
 
Affirmative Action Policy Statement Materials 
 
 
Materials: 

 Affirmative Action Policy Statement Guideline 
 Set-Aside Computation Form 
 Department of Administrative Services Website for Minority and Small 

Business Set-Aside Program 
 Notification to Bidders/Grantees 
 Sample Transmittal Letter 
 Contractor’s Notification Letter (For Contractor’s Reference Only) 
 Age Discrimination Act of 1975 
 Section 202 Equal Opportunity Clause Exec. Order 11246 
 Creating a National Women’s Business Enterprise Policy Exec. Order 12138 
 Minority Business Enterprise Development Exec. Order 12432 

 
Applicant Submits: 
1). Affirmative Action Policy Statement must be signed (Applies to construction 

awards of $500,000 or less) 
2). Set-Aside Computation Form (Does not apply to municipalities) 
3). Notification to Bidders/Grantees (Applies to all developers) 
4). Construction awards over $500,000, a transmittal letter and Contractors 

Affirmative Action Plan package is forwarded to CHRO. 
Copies of both documents submitted to DECD with Final Application 
Documents. The sample Contractor's Notification provides additional details. 



Affirmative Action Policy Statement Guideline 
 
 
(THIS GUIDELINE APPLIES TO ALL DEVELOPERS RECEIVING DECD FUNDS AND TO 

GENERAL CONTRACTORS RECEIVING LESS THAN $500,000 FOR HOUSING 
CONSTRUCTION AND/OR REHABILITATION) 

 
 
You must develop and submit for review and approval an affirmative action policy statement.  
At a minimum the statement must: 
 

 Acknowledge the purpose and need for affirmative action 
 

 List all federal and state laws, regulations, guidelines and executive orders that 
prohibit or outlaw discrimination 
 

 List all protected groups 
 

 Outline each step of the employment process and address the role affirmative 
action plays at each step 
 

 Establish and adopt affirmative action and equal employment opportunity as 
immediate and necessary objectives 
 

 Pledge the entity to affirmatively provide services and programs in a fair and 
impartial manner 
 

 Recognize the hiring difficulties experienced by minorities, the physically disabled 
and by many older persons, and establish hiring and program goals for actions to 
overcome the present effects of past discrimination, if any, and to achieve the full 
and fair utilization of such persons in the workforce; and 
 

 Identify the agency affirmative action person by name, position, address and 
telephone number. 
 

The policy statement must be signed by the agency head, dated, revised every two 
years, posted and disseminated annually to all employees. 



 
The State of Connecticut 

Minority & Small Contractors’ Set-Aside Program 
 

The State of Connecticut’s Supplier Diversity Program was established to ensure Connecticut 
small businesses an opportunity to bid on a portion of the State’s purchases.  The main 
objective of the program is to increase the number of small and minority business enterprises 
the Office of Supplier Diversity certifies throughout Connecticut.   
For the purpose of this program, women-owned business enterprises and business 
enterprises owned by a person/s with a disability are included in this group.  

Business Development Representatives are responsible for identifying and certifying small 
and minority businesses by conducting thorough and effective eligibility reviews while 
ensuring vendors receive prompt and responsive customer service.  

Eligibility criteria are set forth in Section 4a-60g of the Connecticut General Statutes.  The 
Department of Administrative Services, Office of Supplier Diversity maintains a list of certified 
small and minority business enterprises, which is available online. 

 
For more information:   

 
 Visit the Web Site for Department of Administrative Services, 

Office of Supplier Diversity: 
 
http://www.das.state.ct.us/Purchase/SetAside/default.asp 
 

 
 

 Contact the Department of Administrative Services 
Business CONNections/Set-Aside Unit:   

 
Meg Yetishefsky- Program Director 
165 Capitol Avenue Room 110 
Hartford, Connecticut 06106 
(860) 713-5228  

 



Notification To Bidders/Grantees: 
 
The contract to be awarded is subject to contract compliance requirements mandated by 
Section 4-114a of the Connecticut General Statutes; and when the awarding agency is the 
state, Section 46a71(d) of the Connecticut General Statutes.  There are Contract Compliance 
Regulations codified at Section 4-114g-1 et. Seq. of the Regulations of Connecticut State 
Agencies which establish a procedure for the awarding of all contracts covered by Sections 4-
114a and 46a-71(d) of the Connecticut General Statutes. 
 
According to Section 4-114a-3(9) of the Contract Compliance Regulations, every agency 
awarding a contract subject to the contract compliance requirements has an obligation to 
“aggressively solicit the participation of legitimate minority business enterprises as bidders, 
contractors, subcontractors, and suppliers of materials.”  “Minority business enterprise” is 
defined in Section 4-11a4a of the Connecticut General Statutes as a business wherein fifty-
one percent or more of the capital stock, or assets belong to a person or persons:  “(1) who 
are active in the daily affairs of the enterprise; (2) who have the power to direct the 
management and policies of the enterprise’ and (3) who are members of a minority, as such 
term is defined in subsection (a) of section 32-9n.”  “Minority” groups are defined in Section 
32-9n of the Connecticut General Statutes as “(1) Black Americans… (2) Hispanic 
Americans…(3) Women… (4) Asian Pacific Americans and Pacific Islanders; or (5) American 
Indians…”  The above definitions apply to the contract compliance requirements by virtue of 
section 4-114a-1 (10) of the Contract Compliance Regulations. 
 
The awarding agency will consider the following factors when reviewing the bidders/grantee’s 
qualifications under the contract compliance requirements: 
 

a. The bidder’s/grantee’s success in implementing an affirmative action plan; 
 

b. The bidder’s/grantee’s success in developing an apprenticeship program complying 
with Sections 46a-68-1 to 46a-68-17 of the Connecticut General Statutes, inclusive; 
 

c. The bidder’s/grantee’s promise to develop and implement a successful affirmative 
action plan; 
 

d. The bidder’s/grantee’s submission of EEO-1 data indicating that the composition of the 
work force is at or near parity when compared to the racial and sexual composition of 
the work force in the relevant labor market area; and 
 

e. The bidder’s/grantee’s promise to set aside a portion of the contract for legitimate 
minority business enterprises.  See Section 4-114a03 (10) of the Contract Compliance 
Regulations. 

 



INSTRUCTION: Bidder/Grantee must sign acknowledgment  
Below, detach along dotted line and return  
Acknowledgment to Awarding Agency along  
with bid proposal. 

 
 
The undersigned acknowledges receiving and reading a copy of the 
“Notification to Bidders/Grantees” form. 
 
 
Signature:     Date: 
 
 
_________________________  _________________________ 
 
on behalf of: 
 
 
_________________________  _________________________ 
 
_________________________  _________________________ 
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