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PURPOSE OF AFPFIRMATIVE ACTION PROGRAM

-The Telsphepe--dud-Pelegraph Company's Affirm-

ative Action Program is a set of specific and result oriented
procedures to which the company is committed. The procedures
cBupled 'with" alr gobd falth " effarts will insure, equdl enpley-
ment opportunity. '

This document is the Telephone and Telegraph
Company's corporate (Companywide) Affirmative Action Program.
A separate program for each major subdivision of the

Telephone and Telegraph Company, including the corporate head-
giartiers‘and 'Mestadligdhments ™ withHin a major subdivision, sies
also been developed.

¥Section IV, C



EQUAL EMFLOYMENT OPPORTUNITY POLICY

It is the policy of the Telephone and
Telegraph Company to hire well qualified people to perform the
many tasks necessary in providing high quality telephone service
at reasonable costs. An integral part of this policy is to
provide equal employment opportunity for all persons for employ-
ment and to recruit and administer hiring, working conditions,
benefits and privileges of employment, compensation, training,
appointments for advancement ineluwding upgrading =nd pHemEE Do
transfers, and terminations of employment including layoffs and
recalls for all employees without discrimination because of

1pEle @G Collone el @l @als nentol el - @R @it o §E5 OF . AEE -




REAFFIRMATION

This dccument represents a reaffirmation of the

Telephone and Telegraph Company's policy to provide egual
enployment opportunity in all personnel actions for all persons
for empleyment amd te reeruit and gdmimnister hiring, WwerlEine
conditions, benefits and privileges of employment, compensation,
training, appointments for advancement including upgrading and
promotion, transfers, and terminations including layoffs and
recalls for all employees without discrimination because of
race, color, religion, national origin, sex or age.

In addition, it is the policy of the Telephone
and Telegraph Company that local, state and federal laws and
regulations implementing national equal employment opportunity
objectives shall be fully complied with, not only by meeting
e leheEe  ei whieg ey @netl c@murachuel REqUilreHmeEnns o bt oy
carrying out the full spirit as well.

The Telephone and Telegraph Company further
pledges i1itself to a program of aggressive affirmative action

aimed at assuring true equality of employment and a work envir-
onment without discrimination.

As the nature of our business grows more complex, the very best
skills and talent will be required to meet the needs of our
customers. New efforts will be expended to utilize a greater
amount of technical and managerial talent among women and
minority groups. Therefore, the Company's affirmative action
efforts are designed to be the quickest possible and least dis-
ruptive paths to the objectives of full utilization of minority
group and women employees at every level of the business.

The Telephone and Telegraph Company is tot-

ally and irrevocably committed to a good faith effort to meet
intermediate targets on schedule so as to provide the opport-
undibty feor all empilloyees ‘bel pleriiohmt it SHunSENcl=Nolalchik SN alcicionddienitete
with their guellificaticons and LaEerasts. '

Each manager at every level of the business is responsible for
achieving intermediate targets just as certainly as he or

she is held accountable for results in the areas of service,
profit, community and employee relations.



EQUAL EMPLOYMENT PROGRESS

The Telephone and Telegraph Company has had

an extensive program of affirmative action for many years. In
addition to the Company's internal and external employment related
programs, it has been active and influential in organizing and
assisting business, community and public agencies to work

together toward the solution of urban problems. The Company has
earned recognition for its accomplishments in this field from
organizations that represent the minority, women's and business
communities. Examples of such awards are
, and

b

1. Background

The Telephone and Telegraph Company
reaffirmed its long-standing corporate policy of

equal employment opportunity in the Plan for Progress
agreement signed in 196_. Plan for Progress was a
voluntary effort by the leadership of American business
and industry to participate in the promotion and
implementation of equal employment opportunity.

The National Alliance of Businessmen was formed in
19668 . From its inception, the Bell System has supported
their organizational concepts and objectives both in
time and financial support. In 1969, &Giks Haddenmail
Alliance of Businessmen merged with Plan for Progress.
The concern of all member companies is not merely
with the promotion of equal opportunity programs within
their own corporate structures, but also with the con-
ditions and circumstances in their communities that
contribute to inequality of oppoertunity. The National
Alliance of Businessmen has grown in membership.
Through 1971, approximately 29,000 industrial organizations,
retalil firms, and financial institutions held membership.
The permanent administrative staff is located in
Washington, D. C. and includes business executives on loan
from member companies. Currently, from

is loaned to the National Alliance of

Businessmen.

Initially through Plan for Progress and now with the
National Alliance of Businessmen, business and industry
agree to go beyond the letter of equal employment
opportunity laws and to develop programs to end
discrimination and to increase job opportunities for

oL QTP Gl ©§ G

2. Current Programs

Through the use of effective recruiting technigues,
manpover training programs, community relations efforts,



edvertising and numerous other methods, the number of
minorities on the Telephone and
Telegraph Company's payroll has risen.

Minority Progress

Between 1965 and 197_, the total number of

Telephone and Telegraph Company cmployecs imeweliSal!

per cent. During this same period, the total
number of minority employees increased fron DEY | CE0E
to per cent and the number of minorities in the
managemnent force rose from pleir Nelenfts e

per cent. (Exhibit #1)

Since 1965, the hiring rate for minorities as compared to
total hires has risen steadily from PEF CEmE
im - L9695 e per cewh dm 1G9YF_.

Women's Progress

Women presently constitute per cent of the

_ Telephone and Telegraph Company's total number
of employees. Between 1965 and 197 . the mEnber “eif
women in the management ranks rose from per cent
to par camt: (Eahomis A2

Large numbers of women have held management positions in
the Commercial, Traffiec and Accounting Departments feor
many years. Most management women have been concentrated
in first level positions. Gains are being made in
promoting women to second level jobs. The
Telephone and Telegraph Company currently has
second level women. il el et Lol o women hold
third level and above management assignments. Through
recruiting efforts and internal developmental programs,
per cent of the total number of employees currently in third
level and above management positions are women.

Summary

The figures illustrate that the Telephone
and Telegraoh Company is making progress 1in the employing
and upgrading of minorities. The figures also demonstrate
that women are progressing in the business. However, they

reveal more remains to be done in order for the

Telephone and Telegraph Coampamy te reach Was StiaiEe

.objective.
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POLICY DISSEMINATION

SPEELITILE REVILEW @i PERITeFuANECE @i waeE Telephone
and Telegraph Company's Equal Employment Opportunity Policy is
made at Vice Presidents' conferences at least semi-annually. A

record of these meetings is maintained.

The corporate personnel staff continuously provides assistance

to field managers, urban affairs groups and personnel committees.
The personnel staff coordinates ideas aimed at employing and
upgrading of minority persons and women. They are also responsible
for keeping other staff organizations informed about equal employ-
ment opportunity legislation, employment, upgrading opportunities
and other special Company activities.

1. Internal Policy Dissemination

a) Ounr Cenpeny®s egEal employment opportunity policy is
included in the System's Instructions, which are the
major policy guidelines by which we operate. In addi-
tion, this policy has been incorporated into all
management handbooks.

b) Our Company's eqgual employment opportunity policy and
affirmative action program are featured periodically
in employee newspapers, magazines, bulletins and
annual report. In addition, the Company's urban
affairs-activities are periodically presented to
employees through existing Company news media, special
bulletins and brochures.

c) Special meetings are held with all our management
enployees for +the express purpose of informing them
about our Company's egual employment opportunity
policy and our affirmative action program. The agendas
of these meetings include a statement from our
Company President defining support of the program. In
addition, individual management responsibility for
program e¢ffectiveness 1s precisely outlined. Records
of management attendance are maintained to insure
that all management employees have been present at
these meetings.

d) New management hires and appointees attend an
affirmative action presentation within 120 days of

their assumption of a management job title.

e) The Company's affirmative action program is communicated

to all nonmanagemcent employees. This policy
dissemination technique is implemented by management
employees at departmental or staff meetings. These



presentations explain how employees can avail
themselves of program benefits. Employee
responsibility is detailed and employees are
afforded an opportunity to discuss the program.
Employee attendance is documented to assure
complete coverage.

f) Equal employment opportunity and the Company's
social commitment are a part of the Company's
induction programs for new employees.

g) Union officials are advised verbally and in
writing about our Company's equal employment
opportunity policy and their cooperation has been
confirmed. The 1971 union agreement with our
Company includes the following non-discrimination
clause: "In a desire to restate their respective
policies, neither the Company nor the Union shall
unlawfully discriminate against any employee
Because of sugh enpleyects posce @elamnismelkcinen ,
SEX , v AZE o Y Sik . NEBilicmaill 1 aRiivErim i

h) Articles covering our equal employment opportunity
pREEE amst ReReElsis) Raplepatish e ik onietsiclist N clig e s N et

minority and women employees are published in our
company publications. '

i) All our employee handbooks and similiar publications
show both minority and nonminority, both men and women.

J) Our equal employment opportunity policy is posted on
our company bulletin boards.

k) Management and other employees engaged in employment ,
placement, training and transfer processing receive
additional training on the applicable local, state
and federal equal employment opportunity laws. Our
Company affirmative action program is covered in
depth with all employees working in employment
related jobs. In addition, their individual responsi-
bildty Ao . assididae tile Complemss daJatisne g ts '
afi fhlemaichsviel alesbil ot selpileicit ibviclsh sifsh Selliclabdilbiasonstolsataldl .

2. External Policy Dissemination

a) All major recruiting sources, including minority and women's
organizations, community agencies, community leaders,
high schools, vocational and technical schools, junior
otbilcmeswencecelliegeegnarEiiasi@rmec oot varpe sy 2ol
in wvriting of. our Company equal employment opportunity
policy. MIEEETEOURECFHN are wPEQUESTEL vo o0l ve iy
recruit and refer minorities and women for all positions
for which we normally hire.



b) Advertisements for employment are placed in the
minority news media as well as other news media.
When employees and non-employees are featured in
employment advertisements both minority and non-
minority men and women are pictured. All employ-
nent advertisements ecomtain the phrage, "An Bawal
Opportunity Employer", and where no joint male-
female column is available ads are placed under
both the "Male" and "Female" columns.

c) Company product or service advertising features
employees and non-employees of minority and non-
minority groups and both men and women,

d) Our company communicates to prospective employees
the existence of our affirmative action program
and how they can avail themselves of its benefits.

P I ok ene ' velating Lo the egual opportunity
requirements of various Federal Executive Orders
(e.g. 112W6) and variouws implenenting resulsiticns
is made a part of ok coutachs; owdes ek,
leases, etc. (Exhibit 3). 1In addition, a more
detailed document is executed with all suppliers
providing goods or services to our Company
amounting to $10,000 ¢r newe mumailly (Earivat W),

f) Our Company affords the maximum practicable
opportunity for minority business enterprises to
participate in our contracts and to act as suppliers
of goods and services to the Company as is required
in Papt 1-I, Chapier I of WHElle Ul af bhe Cadle of
Federal Regulatioms (Bxhibis 5.

Equal Employment Opportunity Posters

The following posters are permanently displayed in a con-
spicuous place in all buildings in which employees are
located and in employment, testing and reception areas.

T GPO 1970 0-387-525 Equal Employment Opportunity
is the Law

2. GPO 1971 0-kL22-800 Age Discrimination

e (poster number) (State Equal Employment

Oppertunity Pestenr)

¥These posters appear in both English and Spanish in
employment offices where substantial number of applicants
are Spanish Surnamed Americans.



Notices informing employment applicants that discrimina-

tion complaints can be filed with the Federal Communica-

tien Ceommission are placcd at the bBettem of the "'Bakel
Employment Opportunity is the Law" poster in all employ-

mewt offiees. These notices appear in Buglish end Tn SSRGS
where a substantial number of applicants are Spanish Sur-
named Americans, and are placed at the bottom of Spanish
language posters.

o






CORPORATE

The President of the Telephone and Telegraph
Company has the overall responsibility for our Company's equal
employment opportunity policy. The Corporate Vice President -
Personnel Relations is specifically delegated responsibility

for administration of the policy and of our affirmative action
program. The Assistant Vice President - Personnel Relations

has the responsibility of ensuring that all necessary action is
taken by all levels of management to achieve our Company's equal

employment opportunity objectives. These responsibilities include,
btk Maie T niok T ikt ldMtiok

1. developing our affirmative action program and policy

2% ensuring that our Company policies regarding equal
employment opportunity are communicated to all levels
within the organization

3. monitoring our Company's performance through audit and
reporting systems to assure effectiveness

L. ensuring that hiring, promotion, and salary administration
practices are fair and fully consistent with our Company
policy

5. iddentifying problem areas and establishing programs to aid
in problem solving.

The Vice President and General Counsel is responsible for assuring
that the personnel relations department is properly informed about
all local, state and federal regulations affecting equal employ-
ment opportunity. This executive advises the Vice President -
Personnel Relations regarding steps that must be taken to ensure
compliance. The Vice President - Personnel Relations in turn
disseminates new policy guidelines to the various levels of the

Company and works to implement various programs and ensures
complhivainicles



EQUAL EMPLOYMENT OPPORTUNITY COORDINATORS

Each major subdivision of the Telephone and
Telegraph Company (State, Region, Area, or Major Staff organiza-
tion)] has an Equal Buployment Opportunity Ceordimster. ' Dhie coehs
dinators are directly responsible to the Corporate Assistant Vice
President - Personnel Relations, but are located within and
assigned to a specific Company subdivision.

The Coordinators assist the branch Assistant Vice President -
Personnel end staff in preparation of tlie lemeal A LSHEsRtRe

action programs. Thesec management employees advise the Assistant
Vice President - Personnel and staff about local problems and
propose appropriate corrective action. The EEO Coordinators

will receive informal employee complaints, investigate them

and report directly to the Assistant Vice President - Personnel
if corrective action is necessary.

The Coordinator is personally responsible for conducting semi-
annual compliance reviews on the company subdivision which he or
she serves. These compliance reviews will identify local problems,
describe in detail the nature of the problem, and make recommenda-
tions to solve problems and achieve compliance. The compliance
review report is submitted diveetly te The SESHsitEme SeE

President - Personnel Relations who takes corrective action

where necessary.

Each major company subdivision or establishment document has
associated with it a record of the semi-annual summary of
their affirmative efforts and progress by an EEO coordinator.
Al]l this associated information is available for inspection
by governmental compliance agency representatives.

The Coordinators accept service of formal charges by a federal
or state agency, conduct an investigation of all facts relevant
to the charge, and make recommendations. This information is

forwarded directly to the Corporate Assistant Vice President -
Personnel Relations for action.



MAJOR COMPANY SUBDIVISION

The Vice President and General Manager or Vice President of

each State, Region, Area or Major Staff Organization has the
overall responsibility for the affirmative action program in

the State, Region, Area or Major Staff Organization. The
Assistant Vice President - Personnel is specifically delegated
responsibility for administration and implementation of the
program. These executives make periodic reviews to evaluate

the program's effectiveness. They are also responsible for
preparatieon of the local affirmative actienm deeudments tene (G
preoviding, as reguired, information pertgimsiaE te THie processing
of applicants for employment and the hiring of minority and
vomen applicants. They have available a complete copy of the
program. Newspaper clippings, magazines, brochures, and
pamphlets that describe the Company's affirmative action program
may be used to supplement the document itself. This executive

is designated as his or her organization's manager of the
affirmative action program.

Equal employment opportunity for minority group persons and
women and urban affairs activities generally are coordinated by
two groups.*¥

e, Interdepartmental Personnel Committee

This is a committee of division level managers responsible
flor perseonnel mabtiers il Sthiekir  RelsipecikitueNaiepanablehslile
group meets regularly to review affirmative action activities
es well as other personnel-related matters.

This committee is one of the principal communication vehicles
for affirmative action information and the group is charged
with responsibility to insure compliance with the policy in
the Company's sub-units.

2. Interdepartmental Urban Affairs Committee
LY

This committee is generally composed of some of the
personnel committee members along with representatives of
the public affairs-public relations or information staff
responsible for minority relations and urban affairs
activities.

The group meets at least monthly to coordinate the total
commitment and effort in the field of Affirmative Action
and Urban Affairs.

*If applicable to individual company.



This social responsibility commitment is divided into
six parts. They are:

a) Government and minority employee relations
b) Minority and Female Employment

c) Training the underqualified

d) Employee information and training

e) Urban education relations

f) Minority community relations



E.

MANAGEMENT

It is the personal responsibility of each management employee
to provide eguwal oppovtunity fer all &f his P hes cmpliaiiea:
with regard to work assigoments, tresiming, transfers,
advancements and other conditions and privileges of employment,

Management employees have been informed that their job
performance is being evaluated on the basis of their equal

enmployment epportunity effowts and reswlts as well a2 211 bl
g releneel crliteiile .

Supervisors -at all levels of management regularly review the

progress of their subordinates to be sure that non-discrimination
is a fact.

If our Company determines that discrimination, on the basis of
race, color, sex, religion, national origin or age, has
occurred those responsible will be subject to appropriate
disciplinary action, up to and including dismissal, depending
on the severity of the case.



IV UTILIZATION AND WORK FORCE ANALYSES



UTILIZATION ANALYSES

Thhe _ Telephone & Telegraph Ceompany eomdncits
separate in-depth utilization amalyses at eaeh eshallicimenis
for minorities and for women (protected groups). The purpose

of these utilization analyses is to determine if minorities
and/or women are currently being underutilized in one or more
of our Job classifications.* The results of these utilization
analyses then become the basis for establishing the goals and
intermediate targets detailed in this document.

The procedure set forth in Section XI will be utilized in con-
nection with the analysis and goal setting called for by Re-

viged Orvder Meo. 5, 41 C.P.R. Secotiod B0-2.141(a).

Log Minority Utilization Analysis

In determining if minorities are underutilized in
any of our job classifications, the

Telephone and Telegraph Company evaluates all of the
following factors:

a) the wiperity pepulsticn of the Loy Eres
surrounding the facility

b) the size of the minority unemployment force
in the labor area surrounding the facility

¢) the percentage of the minority work force as
compared with the total work force in the
immediate labor area

d) the general availability of minorities having
requisite skills in the immediate labor area

e) the availability of mineritiss hauwbnes FelapEicae
skills in an area in which the
Telephone & Telegraph Company can reasonably
recruit

f) the availability of premeteble awd Erepsfopibils
minorities within our company

g) the ewicstemee of training iwetituticons cliElie
of training persons in the reguisite skills,
and

h) the degree of training which the
Telephone & Telegraph Company 1s reasonably
able to undertake as a means of making all job
classifications available to minorities.

¥*Section L, B



2. Yemen's WEiligatien Anallyses

In determining if vomen are underutilized in any of
our Job classifications, the

Telephone and Telegraph Company evaluates all of the
following factors:

a) the size of the female unemployment force in the
labor area surrounding the facility

b) the percentage of the female work force as
compared with the total work force in the
immediate labor area

c) the general availability of women having requisite
skills in the immediate labor area

d) the availability of women having requisite skills
in an area in which the Telephone
and Telegraph Company can reasonably recruit

e) the availability of women seeking employment in
the labor or recruitment area of the
Telephone and Telegraph Company

£) the availability of promotable and transferable
female employees within our company

g) the existence of training institutions capable of
training persons in the regquisite skills, and

h) the degree of traipins whiech the
Telephone and Telegraph Company is reasonably
able to undertake as a means of making all Jjob
classifications available to women.

(Each company must provide an exhibit showing the data available
for A-1 and 2 and the source of this information.)



JOB.CLASSIFICA TIONS

The Telephone and Telegraph Company's job titles
have been separated into fifteen major classifications known as the
Affirmative Action Job Classifications. These job classifications are com-
prised of one or a group of jobs having similar content, opportunities and
wage rates. The following are the classifications and the job titles which
are included in each as well as the range of top rates for each classification.

(FOR ILLUSTRATIVE PURPOSES, JOB TITLES HA& VE BERN SR N
EACH COMPANY MUST PROVIDE A LIST ©OF MAJOR TITLES HOR BEEE
CLASSIFICATION, THIS LIST WILL REPLACE THE EXANMPILE ITNCILENNEEIE
HERETN. )

Affirmative Acti*(.)_l_'}_i)b Classifications

1. Third Level and Above Management $ [yr. and up

2. Second Level Management $ I, S g 8
3. First Level Management $ fope. i S yT.
4., Administrative Positions $ fop.. fm g Wk

a. Management
Examples: Secretary
Service Observing
Supervisor

b. Non-Management
Examples: Engineering Assistant $ /wk. to $ wk.
Special Clerk

5. Sales workers (non-management only) $ /wk. to $ wk.
Examples: Commercial Representative plus commission
Directory Advertising Sales
Canvasser
Communications Consultant

6. Telephone Craft - Skilled - Outside $ jok. & & wk.
Examples: PBX Installer-Repairman
Splicer
7. Craft - Skilled - Inside $ /wk. to $ wk.
Examples: Estimate (complex) Assigner
Switchman '

Test Deskman
Toll Test Deskman



10.

L.

25

k3,

14.

1S,

General Services - Skilled
Examples: Building Mechanic
Chauffeur
Draftsman
Mechanic
Supplyman
Supply Chauffeur

Telephone Craft - Semi-Skilled - Qutside
Examples: Lineman

Splicer's Helper

Station Installer-Repairman

Telephone Craft - Semi-Skilled - Inside
Examples: Apparatusman
Frameman

Office-Clerical - Skilled
Examples: Business Services Instructor
Computer Attendant
Line (simple) Assigner
Semher Cletlk
Service Analyst
Service Analyst
Service Assistant
Service Representative

Office-Clerical - Semi-Skilled

Examples: Administrative Clerk
Dial Assignment Clerk
Drafting Clerk
Processing Clerk
Stenographer

Office-Clerical - Entry Level
Examples: File Clerk
Mail Clerk
Reproduction Clerk
Roufilne Clerlk
Typist

Operators

Service Workers

Examples: Building Maintenance Worker
Building Messenger
Cook
Dining Service Attendant
Elevator Operator
House Service Attendant

NS

[wk.

{wilg.

[wk.

/wk.

[wk.

/wk.

/wk.

/wk.

to $

faa S

to $

e &

to $

to $

to $

to $

wk .

wk.

wk.

wk.

wk.

wk.

wk.

wk.



ESTABLISHMENT OR FACILITY

Separate affirmative ag¢tien pregrams ineluding goals, dnker-
mediate targets and time frames have been developed for
"establishments" or "facilities" within the

Telephone and Telegraph Company's majer subdivisiouns. 'The
definitien of an “establisbment" or “"Facility" hie Veen o=

termined by agreement with the Office of Federal Contract
Compliance and is as follows:

A geographical location with an identifiable labor
market where substantial numbers of employees are

Boeslimed »* This is._gemerally a-dédpiedon grf distried
headgquarters community. .

Dt lisge oL e Bghecd” Ehat designatien of exact commuilties I8
determined by the Company with the approval of the regional
0.P.C.C. officigls. "Hetablishment" or "Fasility'" afDiaaEs e

action programs are available for company or governmental
compliance officers.



WORK FORCE PRCFILYE

The Wash Perec Preofiles Repoxrts feor Depembed S, BIFH .
indicate the Telephone and
Telegraph Company's latest work force profile by company

(Boldibit HFEL), By areals) (Exhibit #¥0B), zud by csteh-
lighments (Euitit G6E€).




YV GOALS, INTERMEDIATE TARGETS AND TIME FRAMES



s

PROLOGUE

The Telephone and Telegraph Company recognizes that
all goalsX, intermediate_targets¢ and time frames®® explained
in this section and detailed in the exhibits are neither rigid
e ALl @R vl eN e BeT as s ol ©b JEehivEs wo, e pursned 9y

nebitiwavion of evellable - cenpany Tenouweres foF & Ygocd faith
el Pagit . '

Goals, intermediate targets and time frames are projected on a
one, two and three year basis. The intermediate targets are
rlelvainewield: tahmnan ey antd.  SidiSutshieldt Siton BelestiReichit e Scihbdelcisclahab R A=had e
At the end of the three year time frame, another three year
projection will be made. The intermediate targets will be
modified to assure that they provide maximum practical results
toward our objective of achieving, within a reasonable period
of time, an employee profile, with respect to sex and race in

each major job classification, which is an approximate reflection
(Ol 9)7:16) 10)E el il Sl 205

Goals .and intermediate targets have been established separately
for minority groups and wonen.

A goal is the percentage which would approximate the proper
utilization of women and minorities in each Affirmative
Action job classification in each establishment.

An intermediate target is that portion of the goal which,

based upon the anticipated opportunities for a time frame,
an establishment can pursue.

A time frame is the calendar year or years which is used to

designate points of reference for setting and measuring inter-
mediate targets.



GOALS AND INTERMEDIATE TARGETS FOR MINORITY GROUPS

Goals and intermediate targets for minority groups have been

Eevablilshed fow the Telephone and Telegraph
Company for those job classifications in which minorities are
underutilized. Each "establishment" program also contains

goals and intermediate targets for those job classifications
in which minorities are underutilized.

Our Company has conducted utilization and work force analyses
For mimerities. These amalyses plus the anticipabed saEmIRETI
contraction and turnover of and in the work force are used to
determine our intermediate targets. Our corporate program con-
tains goals, intermediate targets and time frames which are
included as an exhibit in Section X.



GOALS AND INTERMEDIATE TARGETS FOR WOME]

Goals and intermediate targets for women have been established
TEE LIoE Telephone and Telegraph Company for
these job clasgificatiemns in wvhich womenm are ungGerutilizeds HEaS
"establishment" program contains goals and intermediate targets
for those Job classifications in which women are underutilized.

Our Company has conducted utilization and work force analyses

for women. These analyses plus the anticipated expansion, con-
traction and turnover of and in the work force are used to deter-
mine our intermediate targets. Our corporate program contains

goals, intermediate targets and time frames which are shown as
an exhibit in Section X.
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PROLOGUE

The Telephone and Telegraph Company views the
affirmative action program as a results oriented program de-
signed to enhance the opportunities of minority and women
employees. Our Company recogniies that the ultimate success of
this undertaking will be largely the result of the "good faith
effeorts” detbailed in the plam of action sectien of Phis
Geouient. There is exccubipe Sugpert foFr 1he plakyg
dissemination of the commitment to all employees enlisting
their adherence to Company equal employment opportunity has
been completed. In the following pages the substance of the

plan to convert commitments to measurable progress is out-
lined.




RECRUITING

Thie Telephone and Telegraph Company is actively
seeking minorities and women for existing and future emplowieuny.
In order t@ improve recrultment and increase the Tlow Gif DENEEH N
and wemen applicants, our company will use minoerity End o
recrwiters to coentact regularly local, stabe and Tederal Sl
ment referral agencies and women's agencies found within the
local areas (e.g., Urban League, NAACP, The National Organiza-
tion For Women and Sororities), secondary schools and colleges
with high minerity and female enrollments, comecerned coOMBMLRMIES
leaders and specialized placement agencies (eog. , Aspiva, KNS
and SER). OQur resource directory lists the organizations wve
contact which provide this type of assistance. (Behitedt 500

Our Company informs prime recruiting sources verbally and in
writing at least annually of our EEO policy and maintains a

file of sources notified and acknowledgements received. (e
hibit # 84 & B). Where possible, briefing sessions are conducted
on company premises with representatives from these recruiting
sources. These sessions include departmental tours, presentations
by minority and women employees, definitive explanations of cur-
rent and projected job openings, job briefs and gualifications,
explanations of the company employment selection process and
recruiting literature. Our Company makes formal arrangements

with each of the organizations used for recruiting and referral
of applicants.

Our Company employee recruiting program will actively encourage
recruitment of women and minority candidates for existing and
expected employment opportunities.

Minorities and women are included on the Personnel Relations
Staff and as employment interviewers.

Company representatives who participate in job fairs do so with
a planned program so that they can make tentative commitments
on-the-spot pending further processing.



Active recruiting programs are carried out at secondary schools and
colleges with predominant minerity and female enpollmeniis . | HEISHNI=
ties and females are sought in these schools. Minority and wvomen
employees participate in career days, youth motivation programs and
related community activities.

Special euploymems progfams are undertaken vhenever possible and
include technical and non-technical co-op programs as vell as work-

study proegrams fer Tfaeculty mewbewrs. The abéve 1s dixsched fe
seecondary scheoels and celleges with predeminamt winewidy emnd Heiheiiks
enrollments. The programs include male and female counselors and

emphasize minority and female placement.

Recruiting brochures that pictorially represent work situations in-

clude minorities and women. Employment advertising utilizes minority
news media on an ongoing basis.

In all recruiting and hiring programs, college, non-management, sales,
etc. our company complies with non-discrimination legislation re-
lating to minorities and women. These programs are monitored
semi-annually for adherence to that legislation. (BEditor's Note)*

¥Each individual company should insert their details of affirmative
programs to recrult minorities and women.



TESTS

The = Belephéne and Telegraph Company‘s employee
selection process is based on the concept that tests are only
one of the many criteria. Both in the selection of applicants

and employees for filling job vacancies, our company does not
rely upon the minimum scores required or preferred on tests as
Justification for fallure to meet intermediabe tanmats

for any Job classification. Our company does utilize test
scores on validated tests alemg with other job relabted cemsiki=
erakieons in asSessing individwal qwalificatiens. Qur Eeonpalis
hires people as regular employees who 40 not pass pre-employment
tests and these individuals may participate in one or more of
our company's special intake-programs. All persons involved in
the employment process are cognizant of the fact that tests are
only one predictor in selecting new employees.

It is the basic objective in the EEO program to have all tests
and their uses conform with the OFCC Guidelines on Employee
Testing and Other Selection Procedures and Company policy.

Test validation studies are made by the Personnel Research
Section at The American Telephone and Telegraph Company in
accordance with the OFCC Guidelines on Employee Testing and
Other Selection Procedures. Copies of validation studies are
on file with that Company.

The following are the tests currently being used:

(Company sheuld List bhe Gesks they use )



EMPLOYMENT AND SELECTION

Our Company is planning to review all job briefs using job
relanec erilveRlies s IMeEE ProeEeures tnuel gre pawt of the
emplepaent er selection precmss that dispreieriilonEEicll
affect minorities and/or women and cannot be shown to be
Joh relafed will be modified. 'lIn addition, Ghase Eewdiikenm
descriptions which are found to be inaccurate in relation
to aebwadl job Towetidws dnd duttics ape to lie rewisEn.

The minority and sex makeup of applicants and hires is review-

ed periodically to assure that sufficient numbers are applying
e Jobs

All employees engaged in making hiring and selection decisions
are carefully chosen and trained to assure non-~discrimination
il Gl@@T § Il ©m e mElRa i g Individual employee results are reviewed
periodically to insure non-discrimination is a fact.

Our Company employment application form contains the following
notice in bold type: "Discrimination because of sex, race,

color, religion, or national origin is prohibited. 1If you be-
lieve you have been discriminated against you may notify the

Equal Employment Opportunity Commission, the Federal Communications
Conmission or other appropriate agencies." It is recognized

that the Age Diserimingtion Aet of 1967 is epplicabils B ©ne
employment process and it is so stated on the application

hENaitgsis S SEhelS fohamish Sielchistie NStk N ililae Telephone and
Telegraph Company is an Equal Employment Opportunity Employer.

Our Company's subunits notify the employment office of their
intermediate targets for minorities and women. This enables -
the employment office to consider affirmative action objectives
in making hiring decisions.

Our Company makes a special concentrated effort to employ

minority group persons to meet our goals and intermediate
targets.



PLACEMENT AND ADVANCEMENT

The Company has distributed to all non-management employees a
brochure describing those non-management job titles having a
substantial number of employees (Exhibit ﬁg). This brochure
alse deftails Job gualificelicns and preoceciuwes Fep FlilumEk
transfer requests. Non-management employees can file transfer
requests which are processed when job vacancies occur. If a
transfer reguest 1is rejected, a written explanation for the
rejection and & recommendation for gualifyimg ia bthe Fubire IS
gent te the ecuployee's lmmedigte superviser. A cepyoF ail
rejection notices is retained for one year in the Transfer

Bureau and is avallable to Company and governmental compliance.
reviewvers.

The records of minority group and women employees are reviewed
to assure that qgualified individuals are given equal considera-
tion as opportunities for upgrading, promotion and transfer

occur. Where additional training and experience would be help-

ful for advancement, management counsels and assists minority
and women employees.

A1l forms which are utilized in evaluating management employees
have a category to measure affirmative action performance. Ul
measurement has been added to evaluation forms so employee

affirmative action efforts and results can be appraised along

with other criteria necessary for an acceptable management job
performance.



TRATINING

1. SPreining for Buplommend*

Tlie Company reeognizes that The vast majoarily off i
applicants hired are gualified wnder regulay selection ¢PiluEmiE
Wi Telephone and Telegraph Company, however,

is committed to action programs designed to upgrade the skills
of umderqualified persons: While such persons coumprise o SN
pereentage of the employece bady, they are an impertant EeEEaEmn
of the commitment to better the communities we serve.

Each of these action programs combines remedial education and
vocational training in order to assist {rainees in qualifying
for company employment.

In addition to the education and training projects, special

programs for pre-employment training and assessment have been
developed.

Trainees selected to participate in special manpower training
programs generally meet National Alliance of Businessmen's
(NAB) selection criteria. Periodic auditing of trainee guali-
fications, as well as the qualifications of all other NAB
hires, is conducted. Results of the periodic audits are avail-
able to Company and governmental compliance reviewers.

Descriptions of different company programs are included in

major company subdivision or establishment affirmative action
WILESIE 5 .

¥ If applicable to individual company.

2. Training for Advancemnent

Minorities and women are given equal access to all developmental
training courses designed to enhance an employee's ability to
assume positions of greater responsibility. Records of employee
attendance al development training courses are maintained for

two years by minority group and sex. This information is
available to Company and governmental compliance reviewers and is
periodically monitered te assure Ghat all emplleyces Wmalie

equal access regardless of race and sex.

Also, the Company's Educational Tuition Aid Program is made
available to all employees who wish to enhance their opportu-
nity with the Company by supplementing their educations.



COMMUNITY ACTION

The results of the affirmative action program have depended to
a large extent on our ability to let minority and women's
communities know about The Telephone and Tele-
graph Company's plan to enhance their employment opportunities.
Positive relationships have resulted creating mutual respect

and cooperation. This commumity actien is discussed in SeciEa
VIgD, :




Hi.

FACILITIES

All work areas, cafeterias, rest and recreational areas and

other Company facilities are maintained on a racially deseg-
regated Basis.

All employees are encouraged to participate in in-hour and out-
of ~leur cmpldyce asdociaiion and clubh @Detivities.



I. SUBCONTRACTS

All Company contracts ineclwude an Eqwal Enpleyment OppeaBumivig
clause where appropriate.
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PROLOGUE

- @irelEiR, Ter EneE Telephone and

Telegraph Company to secure attainment of the stated objective
of achieving, within a reasonable period of time, an employee
profile, with respeet te race and sex in each major  jEb ‘Sikasicii=
figatieow, whiech 45 an appreomimaie reflectien of PIEaEEE ARSI
zation, 1t would follow that a systematic approach has to be

taken te memiter the resulis af our Programs.

BPpreacl Enables UE to evaluewe FEeaullcs
TG VIPE g

This systemaiie
EEL L 5O Pilam e wInE



B.

EXTERNAL REPORIITNG

I c

Reports and Agreement

The following are required and the frequency of filing is
noted:

a. EEO-1 Report - Annually
b. FCC-395 Report - Annually
c. Bubcontractor Compliance Agreement - Annually

Special Federal Communications Commission (FCC) Requirements

a. Reports - Copies of the Corporate Plan will be
available for public inspection in the same manner and
in the same locations (BExhibit 10) as regunlred fen
i@ @@ @ ElEl 0@ EHaln @ O ettt B8 §EG, o7k i
FCC Rules and Regulations, Section GA T2 - Also avail-
able will be copies of all exhibits, letters and other
documents filed as part thereto.

b. Complaints - A record of complaints regarding alleged
violations by the Telephone and
Telegraph Company of equal employment provisions of
federal, state, or local law which have been filed
before any body having competent jurisdiction will be
filed according to FCC regulations. All correspondence
between the Telephone and Telegraph
Company and the FCC pertaining to filed reports and
all documents incorporated therein by reference will
also be filed and maintained as required by
regulations.

Special Equal Employment Opportunity Commission and
Office of Fedewral Comtpady Conipidamee Hopert s

*The Telephone and Telegraph Company
provides a summary of the Transfer Plan Activity Report*
to the Equal Employment Opportunity Commission and to
the Office of Federal Contract Compliance on an annual
basis. (In order to comply with our agreement with the
EEOC and the OFCC, initially summaries of the Job
Opportunities Report* and the Transfer Plan Activity
Report will be forwarded within 45 days subseguent to
the first and second full quarters following the date

of the agreement. )

Yficetiign WLD, €



C. INTERNAL REPORTING SYSTEM

1. Internal Reports

The following reports are generated and monitored at least
quarterly:

a. Employment O0ffice debivity Repert inclkmdes
l. Applicant and hire flow by EEO-1 minority designation

and sex.

2., Heuree of all referrals and hires by -1 Dot
designation and sex.

3. Reasons for rejection of employment applicants by

EEO-1 minority designation and sex.

b. Inward Movement Report includes
1. Placements, upgrades and promotions by EEO-1
minority designation and sex.

¢. Outward Movement Report includes
1. Resignations and dismissals by EEO-1 minority
designation and sex.

Gk Profiles and Opportunities Report includes
1. Progress of Company subunits toward goals and
intermediate targets.

e. Job Opportunities Report* includes
1. Projected number of job opportunities by major

job titles {(e.g., insdaller., Liatueiy) o e
balance of the year.

f. Transfer Plan Activity Report¥® includes
RIS o e N atthno e vt g elog et llileeh cluwiln e, thie | pEEwileus
guarter by net credited service date, date of
tranisifiesn ) jel Ehuisiter s SHBOAE mutnichdira N dicishiNohal=Rihil o
b -sex and last previous job assignment.

s Training class attendance by EEO-1 minority designation
and sex.

¥The Telephone and Telegraph Company will
provide these reports on a quarterly basis, with respect to
each of the Transfer Bureaus, to non-management employees
served by such Transfer Bureau.




Internal Compliance Reviews

The Company's BED Coordinstors cenduct conpliange weiicucis
at least semi—annually, of all major Company SUBEINISINCRISE
"Establishments" or "facilities." These reviews enable the
coordinators te idembtify lecal preoblems, MmN iEE Wk
progress and performance and make recommendations to the
Corporate Assistant Vice President-Personnel Relations.

Company compliance reviewers monitor at least the
Fol Lowimg :

a&. Cenpesitieon ef apslicapt and' bilve fiey by minority
group and sex.

b. Selection process for hiring, placement, transferring
and upgrading.

¢c. Attendance at developmental training courses by

minority and women employees.

Proper display of posters and EEO policy.

Attitude of the work force.

Inclusion of EEO clause in purchase orders.

W©)15 AT AL @ ENG LI @)T IPE @Ip UL GBI e Fetiee@s @it BE0 pelliey .

Dissemination of policy.

Progress of subunit toward goals and intermediate

targets.

Resignations and dismissals by minority group and
sex.

He 'R M 0 &

C e
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CORPORATE CITIZENSHIP

The Telephone and Telegraph Company recognizes its role
as a corporate citizen in the community and is continuing its
leadership through programs designed to strengthen the socio-
economic status of minority group and female citizens. By
participating in these programs, company management intends %o
serve as a catalyst in stimulating other leaders in commerce

and industry to join forces in cooperative efforts to cope with
urban proWlems .

The Company will continwe its cooperation Wwith losal Foamis el
Fducation in developing programs for urban school students.

Programs and courses designed to raise the skill level of min-
orities and women will continue to be developed and conducted.

Other community relations efforts are:

- Scheduled tours through Company facilities. Those included
are representatives from schools, students, minority and

women's employment sources, civic groups and others of the
community.

- "Speakers' Bureau" to speak before school groups discourag-
ing school "drop-outs", expressing our function as a company
and our need for empleyees.

- Company Educational Aid Consultants contact school teachers
and administrators regarding the availability of Bell System
free curriculum assistance materials.

- Minority Recruiters counsel, act as primary contacts with
various agencies and are members of advisory boards of var-
ious minority community help groups.

- Executives and managers designated by the el epheneE
and Telegraph Company act as advisers, members of boards of
directors, fund raisers and in various other capacities to
urban, minority and female oriented organizations. In certain
approved cases, cash contributions are made to minority and
female causes.



- Involvement in job clinics, Urban Leagues, Urban Coalition
organizations and, in general, keeping personal contact
with the many minority and female organizations of the com-
munities in vhich ve operate.

- Loan of Company Executives to the National Alliance of
Budings smem

Participation in and where practical sponsorship of seminars

for the business community on equal employment opportunity
for minorities and women.

Active encouragement of community and consortium child care

centers designed to improve the employment opportunities
for women and men of all races.

Continued use of local and minority news media as a tool for
publicizing the achievements of minority and female empleffcEs
and the Company Equal Employment Opportunity Policy.

Voluntary expenditure by employees of their personal time
to aid in the solution of urban and community programs.

The Telephone and Telegraph Company Affirmative Action
Program will be dynamic and viable. Frequent personnel contacts
with minority and women's leaders and other key individuals will
be made to insure that the program is kept effective in meeting

the current needs of each community in which we have operating
personnel.



IX STATEMENT OF COMMITMENT



IX STATEMENT OF COMMITMENT

10 o8 ey Peeiiia tmeclybingt o AEN e peliey @ the
Telephone and Telegraph Company to provide egual employment opport-
unity in all aspects of the employer-employee relationship - includ-
ing recruiting, hiring, upgrading and promotion, conditions and
privileges of employment, Company-sponsored training, education as-
sistance, seocial and recrealionsl preogramws, conpensziion, HemcEiNmce
transfers, diseipline, layeffs, recalls and bermimsbicn of cipillam=
ment - to all employees withéut diserimination because of raece, calkeiip
religian, metienal erigin, Sez oF g9

Equal employment opportunity, as defirned in law and govern-
mental regulatiems, reguires affiFfmative sheps 46 AmEmme s FETHNNNE
ubilizetion of ninsritics and wemen in owr werk ferec. I s Sag
intention of the Company to adhere to both the letter and spirit of
these laws and regulations. The acconpanying Affirmative Action Plan
eI IO SRTS wEEwn ©uE PEESENG ainhERpEEer Enlen @f Wi COoUrSe ©f
action the Company must take in order to fulfill its intention to
fully meet its lawful obligations.

We affirm that all available Company resources are being
mobilized for a good faith effort to attain the goals indicated.
We further pledge our support for the objectives of affirmative
action and a work environment without discrimination.

This Company Affirmative Action Plan will be updated and
revised amnuwally in the light of cxpevilence, ¥PeFNm@d s 2
regulations or their evolving interpretation, and better understanding
of effective approaches which will assure truly egual employment
opportunity for all. Any questions relating to details of this plan
should be referred to the Assistant Vice President - Personnel who
has been designated as the Ccmpany's Equal Employment Opportunity
Official.

President

Vice President- Personnel Assistant Vice President-Personnel

The American Telephone and Telegraph Company
195 Broadway
New York, New York 10007
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MINORITY PROGRESS REPORT

PREVIOUS THREE YEARS

) -
% of % of % of ol
Mana 55 :
anagement 12/31/65 Total 12431 Total i £ 30 Total V28 Total
White
Minorities
Black

Spanish-Surnamed

Other Non-White

Total Minorities

Total Management

Non-Management

White

Minorities

Black

Spanish-Surnamed

Other Non White

Total Minorities

Total Non Management

Total Company

White

Minorities

Black

Spanish-Surnamed

Other Non-White

Total Minorities

Total Employees

EXHIBIT 1




WOMEN PROGRESS REPORT

PREVIOUS THREE YEARS
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12/31/
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Total [12/3V/

% of
Total

12/31/

% 0
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TO CONTRACTORS, SUBCOHTRACTORS, VENDORS AND SUPPLIERS:

Pursuant <o Executive Order 11246 as amended and Executive Order 11375

and regulztions issued there under which became effective December 4, 1971,
it is agr=ed that the clause relating to Equal Opportunity referred to

in subpar® 60-2.21b(2) is incorporated by reference in each contract and

each ordex to you vhich is within the scope of the regulstions.

If these arrangements are acceptable to ycu, please note your concurrence

on the attached copy of this letter and return it for ocur files.

Very truly yours,

Accepted:
Date:

Attaclment



( } £Y) KTeT

American Telephone &
Telegraph Company
195 Broadway

New York, N. Y. 10007
Phone (212) 393-3241

John W, Kingsbury
Assistant Vice President

November 9, 1971 (Revised)

TO ALL PERSGNNEL VICE PRESIDENTS:

I am attaching a copy of an amendment to the Federal
Procurement Regulations under JFitle B - PibliesCenbos i
and Property Management, This amendment establishes a new
subpart 1-1.13, Minority Business Enterprises, and prescribes
subcontracting policies, procedures and contract clauses
designed to foster and encourage the participation of minority

business enterprises in the subcontracts awarded by Government
prime contractors.

In-gengral , T 18 Ehig SOLAETE oy bl Censsinieipie. st
maximum practicable opportunity to participafte in the per-
formance of Gevermmeny ConEraghe. e jinam deul Toy minom e
business 'enterprises a5 sUbcahtraethirs dnd suppliecrs. e
contractors’ perfemming work OF PFHCEFiNS Sofvices &5 Joclne

contractors or subcontractors under Government procurement .
contracts.

The amepded resulation, uiidch, basane el Teel e on
October 18, 1971, requires that the following clause be
included in all contracts in amounts which may exceed $5,000
eXcépt 'dontiracts Sich,  TEciadnnE Sl SHSeENT EaAc ks, Dhereumedaic,
are ‘To ‘Pe  peirilorme’ serLi Tl OCS A te TS il edl, el s i s

po'ssessions,’ ang Phertos THES, sl conTaltth Tor scyvices whieh
are ' peirsciial 4N MetRiret

Utdldzation  of Minority. Bldisdss Enterprises
(a) It is the policy of the Government that minority

business enterprises shall have the maximum practicable

opportunity to participate in, theé peridrmence of \Governmaps
contracts, '

EXHEBIT 5
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(b} The Contractor agrees to use his best efforts
te carry out this poliey in the awsrd of his subconéracts
te the fullest extenl consistent wilh the efficient peErs
formamee of this cemtract., 4As used in this cenfyact, e
term "minority business enterprise" means a business, at
least 50 percent of which is owned by minority group
members or, in case of publicly owned businesses, at least
51 percent of the steck of which is ewmed by nEpEriEy STk
mepipers., For The purpeoses of this definitilen, mingEit
group members are Negroes, Spanish-speaking American persons,
Amexican-Orientals, Americaen~Indians, American-Eskimos, and
American Aleuts, Contractors may rely on written representa-
tions by subcontractors regarding their status as minority
business enterprises in Lieu of an independent Luwesbul ekl

Contracts which may exceed $500,000 which contain the above
clause and which, in the opinion of the procuring activity,
offer substantial subcontracting possibilifies are VeuulEsH
to include the Minerity Business Enterprises Subcembreeiims
Program clause set forth in Title 41, § 1-1.1310-2(b).

In addition, prime centractors vhe are to be SiEEnEd
contracts which may net exceed $500,000, but wkieh, S e
opinion of the procuring activity, offer substambial silb=
comtracting possibilities will be unged to acccpt Lhe Minowas
Business Enterprises Subeortbracting Program clalise set L
in TEEle 431, 1-1.1310-2(Db).

Our compliance with Title 41l - Publie Contracts ol
Property Management, subpart 1-1.1l3, would be viewed by GSA
as part of our "goed falth effert" in mechbhims FTederel cqn
opportundty regquirements. Accordimglyy ATEE IS cRChaEa

‘letters (Exhibit A) with both Western Electric and Bell Telephone

Laboratories to accomplish this. Similgriy it will Incel EchEE
the clauge relating te the witilizaticn oFf NINeFECy bBushiperls
enterprises by reference in other contracts as required (Exhibit
B).

Sincerely,

| - o L fAfj i
Attactiments %%Ay,@y?/f

B IRIT 2



(Exhibit A)

Mr. Harvey G, Mehlhouse, President
Western Flectric Company, Incorporated
195 Broadway

New York, New York 10007

Dear Mr. Mehlhouse:

Pursuant to Executive Order 11458 and regulations issued thereunder

(41 CFR 1-1.13 - Minority Business Enterprises) which became effective
October 18, 1971, the clauses relating to utilization of minority busi-

. Ness enterprises referred to in subpart 1-1.1310-2 of the regulations

are incerporated by refevence im all eorders placed by us on yeu @nd
all arrangements by you for communication service provided by us.
ther, AT&T and Wesiern Eleciric eaech certifies to the other that it

will incorporate the clause by refervence or other wise in its subcon-
tracts covered by the regulations.

Fur-

If these arrangements are acceptable, please note your Company's con-
currence on the attached copy of this letter and return it for our files,

Very truly yours,

Chairman

accepted:
(note: Similar letter to BTL)

v —



(Exhibit B)

Te a CopdiFsciew;

Pursuant to Executive Order 11458 and regulations issued thereunder

(41 CFR 1-1.13 - Minority Business Enterprises) which became effective
October 16, 1971, it is agreed that the clause relating to the utiliza-
tion of minority business enterprises referred to in subpart 1-1,1310-2
is incorporated by reference in each contract and each order to you
which i1s within the scope of the regulations,

If these arrangements are accepiable to you, please note your concurrence
. o the dhlscihed cogy of Uhis letber and wetuwrnm i B oww TUlEs.

Very {ruly yours,

accepted:__ (Subcontractor)




WORK FORCE PROFILES REPORT

DATE COMPANY
Males : = i
Total Total Total -
Employees| Males ) Females
White Black S.S.A. ALl Or.+0Oth. White Black SS.A. Al Qr.+0th.

3rd Level & Above (1)
2nd Level (2)
1st Level (3)

Administrative Positions

Management (4A)
Non-Management (4B)
Sales Workers o (135)

Tel.-Craft Skilled Outside (6)

Tel.-Craft Skilled Inside (7)

General Services ()

(9)
Tel.-Craft Semi-Skilled Qutside

Tel.-Craft Semi-Skilled Inside{10}

Office Clerical Skilled (11)

Office Clerical Semi-Skilled {12)

Office Clerical Entry Leve! (13)

QOperators (14) J

Service Workers (15) ; !
" I




WORK FORCE PROFILES REPORT

COMIPANY
AREA
Males Females
Total Total Total
Employees| Males ) Females
White Black SSA, Al Or.+0th. Wh ite Black SESPAY Al Qr.+~0Oth.
Level & Above ()
Level (2)
Leve! (3)

vinistrative Positions

\anagement (4A)
lon-Management (4B)
ales Workers (6)

-Craft Skilled Outside (6)

Craft Skilled Inside (7}
sral  Services (8)
(9)

Craft Semi-Skilled Qutside

Craft Semi-Skilled Inside{10)

:e Clerical Skilled (11}

e Clerical Semi-Skilled {12)

e Clerical Entry Level (13)

ators (14)

ce Workers (15)




WORK FORCE PROFILES REPORT

TE COMPANY
AREA
ESTABLISHMENT
Males Females
Total Tota! Total
Employees| Males Females . s
White Black N Al 1 Or 20tn. White Black SS.A. Al Cr.+Oth.
d Level & Above (1)
d Level (2}
t Level (3)

iministrative Positions

Management {4A)
Non-Management (4B)
Sales Workers - (5)

[.-Craft Skilled Outside (6)

I,-Craft Skilled Inside {7)
neral  Services (8)
(9)

.-Craft Semi-Skilled Outside

-~Craft Semi-Skilled Inside(10;

ice Clerical Skilled (11)

ice Clerical Semi-Skilled (12)

ce Clerical Entry Leve! (13)

rators (14)

ice Workers (15)




Negro Men's Fraternities
National Council of Negro Women
YWCA

Jewish Women's Group

Catholic Women's Groups

Women's Colleges

High School Work-Study Programs

Industrial Cooperative Training
Distributive Education
Cooperative Office Education
Action, Inc.
Vocational and Technical Schools
Specialized Employment Agencies
Work Incentive Program
CAMP'
Voluﬂteer Advisory Corps
Concerned Private Citizens
State Equal Employment Ovportunity Commission
Dept. of Labor Women's Bureau
National Alliance of Businessmen
Police Athletic League Clubs
Community Centers
Bureau of Indian Affairs
Minority Employee Organization
Indian Reservations
Oriental Organizations

Organizations Dealing With Spanish Surnamed Americans



Suggested Letier to Hach
Pulblic ane Privebe lzemcy
Involved in Employee Recruiting

Certified Mail
Return Receipt Requested

Dear Mr./Mrs./Miss

2

Our company has long had an on-going commitment, through our affirmative
action program, to hire and develop the best people we can find - basing our

Judgment on their job-related qualifications - because its morally right and
legally required.

We will continue to direct our recruiting and hiring policies to be free
of discriminatory practices. We are soliciting your assistance and cooperation

in actively recruiting and referring applicants for all jobs without regard to
race, religion, color, sex, age or national origin.

We should like to confirm at this time, the concurrence of your agency

(office) (department) with this non-discriminatory policy. A duplicate copy
of this letter is enclosed for your convenience in expressing such concurrence,

Very truly yours,

Approved:

Date
By 3 Name
Title:




Suggested Letter to Schools

Dear School Administrator:

Our company has long had an on-going committment, through our affirmative
action program, to hire, develop and train the best people we can find - basing

o
our judgment on their job-related gualifications - because its morally right
and legally required.

We offer programs designed to motivate students to stay in school, to
continue their education (tuition aid), and aid in the developing and enriching
of curricula by school systems to meet the employment needs of industry in
general. We offer other programs directed to grooming, attitudes, how to apply
for a job, employment tests, and how employment interviews are conducted. In
addition we offer tours of company facilities, are available to participate in
educator seminars, job fairs, career days and summer workshops.

Our school relations groups are working with your personnel on a continuing

basis. If there are any areas in which we can be of further assistance we would
appreciate your contacting us.

Sincerely,



This brochure should coincide with the Transfer Plan non-management job

titles, job qualifications and transfer request procedures.

ERTe 9



A listing of the Company locations at which tariffs are kept and posted should
be inserted here so that the reviewing apencies will be avare that the Affirma-

tive Action Pregram is being maintained per FCC rules and regulations.



Xl ADDENDUM - GUIRELINES AND PROCEDURES BOIR

ESTABLISHING INTERMEDIATE TARGETS ANE TIME FRANISS



I. Overview

Our objective is to achieve within a reasonable period of time
an employee profile with respect to race and sex in ecach major job
classification which is an approximate reflection of proper utilization.

In order to attain our objective, goals and intermediate targets
arc established on the basis of projected job opportunities (defined in

Paragraph II) for those job classifications in which there is an under-
utilization.

The basic orientation of the procedures im this addendumm s &6
determine intermediate targets, expressed in terms of a percentage
composition, for the groups of employees selected to {ill job opportunities
in each )ob classification in a given tirne frame. These percentages are
then applied to the projected number of opportunities to determine an
intermediate target in terms of the actual numbers to be allocated. How-
ever, because all projections are expressed in terms of percentages, if
the number of opportunities turns out to be greater or less than the pro-
jection, the actual numbers are automatically modified accordingly.

II. Definitions

A. Position - a position is a job that has been approved by
management to be filled by an individual. I.e., a given
Traffic Central Office has approval for 56 Operators and
associated personnel. That Traffic Office has 56 positions.
If that office had only 54 employees on the payroll at a
given point in time then that office would at that point in
timne have twe OPEN B@SITIONS,

B. Vacancy - a vacancy is an OPEN POSITION. A vacancy
occurs anytime a position becomes open.

C. Job Opportunity - a vacancy:



1. created by
a, the transfer, promotion or loss of an employee or
b. the approval of management for the addition of a
position (growth) in a particular AAP job classifi-
cation, and

2. fillied by

a. promoting an employee from a Jower AAP job
classification or
b, by a diveet hive,

No job opportunity is considered to have occurred in the following
circumstances:

1. Lateral transfer from another establishment, area or company.

2. Promotion from a lower job within the same AAP job classifi-
cation,

3. Demotion from a higher job.

4. Recall {rom layoff to a job within the same or lower AAP
job classification.

5. Return from regular leave of absence (in excess of 30 days)
to a joh in the same or lower AATP jab clEsEailcElon:

Job Opportunity involves an annual net effect concept. For example,
if a position becomes open more than once in a given year and is
filled each time by a direct hire or promotion, at the end of the year
only one "'job opportunity' is considered to have occurred. Thus,
while a vacancy occurred each time such position became open,

only one job opportunity occurred.

The Net Effect concept of a job opportunity must be considered

in projecting outward movement (transfer, promotion or losses
through termination, resignation, etc.) in connection with the entire
procedure of setting intermediate targets. In effect the projection
required is not total outward movement, but rather the net outward
movement of individuals from those positions that existed in a given
job classification at the beginning of the year.



D. Relevant Labor Pool

General

A relevant labor pool is the work force that a given company
normally draws {rom either externally or internally or in

combination in {illing vacancies. The following are exempli-
fications:

Entry Level Jobs_

Job Classifications 15, 14 and 13 - Service Worker, Operator,
and Office/Clerical Entry.

The relevant labor pool for these entry level job classifications
1s eskernal.

Above Entry ILevel Jolas

In keeping with the traditional Bell System policies of pro-
motion from within, the relevant labor pools for ""Above
Entry Level" jobs are generally internal. These internal
sources include employees in relevant employee pools (15
Affirmative Action Classifications) as described below.

The following examples are illustrative only, since each Bell
company may establish its own relevant labor pools.

Job Classification 12 - Office/Clerical - Semi-Skilled

This jeb classification has a relevant laheor pool nermacilis:
consisting primarily of job classifications 13, 14, and 15 in
addition to components in the external work force. Approxi-

mately % of job classification 12 is drawn from the external
work force.

Job Classification 11 - Office/Clerical - Skilled

This job classification has a relevant labor pool normally
consisting primarily of job classification 12, in addition to
components of the external work force. Approximately %
of job classification 11 is drawn from the external work force.



Job Classification 10 - Telephone Craft - Inside -
Semi-skilled

his job glassification has & releveut lealver poel wEN=
pally comgisting primarily eof job clas@iiicabions Ik
12, 13, 14, 15 in addition to components of the external
work force. Approximately __% of job c¢lassifleatsal 16
ig drFaws fyren The ezbermal WPk Fores.

Job Classification 9 - Telephone Craft ~ Outside -
Qem1-8killed

This job classification has a relevant labor pool nor-
wElly comsisbing primerily e@f jeb eljzeshfibieaks ke BEr
11, 20, 8 in sddition to compenents of tlue Eotenmel TueilE
force. Approximately __% of job classification 9 is
drawn from the external work force.

Job Classification § -~ General Services - Skilled

This Jjob classification has a relevant labor pool nor-
mally consisting primarily of job classification 15 in
addition to components of the external work force.
Approximately __% af job classificaticn & Hs Ee=b
from the external work force.

Job Classification T - Telephone Craft - Inside - Skilled

This job classification has a relevant labor pool nor-
mally consisting primarily of Job classifications 10, 9,
8 in addition to components of the external work force.
Approximately % of job classification T is drawn from

" the external work force.

Job Classification 6 - Telephone Craft - Outside - Skilled

This job classification has a relevant labor pool nor-
mally consisting of job classifications 9 and 8 in
addition to components of the external work force.
Approximately __% of job classification B is drawm =Em
the external work force.

Job Classification 5 - Sales Workers

This job classification has a relevant labor pool nor-
mally consisting primarily of job classifications 11,
10, 9, 8 in addition %o compenemts of bine sEtEEEal A
force. Approximately __% O Wk clegsiliiliecatlion 5 A
drawn from the external work force.



Joln Classifibeation U - Aduinistrative Boeliitiens

Ihis job classifiecadion hasg twe sub-elassificabicms Sail
of which has its own relevant labor pool.

Sul-Jdial Classificatiss 4i - Bduinistratbivie BoEitlon =
Management

This sub-job classification has a relevant labor pool
normally consisting primarily of sub-job classification

I 1n «ddi%don to components of the external work force.

Approximately __% of sub-job classification 4A is drawn
from the external work force.

Sub-~Job Classification 4B - Administrative Positions -
Non-Management

This sub-job classification has a relevant labor pool
normally consisting primarily of job classifications 12,
11 in addition to components of the external work force.
Approximately __% of sub-job classification 4B is drawn
from the external work force.

[}

Job Classification 3 - 1st Level Management

This Jjob classification has a relevant labor pool nor-
mally consisting primarily of job classifications 11,

8, 7T, 6, 5, b4 in addition o coupemcHEs G N EE b ull
vork force. Approximately __% of job classification 3
is drawn from the external work force.

Job Classification 2 - 2nd Level Nanagemens

This job classification has a relevant labor pool nor-
mad iy coemnisiasicing pramansvili Yokt Siob cilaisishlkbilciakdFReimee b
eddition to components of the external work force.
Approximately __% of job classification 2 is drawn from
tihie letdtieEnEil Sweomk  ffeklcle.

Job Classification 1 - 3rd Level Management and Above

The 3rd level management portion of this job classifi-
cation has a relevant labor pool normally consisting
primarily of job classification 2 in addition to com-
ponents of the external work force. Each consecutive
classification (e.g., 4th level) has a relevant labor
pool normally consisting primarily of the next lower
level classification and components of the external
work force. Approximately __% of job classification 1
is drawn from the external work force.



NOTE: It should be cmmphasized thal these relevani lalbmm

pools are not intended to limit actual upgrading of
employees to the career paths indicated. They reflect
an cxempli[ication of normal movement of employees
for use in establishing intermediate targets.

Each individual company should prepare its own list
of relevant labor pools for each job classification

and express the percent that is anticipated feo be
drawn externally. The relevant labor pools assigned
to each job classification should be included as an
exhibit to both the Corporate and individual Establish-
ment Affirmative Action Programﬁ‘

i, Bagis law Seciing lnternaseioiic Targets

A, Abeoye Enlry Level Job €lassifications (Exampilel)

Following are three simplified examples of basic steps in setting
an intermediate target for black males in Job Classification 7:
Craft - Skilled - Inside:

ExalnplL

1%

1_

Carry out the utilization analysis {for minorities by job
classification as outlined in Section IV,

Determine the percentage of black males in Job Classi-
fication 7.

Dectermine the percentage of black males in the relevant
employee pools for Job Classification 7 (see Paragraph
II D of this section).

Convert the percentage of black males in Job Classi-
fication 7 and the percentage of black males in the relevant
employee pool to a ratio (expressed as a percent)

% Job Classification 7 B %

% Relevant Employee Pool
pioy

If the ratio is 80% or more, then use the percentage of

black males in the relevant employee pool in Step 6.

Compare the percentage derived in Step 5 with one and
one-half times the percentage for black males, derived
from the utilization analysis (Step 1), and use the smaller
as the black male job opportunity percentage.



10.

g

Male
Job Classification: Grand
Craft - Skilled - Inside Total Total | White | Black
Profile at beginning
of year 291 283 266 %
% composition of profile
at beginning of year 100% 97.2% | 9L4% 1 5.8%
% composition of relevant
employee pool 100% 48% 41% 7%

74
Ratio of line 2 to line 3 //////// 83%
Line 3 Adjusted for A.A. / |
Override (if applicable) / / /; 7%
Utilization analysis of
Job Classification 10%
1.5 52 hime & 15%
% of Job Opportunities 7%
Job Opportunities 2% 2
Intermediate Target
Year-End Profile 291 18
Intermediate Target
% Profile at Year-End 100% 6.2%




H.

K.

Black males represent 5. 8% of the employees in the
classification,

Black males represent 7% of the employees in the relevant
employee pool.

Ratio of line 2 to line 3 (5.8% + 7%) = 83%

83% is greater than 80% therefore the percent representation
in the relevant employee pool is used.

The percentage of black males derived from the wiiliseaticH
analysis for this classification is 10%.

One and one-half times the representation in the utilization
analysis (10% x 1.5%) = 15%.

Compare line 7 (15%) to line 5 {7%) and use the smaller.
Black males get 7% of the job opportunities.

In this example, job oppevtumities egual 23. That is basedian
a lost rate of 8% and ne greowih (866 = 281 = 2&).

The Inte rmediate Target - Year End Profile svemnl lue thie
number at the beginning of the year (17), less losses

(8% = 17 = 1 less), plus job eppertunifes (79 = 29 = 2
opportunitics) = L.

Intermediate Target - Percent Profile at Year End for black
males would be 6. 2%.



Esanmiplle 2

1.

Carry out the utilization analysis for minorities
by job classification as outlined in Section IV.

Determine the percentage of black males in Job
Classification 7.

Determine the percemtage of black males in the
relevant employee pool for Job Classification 7
(see Paragraph II D of this section).

Cenvert the percentage of black males in Jalk
Classification 7 and the percentage of black
males in the releveut evwployee pool e & Jelis
(expressed as a percent): % Job Class. 7

% Bel. Emp. Bsel = 9%

If the ratio is 50% or less, then apply an
Affirmative Action Override of two times the
percentage that black males are of the relevant
employee pool and use that percentage in Step 6.

Compare the percentage derived in Step 5 with one
and ene -half times the percentage for black wmalies
derived from the utilization analysis (Skep 1}, amd
use the smaller as the black male job opportunity

percentage.



10.

e W =

Job Classification: Male
Craft - Skilled - Inside Grand
Total Total White| Black
-
Profile at beginning of
| year 291 Z@j 278 5
% composition of profile
at beginning of year 100% 97.2% 1 95.5% 1. 7%
% composition of relevant
employee pool 7%
Ratio of line 2 to line 3
24%
Line 3 Adjusted for A. A.
Override ' 149,
Utilization analysis of
Jaly Classilfic abion 10%
1.5 x line 6 15%
% of Job Opportunities
14%
Job Opportunities 23 3
Intermediate Target
Year - End Prefile 8

291




K.

= e

Black males represent 1. 7% of the employees in the
classification.

Black males represent 7% of the employees in the
relevant employee pool.

Ratio of line 2 to line 3 (L. 7% < 7%) = 249,

3‘10/0 15 1ess than 50%, ﬂlerefore, the percent representation
in the relevant employee pool is doubled (2% x 7%) = 14%

The percentage of black males derived from the utilization
analysis {or this classification is 10%

One and one-half times the representation in the utilization
ameligsils. L0BE = 1.'3) = 19%

Compare line 7 {15%) te lime § (14%) amd use dhe sunelic:
Black males get 14% of the job opportunities

In this example, job opportunities equal 23. This is based
on a loss rate of 8% and no growth (8% x 291 = 23)

The Intermediate Target - Year End Profile would be the
number at the beginning of the year (B), lass Messcs

(8% x 5 = 0), plus job opportunities (14% x 23 = 3
opportunities) = 8

Intermediate Target - Percent Profile at Year End for
black males would be 2. 7%



=M% =

Example 3

1. Carry out the utilization analysis for minorities
by job classification as outlined in Section IV,

Z. Determine the percentage of black males in Job
Classification 7.

3. Determine the percentage of black males in the
relevant employee pool for Job Classification 7
(siee Paragraph 1 Bl of thils sectiom).

4. Comvert the percentape of black males in Jel
Classification 7 and the percentage of black males
in the relevant employee pool to a ratio (expressed)
as a percent}: % Job Class. 7 n
% Rel. Emp. Pool %

5. If the ratio is from 51% to 79%, then apply an
Affirmative Action Override of one and one-half
times the percemtage that blatk males axe @i thie
relevant employee pool and use that percentage in
Step 6.

6. Compare the percentage derived in Step 5 with one
and one-half times the percentage for black males
derived from the utilization analysis (Step 1), and
use the smaller as the black male job opportunity
percentage.



V.

11.

<13

Male
Job Classification: Grand
Craft - Skilled - Inside Total Total White | Black
Profile at Beginning
of year 291 283 & 2
. L] v-“
I Composition of profile
at beginning of year 100% 97.2%4 93.1%!| 4.1%
% composition of relevant
employee pool 100% 48%, 419% 7%
Ratio of line 2 to line 3 // ‘/// /// 59%
| N
i / i v
Line 3 adjusted for /
A, &, override / 10. 5%
Utilization analysis
of Job Classification 10%
1.5 x line 6 15%
% of Job Opportunities 18, 5%
Job Opportunities &3 2
Intermediate Target
Year-End Profile 291 13
Intermediate Target
% Profile at Year End 100% 4.,5%




= Jal &

Black males represent 4. 1% of the employeces in the
classification.

Black males represent 7% of the employees in the
relevant employee pool.

Ratio of line 2 to line 1 (4. 1% ¢ 7%) = 59%

59% is between 51% and 79%, therefore, the percent
representation in the relevant employee pool is
multiplied by one and one-half (1.5 x 7%) = 10, 5%

The percentage of black males derived {rom the utilization

analysis for this classification is 10%.

One and one-half times the representation in the
utilization analysis (19% = 1.5) = 19%

Compare line 7 (15%) to line 5 (10. 5%) and use the
smaller

Black males get 10.5% of the job classification

In this example, job opportunities equal 23. That is
based on a loss rate of 8% and no growth (8% x 291 = 23)

The Intermediate Target - Year End Profile would be the
number at the beginning of the year (12), less losses

(8% x 12 = 1), plus job opportunities (10.5% x 23 = 2
opportunities) = 13

Intermediate Target - Percent Profile at Year End for
black males would be 4. 5%



I8V

o 1B =

B. Entry Level Job Classifications

The basic steps for setting intermediate targets for entry
level job classifications would proceed as follows:

1. Carry out the utilization analysis for minorities
and women by job classification as outlined in
Seation 1V.

2. Determine the percentages by race and sex of all
employees in the entry level job classifications.

3. * Commpave the empleoyee profile in cmtry lovel job
classificatiens to pevcentages for caely SmEh lEysisiv-
fication derived {rom the utilization analysis.

4. Whenever the percentage in the job classification
is less than the percentage derived freomu the ufilize -
tion analysis, use one and one-half times the utiliza-
tion percentage in determining the job opportunity
percentage for the specific growp 1mvBlvEd.

In no case will the job opportunity percentage for total

minorities or for total women be set to exceed 50% of the
direct hires.

Monitoring Progress

Progress toward the company's and establishment's intermediate
targets will be measured and evaluated by: (A) comparing the
race and sex composition in each of the job classifications at

the end of each year with such composition at the end of the
preceding year; and (B) comparing the percent of job opportu-
nities actually filled by each race and sex group in each job
classification during the year with the percent of job opportu-
nities which had been forecasted for each race and sex group

in each job classification for that year.



