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CONTRACTOR FHWA REPORTING GUIDE 
This guide applies to any contractor, Prime or Subcontractor, working on a Federal Highway 
Administration-funded (FHWA) project within the month of July, and is required to submit the FHWA 
1391 annual EEO report. Included in this guide is: 

• How to run the FHWA 1391 Report 
• How to enter information for non-prevailing wage workers (supervisors, clerical staff, etc., . . .) 

through the “FWHA Additional Data Entry” page 
• How to run the “FHWA Additional Data Entry Report”  
• Important Notes on the 1391 Report 

FHWA 1391 REPORT 

The FHWA 1391 Report is an annual equal employment opportunity (EEO) report that reflects the 
workforce employed on the FHWA project during the last payroll period in July. 

The report is combining the results of certified payroll (CPR) data as well as any “FHWA Additional Data”, 
which is information submitted on non-prevailing wage workers, also employed during the last payroll 
period in July.  Non-prevailing wage workers, as defined by FHWA, include officials (managers), 
supervisors, foremen/women and clerical staff. 

A separate report is to be generated for each individual project, as well as for each covered contract or 
subcontract on an individual project. To Run the FHWA 1391 Report: 

• Click on the Reports Tab >> Click the FHWA 1391 Report 

 

• Enter the applicable date range 
• Select the project status 
• Select the project(s) 
• Select the contractor 
• Select the “Sub to” assignment 
• Click on “View Report” 
• To export the report, click on the diskette icon, as shown to the right 
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See below an example of the FHWA 1391 report. 

Note: Employees with an ethnicity selection in LCPtracker of “Not Specified”, “Other”, or no selection 
made will not appear on this report at all.   In the case that employees with one of these ethnicity 
selections performed work on the week being reported, there will be a footnote on the bottom of the 
report to reflect the number of employees that were “unwilling to self-identify”.   

TO ENTER FHWA ADDITIONAL DATA  

The “FHWA 1391 Additional Data Entry” section is used to report “non-prevailing wage job categories” 
such as managers, supervisors, foreman, and clerical workers along with their demographics of gender 
and ethnicity.  

• Click on the “1. Payroll Records” tab 
• Click on “FHWA 1391 Additional Data Entry” 
• Select the project and contract (if there are multiple contracts) 

o Note: Only projects that have been marked as FHWA 1391/1392 projects by your 
Administrator will appear on this list. 

• Select “Week End Date” from the available dropdown. 
o Note: You will use the same date that was used on the last performing pay period submitted 

for the certified payroll. 
• Enter your workforce data under the columns with ethnicities listed 
• The columns with totals, the “Total Employed” and “Total Minorities” will auto-populate based on 

what is entered into the table. 
• Enter your name, title and electronic signature password (eSignature) 
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Note: the first 4 
columns will auto 
populate when 
data is entered in 
the remaining 
fields. 

 

 

 

 

 

RUNNING THE FHWA 1391 ADDITIONAL DATA ENTRY STATUS REPORT  

This report gives an overview of the FHWA Additional Data Entry submittals completed for each project. 

• Click on Reports tab 
• Click on FHWA 1391 Additional Data Entry Status Report.  

 

• Enter the applicable date range 
• Select the contractor 
• Select the project 
• Select the “Sub To” assignment  
• Click View Report. 
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IMPORTANT NOTES ON THE 1391 REPORT 

• In “Table A”, only Journeyman employees, or those designated as non-prevailing wage employees 
submitted through the “FHWA Additional Data Entry” will be counted.  Apprentices and 
OJT/Trainees are not included in this count.  

• “Table B” and “Table C” will show all employees submitted as Apprentices or OJT/Trainees.   
• Any employee that works more than one craft in the monitored week, will only be shown ONCE on 

the report.  The craft selected will be: 
o The craft with the greatest number of hours worked 
o If the crafts have the same number of hours worked, then the more skilled craft will be 

selected.  The following hierarchy was used in terms of most skilled to the least skilled. 
• Electricians 
• Mechanics 
• Equipment Operators 
• Ironworkers 
• Carpenters 
• Cement Masons 
• Pipefitter/Plumbers 
• Truck Drivers 
• Painters 
• Laborers-Semi Skilled 
• Laborers-Unskilled 
• Apprentice 
• OJT or Trainee 

 
• A Minority is considered any employee with an ethnicity other than “Caucasian” and excludes any 

employees that have “Not Specified”, “Other” or no selection made. 
• Apprentices will be counted by looking for "APPR" or "Apprentice" in the Craft OR Classification on 

the prevailing wage data entered for the project 
• OJT or Trainees will be counted by "OJT" or "TRAINEE" in the Craft OR Classification on the 

prevailing wage data entered for the project 
• If a Contractor has more than one contract on the same project, they will be counted separately.  

This means if one employee works for the Contractor, but on separate contracts, they will be 
counted twice on the 1392. This logic is determined by 23 CFR 230.121 (a)(2), which states: 
(2) Form PR 1391 is to be completed by each contractor and each subcontractor subject to this 
part for every month of July during which work is performed and submitted to the State highway 
agency. A separate report is to be completed for each covered contract or subcontract. 
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