%

1.1 attest that the financial information contained here and on the Invoice and Payment Summary document attacn.
accurate representation of all invoices received from the named subcontractors, and all checks, lien waivers, and other
considerations conveyed to the named subcontractors in payment of those invoices by the Contractor listed above. If ¢

o~ fn Al b Elm Dmead +. Bednd Al L. i Flan O, £ N Py At Al o N PSR P - e
4 r M[4Rep g Summary and Affidavit / Invoice and Pavment Summary  /  Resident Waorker Hour Report ,(_J <
Dt~ Lg [Aueshapes N\ N OO A Al s 8] @ | &~ Z- A=

’f_’.'-;éll;ﬂ ~ Inba... rf_

I
CONT CONTRACT TOTAL $100,000.00

Resident
Worker Hours

Low-Income
Worker Hours




Reporting Summary and
Affidavit

¢ Make sure that:

—All CSB, MBE, FBE and Non-certified
Contractor financial totals are correct.

— Alllworker hour totals are correct.
— Affidavit

» Even though the OEO Self-Reporting Eerm
mas been submitted: electronicallys, the
Reporting Summary: and Affidavit

0/ OEO i PAPEN e




Reporting Summary anad
Affidavit

B3 Microsoft Excel - OEO Self-Reporting Form and Affidavit - EXAMPLE DRAFT - 9-26-08

TOTAL CONSTRUCTION WORKER HOURS

I 2 I t [}
RESIDENT CONSTRUCTION WORKER HOURS E M E M B E 0

LOW INCOME CONSTRUCTION WORKER HOURS

1.1 attest that the financial informatiol i = Invoit and Payment Summary document

attached is an accurate representation of al m the named subcontractors, and all checks, lien .
waivers, and other considerations conveyed to the named subcontractors in payment of those invoices by the T h e R e 0 rtl n
Contractor listed above. If any of these amounts are in dispute, the Contractor listed above has notified the City of p g
the details of the dispute in writing. All costs and charges billed under any invoice listed in the Invoicing and Payment
1ent were incurred in furtherance of the work under this contract, and no amounts for sales tax or

Authorized le charges are included. Summary and
F this contract is a construction contract with a value greater than $100,000.00, the worker - -
. wded here and on the Worker Hour Sumimary document attached is an accurate representation of Affl d avlt M u St be
R e p reS e ntatlve orker hours performed by the Contractor listed above, and all subcontractors, under the contract
hours recorded on the Worker Hour Summary document as Associated Hours were performed by
ed by the Contractor listed above, or a subcontractor, on projects that were performed concurrently
t listed above.

Attested By:
Print Name & Ti to

OEO each
month.

UM
B mbo.. | /2 Gma.. T (Mict .. B micr... o wor.., g ... | Ef 0EQ... Fa T "=




The OEO Self-Reporting Form

¢ IThe second tab of the OEO Self-
Reporting From Is the Invoice and
Payment Summary.

¢ he Inveice and Payment Summary.
Ras tWwo Sections.

— Section 1 records hasic project
IRfermation

— Sectlion; 2 recerds Invelce and payment
data er SUBCONLIECLoNRS




Invoice and Payment Summary.

¢ Section 1 of the Invoice and Payment
Summary records basic financial
Information about the Project, including:
— Project Name
— Contractor Name
— Contracting Department
— Contract Number
— Contract Amoeunt (and Moedifications)
— Project Pald-te-Dbate
— Project €SB, VMBE, and EBE Award lietals

9 Primer Contractors sheuld complete Section
1 anad Update as necCessany,




Filling out Section 1

E3 Microsoft Excel - OEQ, Self-Reporting Form and Affidayit - DRAFT - 9-22-08 - A
: File Edit ‘“ew Insert Format Tools Data  Window  Help screen shat

B I T R R T e - e -6 -|[B]z u |[E]= =1

A

m==  Name of the Co— Contracting ==
PrOJeCt Cleveland Departm nt

INTRACTOR'S
LINWLLLL L M LY I‘AYMENT SUMMAR‘T

SECTION 1

MNAME OF
PROJECT: City Contract 1 DEPARTMENT: Public Service

NaME OF
CONTRACTOR: Prime Contractor A CONTRACT NO. 11111

DRIGINAL CONTRACT AMOL| \: $1,000,000.00 CSB AWARDS: . 8.00%

MODIFICAT q $0.00 MBE AWARDS: _ d 15.00%
CURRENT CONTRACT AMOL $1,000,000.00 FBE AWARDS:
TOTAL PROJECT PAID ||

The Prirme Contractor must co N am e Of NT SUMMARY, documenting = CO ntract

participating on this contract, et consideration conveyed to

When an immice from a subco the P rl m e tractor must record the INVOI N u m ber
PER INVOICE on this Invoice ce must be placed on a separa

riust record the CONTRACT |

Payment Summary, Totals are!

accuracy of the totals.

The Primme Contractor must then calculate and record the CONMTRACT TOTAL, INWOICE TOTAL and CANCELLED CHECK, TOTAL for all MEE, FEE,
CSE and MON-CERTIFIED subcontractors on the attached OEO REPORTING AFFIDAVIT,

SECTION 2

SUBCONTRACTOR: CSB Subcontractor 1 TYPE: CSB

1
M 4 » % Financial Reporting & Affidavit ¢ Worker Hours Reporting £ Green Building £ CONTACT INFORMATION / | <

iDraw~ |y [Autoshapes~ N\ N (1O A Al B @& d- - A-=== @ ﬁ!
Ready
‘2 start o & Irboz ... /2 Filing a... T OEQ 5., Ol Self ... T4 Dacum... &8 Presen... g pre

AWARD $: $80,000.00 ARD %5 : 'B.00% UAL $: $0.00 ACTUAL % : 0.00%
|




Filling out Section 1

E3 Microsoft Excel - OEQ Self-Reporting Form and Affidavit - DRAFT - 9-22-08 - A

5 File Edit Wew Insert Format  Tools Data  Window  Help screen shot
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Revised: 9/22/2008
i City of Cleveland

NNThAC COW T A, TN IC

Original Contract gad
J Amount CSB Award

PROJECT: City Contract 1 DEPARTMENT: Public Sk

NAME OF
CONTRACTOR.: Prime Contractor & CONTRACT NO. 11111

ORIGINAL CONTRACT AMOUNT: $1,000,000.00 CSB AWARDS: | $80,000.00 M B E Award

MODIFICATIONS: $0.00 MBE AWARDS: _$150,00i 00
CURRENT CONTRACT AMOUNT: $1,000,000.00 FBE AWARDS: _ $70,000.00 7.00%
TOTAL PROJECT PAID TO DATE : $0.00

The Prime Contractor must complete this INVOICE AND PAYMENT SUMMARY, documenting all invoices receive: sUbcontractors
participating on this contract, and all checks, lien waivers, and other consideration conveyed to the subcontsche: :

When an invoice from a subcontractor is received, the Prirme Contractor must record the INVOICE NUMBE

PER INYOICE on this Invoice and Payment Summary, Each invoice must be placed on a separate line, wi

must record the CONTRACT PAID AMOUNT, ACTUAL CHECK AMOUNT, the CHECK NUMBER and the CHECK L& E 0N tris IrvoICE ano
Payment Surnrmary, Totals are calculated by the Invoice and Payment Surmmary, but the Prime Contractor is responsible for verifying the
accuracy of the totals,

The Prime Contractor must then calculate and record the CONTRACT TOTAL, INWOICE TOTAL and CANCELLED CHECK TOTAL for all MBE, FEE,
CSE and MOMN-CERTIFIED subcontractors on the attached OEO REPORTING AFFIDAVIT.

SECTION 2

SUBCONTRACTOR: CSB Subcontractor 1 TYPE: CSB

AWARD %: $80,000.00 z UAL $: $0.00 ACTUAL % : 0.00%
|

H 4 » N[\Financial Reporting & Affidavit ¢/ Worker Hours Reporting Green Building / CONTACT INFORMATION / J<
oaw- s [agoshapes- N N DO Ao @d o -L-A-===adf
Ready
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Invoice and Payment Summary.

& Section 2 of the Invoice and Payment
Summary records financial infermation for
alll Subcontractors, Including:

— Subcontractor Name
— Subcontractor Type (CSB/MBE/EBE/NonCert)
— Invoice Numbers froem; Subcontractor toe Prime

— Amount Paid to Subcontractors
— Check Numbers
— Check Dates

— [Descriptions: of Woerk: per Inveice

9 e Prame: Contractor sheuld tpdate
Section 2 Whenever there has been a
transaction wWith ar Sulkbcontractor




Filling Out Section 2

EJ Microsoft Excel - OEQ Self-Reporting Form and Affidavit - EXAMPLE DRAFT - 9-26-08

Actual Check
Contract Paid Amount

Amount

CONTRACT NO.

INYOICE NUMEBER
te lin:
CHECK NUMBER
t the Prime Contractol

JTAL, IR E TOTAL an
ING AFFIDAYIT.

Description of
Work Per Invoice

tal Subcontract Amount

TYPE: _CSBE { MBE { FBE ! Non-Certified

LM
< 7 & )=




Resident Worker Hour Report

¢ The third tab in the OEO Self-
Reporting Form spreadsheet IS the
Resident Worker Hour Report

¢ All empleyees perferming
construction Welkk en the project
must be listed on| this report.




Resident Worker Hour Report

¢ Workers are listed on the left side of the
spreadsheet. Information includes:
— Contractor Name
— Worker’s Last Name
— Worker’s First Name
— |Last 4 Digjits ofi Woerker'si SSN
— Woerker's Gender
—\Woerkers Race
—\Worker's Cleveland Residenecy: Status
—\Woerker's' Low-Inceome: Status




esident Worker Hour Report

B3 Microsoft Excel - OEO Self-Reporting Form and Affidavit - EXAMPLE DRAFT - 9-26-08
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Resident Worker Hour Report

B3 Microsoft Excel - OEO Self-Reporting Form and Affidavit - EXAMPLE DRAFT - 9-26-08
i ) w  Help
@ = - 4] [ w0 Tahoma

E- .
City of Cleveland Residency

Fannie M. Lewis Cle pl Status

Low-Income
Status

(W0
E ko, /- Gma.., B micr... O wir.. 5§ oeo... | Z§|OED... Soa T Q_)EE 2i44 PM




Resident Worker Hour Report

¢ Worker’s Cleveland Residency Status

— If the employee Is a resident of the City of
Cleveland, mark the appropriate box with an
“X”.

— If the employee Is not a resident of the City of
Cleveland, leave: the hox blank:

o Worker’'s Low-Ilncome Status

— [iFthe emploeyee gualifies asa Low-Income
WOKKEr, mark: the appropriate e With am X,

— | the employee dees not gualify as a Lew-
IRCemME WOrker, leave the hex blank:




Resident Worker Hour Report

Worker Hours are listed on the right
side of the spreadsheet

¢ Fill'in the appropriate week-ending date at the
top of the page.

¢ For each week, Indicate the total numiber ofi heurs
the woerker performed: on the project.

¢ Include any evertime heurs In the tetall hours
Wworked.

¢ i Prime and Subcontractor Week-ending dates
are different, use the Prime Contracior's Week-
ending date, andl the clesest week-ending date
er the SUbContractor:.




Resident Worker Hour Report

E3 Microsoft Excel - OEQ Self-Reporting Form and Affidavit - EXAMPLE DRAFT - 9-26-08
@I_] File Edit Wiew [Insert Format Tools Data  Window  Help

PG e (DB G d e 8 s -0 - @ ] Tahoma

o011 - A

A B [ C [ D

| E [Fle[ H | 1 |

City o

WORKER HOUH

f Cleveland

Fannie M. Lewis Cleveland Resident Employment

R REPORTING FORM

Total Hours
Worked are
entered
each week
for each

Last 4
Last Name | First Mame Digits of
S5M

Total Construction

Contractor
Worker Hours

Law [hcame

i AnnAnn

554|

Contractor 1 Smith
Contractor 1 Smith
Contractor 1 Smith
Contractor 1 Smith
Contractor 1 Smith
Subcontractor 1 |Smith
Subcontractor 1 |Smith
Subcontractor 2 |Smith

80
63
71
Fi:]

ZE2m|Z|Z|m|2(2
o|o||o|z|> (@0

|?E'< » M Reporting Summary and Affidavit 4 Inwoice and Payment Surmmary % Resident Work TOtaIS are
PDraw > L: | AutoShapes* N Ma DOQ&&‘:‘ @El&'g'évf::'
Ready = Calculated
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Resident Worker Hour Report

¢ lotals for Worker Hours, Resident
Worker Hours, and Low-lncome
\Worker Hours are calculated
autematically’ by the spreadsheet.

¢ . the Prime Contractor Is

responsikle ek Verifiying the acecuracy/.
off thie woerker hour totals before
submitting the OEO; Seli-Reporting

=0)fanl




Resident Worker Hour Report

¢ After completing the Resident
Worker Hour Report, you
a copy of the Certified
Payrolll Reports tes OEO each month.

¢ Certified Payrolll Reports shoeuld be
submitted with the Report
SUummary: and AfiidaVvit.




Submitting the Self-Reporting
Form to OEO

Complete all talbs of the
Spreadsheet:

sReporting Summary and

Affidavit

¢ lnveice and Payment
SUumimary.

s Resident Worker Hour
REPOKL




Submitting the Self-Reporting
Form to OEO

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




Submitting the Self-Reporting
Form to OEO

a copy of the Reporting
Summary and Affidavit,

, along with
, LO:

¢ Offfice off Equal Oppoertunity
601 Lakeside Ave
Room #3335
Cleveland, Onier 44414




Questions?

¢ If you have any guestions about the
OEO Self-Reporting Form, please
contact the City of Cleveland’s Office
off Egual Opportunity at:

(216)-664-4152

Thank yeu!




