APPENDIX I - Sample Letter to Recruitment Source
(Date)
Dear (Agency Representative),

As a government contractor, (Name of Contractor), must comply with the provisions of Executive
Order 11246, as amended, and other existing laws related to Equal Employment Opportunity
(EEO). Part of our commitment to EEO is to take affirmative action to ensure that job seekers are
recruited; job applicants are considered for employment opportunities; and employees are
treated without regard to their race, color, religion, sex, national origin, or status as a qualified
individual with a disability or Vietham era or other protected veteran.

You can support and share in our commitment when you assist us with our employment needs.
As we contact you for assistance in filling specific open positions, we wish your help in identifying
qualified applicants for consideration. Whenever possible, please refer qualified minorities,
women, persons with disabilities, Vietnam era veterans, and other protected veterans.

Although, we specifically have requested that (Name of Source) refer minority group members
and women, (Name of Contractor) welcomes referrals of all qualified applicants regardless of
their race, color, religion, sex, national origin, or status as a qualified individual with a disability
or protected veteran.

Your assistance in referring all qualified candidates will help us to achieve our commitment to
Equal Employment Opportunity. Thank you in advance for your cooperation.

Sincerely,

Human Resources Manager

EEO Officer



APPENDIX II - Sample Letter to Community Based Organization
(Date)

(Mexican American Community Services Agency)
(Street Address)
(City, State Zip)

Dear (Mr. or Ms. Name of Contact Person):

(Name of Contractor) is an equal opportunity and affirmative action employer that does not
discriminate in employment and ensures equal employment opportunity for all persons
regardless of their race, color, religion, sex, national origin, or status as a qualified individual
with a disability or Vietham era or other protected veteran. (Name of Contractor)'s policy applies
to all terms and conditions of employment. To achieve our goal of equal opportunity, we
maintain an affirmative action program through which we take good faith efforts to recruit, hire
and advance in employment qualified minorities, women, persons with disabilities, Vietham era
veterans, and other protected veterans. We would appreciate the Mexican American Community
Services Agency's assistance in (Name of Contractor) efforts to achieve its affirmative action and
equal opportunity goals.

Therefore, we request that the Mexican American Community Services Agency refer qualified
minorities, women, persons with disabilities, and protected veterans for available positions at
(Name of Contractor). We have enclosed a list of our current employment openings to enable the
Mexican American Community Services Agency to better identify qualified applicants.

Although, we specifically have requested the Mexican American Community Services Agency to
refer minority group members and women, (Name of Contractor) welcomes referrals of all
qualified applicants regardless of their race, color, religion, sex, national origin, or status as a
qualified individual with a disability or protected veteran.

Sincerely,

EEO Coordinator

cc: Enclosure



