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FOREWORD

The Department of Housing and Urban Devel opnent is comitted

to elimnating discrimnation because of race, color, religion
sex or national origin in all aspects of its personnel policies,
practices and working conditions. This Handbook outlines the
requi renents for |In-House Equal Enploynent Plans to achi eve
equal ity of enpl oynment opportunity throughout the Departnent.

It establishes specific criteria for the setting of goals and
nmeasuri ng of progress toward the total elinination of

di scrimnation. Commitment and achi evement will be reviewed and
eval uated annually. The policy established by this Handbook

is issued in accordance with Executive O der 11478, Chapter

713 of the Federal Personnel Manual, and the Civil Service

Commi ssion's nmenorandumto all Federal agencies on

May 11, 1971

This Plan is not to be confused with Affirmative Action Pl ans
filed annually with the Cvil Service Conmi ssion in accordance
with Gvil Service Conmission Bulletin 713.25. Al though the

pl anned actions and justifications by which an office intends

to neet its annual goals necessitate that affirmative steps be
taken to correct current inbal ances and discrimnatory practices,
the policies and procedures herein described relate to a plan
whose fornulation and filing is done separately fromthe annua
subm ssi on of national and regional affirmative action plans to
the Gvil Service Comm ssion.
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PCOLI CY. The Department of Housing and Urban Devel opnent is comitted
to elimnating discrimnation because of race, color, religion, sex
or national origin in all aspects of its personnel policies,
practices and working conditions. It is the policy of the Departnent
to ensure that the various mnority groups and wonen in the

nati on as a whol e and areas where our offices are |ocated have

an equal opportunity to be fully represented in the HUD work force

at each geographic location, at all grade ranges and at all |evels

of responsibility.

Thi s Handbook describes HUD s policy, |ong range objectives and

pl anni ng systemrelated to the enl argenent of equal enpl oynent
opportunity. The goals and nmethods for identifying problem areas
and achi eving these objectives are dynami c and receive annua
revi ew and eval uation. This Handbook is issued in accordance wth
Executive Order 11478; Chapter 713 of the Federal Personnel Mnual
and is consistent with the May 11, 1972, nenorandum fromthe G vi
Service Conmission to all Federal agencies. The In-House Equa
Enmpl oyment Pl ans devel oped by responsible officials are to

be in accordance with the guidance of Appendices 1 and 2

RESPONSI Bl LI TI ES. Managers, supervisors, and enpl oyees are charged
with responsibility for supporting and affirm ng equal opportunity
princi pl es.

a. The Assistant Secretary for Equal Opportunity is the secretary's
principal action officer for Equal Enploynent Cpportunity. She
is aided in carrying out her responsibilities by a staff of
specialists in Headquarters. Equal Qpportunity staffs in
Regi onal O fices and Area Ofices provide staff support to
Regi onal Administrators and Area Directors in the carrying out
of Equal Enpl oynment Qpportunity responsibilities.

b. The Assistant Secretary for Administration is charged with
providing full staff support to equal enploynment activities
and prograns through the Ofice of Personnel in Headquarters
and the Regional Personnel Oficers in the field. He is
further responsible for ensuring that the policies and
procedures devel oped through his staff reflect a positive
approach to equal enploynent opportunity. To this end the
fol | owi ng Handbooks, which describe policies of particular
i mportance to equal enploynment opportunity, are to be reviewed
and revised to ensure that these personnel prograns are
admi nistered in a manner that buttresses the objectives of the
Secretary and the Assistant Secretary for Equal Opportunity:
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(1) HUD Handbook 410.1 Enpl oyee Devel opnent and Trai ni ng
(2) HUD Handbook 335.3 A Merit Staffing

(3) HUD Handbook 400.1 Qper ation MJST

(4) HUD Handbook 711.2B  Labor- Managenent Rel ations

(5) HUD Handbook 451.2A  Enpl oyee Incentives

(6) HUD Handbook 430.3 Per f ormance Eval uati on Pl an

The | n-House Equal Enploynent Plan Oficers (hereafter
referred to as Plan Oficers) of the Departnent:

(1) Each Assistant Secretary*

(2) The Ceneral Counsel*

(3) The Federal Insurance Adm nistrator?*

(4) The Inspector Ceneral

(5) The Executive Assistant to the Secretary
(6) Each Regi onal Adm nistrator

(7) Each Area Ofice Director

(8) Each HUD-FHA Insuring Ofice Director

(9) Federal Disaster Assistance Adm nistrator

* For Headquarters organi zati ons which they manage.

3. BASI C PROBLEMS. The nobst apparent synptons of inequality of
opportunity are:

a. Overall Mnority Enmploynent. The absence of a representative
sanple of minority enployees in the work force

b. Grade Distribution of Mnority Enploynment. The concentration
of minority enployees in a few grade | evels and/or job types.

c. Distribution of Wonen. The excl usion of wonen from hi gher
grade positions and from occupati ons which | ead to positions
with significant programauthority and responsibility.

d. Specific Distribution. The identification of specific patterns
of discrimnation against mnority groups and wonen in certain
occupations, grades or organi zational entities and favoring one
mnority group when there are other groups in the geographic
ar ea.

4, DEFI NI TIONS. To assure conmon interpretation of the guidelines by
those charged with approving or disapproving Plans, the foll ow ng
definitions of qualitative terns are provided.
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Long Range Desired Profile. The eventual statistica
configuration by race and sex which the Plan Oficer desires for
his work force. The grade |evel ranges on which projections
shoul d be based are described in Appendi x 2, paragraph 5. Based
on the Current Profile and anticipated changes in ceiling,
attrition and turnover rates, a Plan Oficer will describe the
changes he realistically feels can be brought about within the
year to reduce the disparity between the Current Profile and the
Long Range Desired Profile.

Annual Projections. The changes in the current work force
profile that will be achievable within the appropriate fisca
year, based on attrition rate, anticipated changes in ceiling
and pronotions. Projections reduce the disparity between the
current work force profile and the Long Range Desired Profile.

Mnority. Civil Service Conm ssion designations of mnority
groups are: Negro, Spanish-Surnanmed, Anerican |Indian, Oiental,
Al eut and Eskinmb. A worman is counted as a mnority only if she
bel ongs to one of these groups.

Conmitrent. Assurance that the projections of the In-House EE
Projection Plan will be achieved. The follow ng are exanpl es of
actions which will be considered a commitnment to achieve the

sel f-appoi nted projections of the |In-House EE Projection Plan.

a. setting aside fiscal resources for recruiting or training;

b. setting aside manhours for staff surveys or restructuring
job requirements.

O her specific actions denonstrating commitnent are encouraged
by all EE Plan Oficers.

Realistic Action. WIIl mean actions realistic in relation to
the projections set. Projection of anbitious minority or fenale
recruitnent efforts are not realistic in relation to an office
with an annual turnover rate of four enployees which anticipates
no new positions within the comng fiscal year. Approval is
nmor e dependent upon |ikelihood of results than size of effort.
Therefore, "realistic" actions nmust pertain to "realistic"

proj ecti ons.

Conpliance. WII be judged by the degree of change effected
over time, which indicates willingness to conformwith the
intent of the departnental policy and guidelines.
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I n- House EE Projection Plan. 1s defined as the annua
submi ssi on of Annual Projections for the problem areas and
pl anned actions and justifications for neeting these projections.

Affirmati ve Action Plan. Refers to the separate plan for

i n-house enpl oynent which is filed yearly with the Gvil Service
Comm ssion, based on their Bulletin 713.25, and is not to be
confused with the subm ssion of the |In-House EE Projection Plan,
based on this Handbook, HUD 713.2 REV., although this Handbook
al so speaks toward affirmative actions to redress inequality of
enpl oynent in HUD s work force.

Current Profile. The actual statistical configuration of the
work force of an office by race and sex at the beginning of a
pl anning cycle. A Plan Oficer bases his plan for the coning
year on the disparity between his Current Profile and his
Long Range Desired Profile.

ACHI EVI NG PRQJIECTI ONS. Each Plan O ficer is responsible for the
followi ng actions in accordance with Appendi x 1, paragraph 3 and
Appendi x 2 of this Handbook

a.

He will provide racial identification of enployees and anal yze,
in a manner prescribed by the Departnent, the work force profile
in his organization to uncover problem areas which reflect the
presence of any inpedinments to equal opportunity.

On the basis of this analysis, he will set projections for his
organi zation and the specific actions he intends to initiate
to achieve these results, in order to nmove toward the Long
Range Desired Profile for his office. These projections and
actions should be realistic, achievable, short-range targets
to be net within a year. These plans will be reviewed and
approved by the next higher nmanagenent level, i.e. Area Ofice
and Insuring Ofice projections will be reviewed and approved
by the Regional Administrator. Regional and Headquarters
projections will be approved by the Under Secretary based upon
revi ew and reconmendati ons of the Assistant Secretary for

Equal QOpportunity and the Assistant Secretary for Adm nistration.
Upon approval they will becone the projections to be reached
during the next fiscal year.

In their In-House EE Projection Plans, the Plan Oficers will
i nclude specific planned actions in each of the foll ow ng
cat egori es:
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(1) Organization and resources to adm nister the EEO Program
in a positive and effective nmanner

(2) Recruitnent activities designed to reach and attract job
candi dates fromall sources

(3) Full utilization of the present skills of enpl oyees.

(4) Opportunities for enployees to enhance their skills,
performat their highest potential, and advance in
accordance with their abilities (upward Mbility).

(5) Training, advice, incentives, and performance eval uation
to assure program understandi ng and support by supervisors
and managers.

(6) Participation in community efforts to inprove conditions
whi ch affect enployability.

(7) Systemfor internal program eval uation

(8) Prompt, fair, and inpartial processing of conplaints of
di scrimnation, and Equal Enpl oynent Opportunity counseling.

Plans will also identify proposed projections which the Pl an
Oficer intends to achieve in an effort to nove toward overal
departnental objectives of equal enpl oynment opportunity.

d. The Under Secretary's approval or disapproval of annual |n-House
EE Projection Plans will be comunicated to Headquarters and
Regi onal Plan O ficers by My 1.

6. COWPLI ANCE. The annual formulation of |In-House EE Projection Plans
will provide the Plan Oficers an additional opportunity for
eval uation of the sufficiency of the total enploynent programwthin
their purview

a. Renedi al or disciplinary actions with respect to managerial or
supervi sory enpl oyees who have failed in their responsibilities
to inplenent policies of equal opportunity in enploynent nmay be
submitted as docunentation of departmental efforts toward
compliance. (Federal Personnel Manual System - Letter 713-3
- Subject: Equal Enploynment Opportunity Regul ations - 1966).
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responsibilities can be cause for disnmissal of the Plan Oficer
and any ot her enpl oyee responsible for specific acts of violation
(subject to the required statutory and procedural safeguards

of the Departnment).

c. The "good faith" of efforts and comm tnents which do not
result in equal enploynent in all aspects of operations will
be open to question since projections are self-appointed and
anticipated to be wholly realistic and possible to neet
through actions open to any operation in the Departnent.

7. PLANNI NG CYCLE wi Il synchronize with the budget cycle:

a. By February 1 the Assistant Secretary for Adm nistration wll
send to each Assistant Secretary, the General Counsel, the
| nspector Ceneral, the Federal |nsurance Admi nistrator and
Regi onal Admi nistrators, and the Federal Disaster Assistance
Admi ni strator:

(1) A conputer output which reflects the work force profile(s)
within their nmanagerial jurisdiction

(2) A nunerical estimate of probable permanent staffing
adj ust nent s whi ch can be expected as a result of the
budget sent to Congress for the fiscal year to begin
in the followi ng July.

(3) An estimate of Manpower Recruitnent and Devel opnent
staffing levels for the coming fiscal year including
recrui tnment authorizations for urban interns and ot her
col l ege recruiting.

(4) An estimate of training funds avail able for the comni ng
fiscal year.

b. Specific In-House EE Projection Plans for the comi ng fisca
year will be submtted for the Under Secretary's review
and approval .

(1) By March 1 - Assistant Secretaries, General Counsel
I nspector General, Federal |nsurance Adm nistrator, and
the Executive Assistant to the Secretary, and the Federa
Di saster Assistance Administrator. (Assistant Secretaries
havi ng operations within the Central Ofice of nore than
100 enpl oyees will subnit separate plans for these offices.)

8/ 73 Page 6

HUD- Wash., D. C.

713. 2 REV.

(2) By March 15 - Regional Adm nistrators (Regi ona



Adm nistrators will determ ne schedul es for review and
approval of Area and Insuring Ofice Plans.)

C. These specific In-House EE Projection Plans devel oped by the
Department's Plan Oficers are to be responsive to the
requirenents outlined in Appendices 1 and 2 of this Handbook
The projections address thenselves to the basic problens that
i npede equal opportunity described in paragraph 3 above. Every
Plan Oficer nust identify and report annually performance to
achieve the results to which the secretary is conmitted.

8. PRI NCI PLES. Those to be followed in establishing projections are:

a. These objectives nust be achieved within the franework of nerit
principles. The projections established by the Plan Oficers
are to be acconplished with due regard to the statutory and
regul atory provisions governing appoi ntments and pronotions in
the Federal Service. They nust not be construed as quotas to
be acconplished w thout regard to such provisions.

b. Mnority enploynent will include all of the established minority
categories identified by the Civil Service Conm ssion as Negro,
Spani sh- Sur named, American Indian, Oriental, Al eut, and Eskino.
A Wman, a minority in the professional technical work force
will not be counted as a minority unless she is a nenber of one
of the five established categories.

C. The projections nmust be realistic in terns of the need for
manpower in the organi zational entity and the available skills in
the area and in the Department.

d. The projections are to take into consideration not only the
| abor market in the area, but are to be devel oped giving ful
consideration to the prograns of the Departnent that provide
for special training of individuals to neet departnental
manpower needs. |n addition, vacancies for which recruitnent is
made on a Departnent-w de or Region-w de basis should fully
utilize mnority candidates identified under the Merit Staffing
Pol i cy, HUD Handbook 335.1 A

9. STAFF SUPPORT provided by the O fice of Personnel and the Regi ona
Personnel O ficers will ensure the coordi nation of on-going
personnel activities with the actions taken by the Plan O ficers.
This coordination is not to be achieved in a vacuumthat isol ates
the achi evenent of annual affirmative action fromthe adninistration
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10.

11.

i n departnental handbooks identified in paragraph 2(b) above and
in other issuances relating to personnel adm nistration

THE MANPOMNER RECRUI TMENT AND DEVELOPMENT PROGRAM (MRD) of the
Departnment are nmajor tools used to address the basic probl ens of

i nequity of opportunity identified in paragraph 3. The MRD
prograns are especially funded positions adm nistered under
budgetary controls that differ fromthose that apply to pernanent
positions. Funds art allocated for jobs under the MRD prograns
for full-time positions that are to last |ess than one year, or
for part-tine or intermttent positions, established for the

pur pose of the recruitnent, training, and devel opnent of enpl oyees
to enter permanent positions at a |level of operating effectiveness.
The adm nistration of these prograns will be continually revi ewed
to ensure that maxi num benefits are obtai ned under those prograns
to facilitate the entry of nminority candi dates and wonen into
those job categories nost common to the Departnent which offer
good opportunity for advancenent.

THE PROQJECTI ONS for equal enploynent are established on an annua
basis by each In-House EE Plan O ficer for his organization. The
annual prograns are intended to reflect and dimnish the probl em
areas, which are identified by analysis of present staffing and
the Long Range Desired Profile for a given office. They will be
achi eved through the effective utilization of all of the on-going
personnel prograns of the Departnent, with particul ar enphasis on
the tools and techni ques descri bed above and the nethods identified
in Appendices 1 and 2. Achievenent of objectives in relation to
the problem areas will be nmeasured and reported on an annual basis
as a part of the fornulation of each successive annual plan, using
the instructions of Appendix 2

a. Overall Mnority Enploynent. Statistical analysis will revea
the di fference between present staffing and the eventua
achi evement of minimumminority enpl oynent acconplished through
attrition rates, any changes in ceiling and expected pronotions
for each organi zation filing an In-House EE Projection Plan. To
reduce the problemarea, the Plan Oficer is to project plans
achievable within a 12-nmonth period. These plans will be
revi ewed by the next higher nanagenment echel on as described in
par agraph 7 above and paragraph 3 of Appendi x 1.
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b. Gade Distribution of Mnority Enploynent. The distribution of
mnority enployees in the work force should represent an
equi tabl e distribution of mnorities in all |evels of enploynent.
The projections established for overall mnority enpl oynent



under "a" above is to be applied separately to all grade |evels.

c. Distribution of Wonen. In setting a Log Range Desired Profile,
the sanme principles which apply to mnority enpl oynent are
appl i cabl e to wonen.

d. Specific Distribution. To achieve the elimnation of patterns
of discrimnation in occupational groups that offer opportunity
for advancenent, discrimnation by clustering mnority groups
and wonen in certain organizations, and discrimnation by hiring
nmenbers of only one minority group when others are represented
in a geographic area, the problemareas nust be identified, a
Long Range Desired Profil e established, and projections set
which will nove toward the profile.

Care shoul d be taken that the racial concentrations which have
occurred in the past will not be repeated. Awareness of color
is now an established principle of good managenent in order to
assure the presence of mnorities; the same principle applies
to assure the presence of majority enployees within a unit or
classification. Oficers should assure that their enpl oynent
practices do not foster or allow racial concentration

12. RESERVED

13. RESERVED
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Appendi x 1

APPENDI X 1. FORMULATI NG AND REVI EW NG | N- HOUSE
EE PROIECTI ON PLANS

1. RESPONSI BI LI TY. The followi ng officers are responsible for the
annual devel opnent of |n-House EE Projection Plans: each
Assi stant Secretary, the General Counsel, the Federal |nsurance
Adm ni strator, the Executive Assistant to the Secretary,
each Regional Adm nistrator, each Area Ofice Director, and
each HUD-FHA I nsuring Ofice Director, and the Federal Disaster
Assi stance Adm nistrator. These officers are subsequently
referred to as In-House EE Plan Oficers.

2. PURPOSE. It is intended that |n-House EE Pl ans enbody conm t nment
of the Plan Oficer to acconplish the foll ow ng:

a. Establ i sh specific nmethods and techniques to identify, within
al | geographic offices of the Departnment, know edge of the status
of minority groups (Negro, Spanish-Surnanmed, Anerican |ndian
Oiental, Aleut and Eskinmo) and wonmen in their enpl oynment.

b. Require specific commtnent to the use of Departnental prograns
and managerial and supervisory acts, such as Merit Staffing
policies, to inprove the status of mnority and wonen
enpl oyees where patterns of exclusion or linitation of
opportunity are apparent.

c. Addr ess probl ens of discrimnation in personnel practices and
operations, in working conditions and in relationships with
enpl oyees and applicants for enpl oynent.

3. DEVELOPMENT, SUBM SSI ON AND | MPLEMENTATI ON. | n- House EE Pl ans
will be fornulated by each Plan O ficer in accordance with these
gui delines which require the statistical identification of problem
areas and a conmtnent to realistic Plans achievable within a
speci fied period of tine.

a. Each HUD-FHA Insuring Ofice and Area Office Director will
forward the I n-House EE Plan for his organization to the
appropri ate Regional Admi nistrator with three additional copies
for the foll owi ng peopl e:
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(1) One information copy to the | abor organization duly
recogni zed by the office for which the Plan is intended.

(2) One copy each to the Assistant Regional Administrators
for Equal Opportunity and Administration, who will give
their concurrence or non-concurrence to the Plan prior to
its review by the Regional Adm nistrator.

b. Each Regi onal Adnministrator and each Central Ofice Assistant
Secretary will forward the In-House EE Plan for his organization
to the Under Secretary with three additional copies for
the follow ng people. (Assistant Secretaries having operations
of nmore than 100 enpl oyees within the Central Ofice will file
the I n-House EE Pl an of those offices separately fromthe plan
for the remainder of their Central O fice organization.)

(1) One information copy to the | abor organization duly
recogni zed by the office for which the Plan is intended.

(2) One copy each to the Assistant Secretaries for Equal
Qoportunity and Administration who will give their
concurrence or non-concurrence to the Plan prior to its
review by the Under Secretary.

C. Plans will be submitted once each year, in accordance with
the following schedule. Al plans will follow the budget
cycle and will be considered in force as of July 1 each year.

(1) Assistant Secretaries, General Counsel, |nspector General,
Federal |nsurance Admi nistrator and the Executive Assistant
to the Secretary, and the Federal Disaster Assistance
Adm nistrator will submt their plans to the Under
Secretary by March 1.

(2) Regional Administrators will subnit their plans to the
Under Secretary by March 15.

(3) Area and Insuring Ofice Directors will submit their plans
to their Regional Administrators, in accordance wth
schedul es determined by the Regi onal Administrators.

4, REVIEW | n-House EE Plans will be reviewed for approval or
di sapproval on the follow ng criteria:

8/ 73 Page 2

HUD- Vash., D. C.

713. 2 REV.

Appendi x 1

a. Conpliance with actions and projections specified in the



previ ous year's plan.

b. Conmitment to direct actions relevant to the correction of
the statistically identified problens, and reduction of the
di fference between the current profile and Long Range Desired
Profile. (Statistically identified problens are problens
i dentified through conparison of current work force statistics
and the Long Range Desired Profile which show the deficiencies
of distribution of mnorities and/or women throughout all
| evel s of the work force.)

c. The establishnment of realistic plans achievable within one
year.

5. ASSURI NG COWPLI ANCE. The annual formul ation of |n-House EE Pl ans
will provide the Plan Oficer an additional opportunity for
eval uation of the sufficiency of the total enploynent program
wi thin his purview.

a. Renedi al or disciplinary actions with respect to manageri al
or supervisory enpl oyees who have failed in their
responsibilities to inplenent policies of equal opportunity in
enpl oynent may be submitted as docunentation of efforts toward
compliance. (Federal Personnel Manual System - Letter 713.3
- Subject: Equal Enploynment Opportunity Regulations - 1966.)

b. Intentional violation of this policy by the EE Plan O ficer
and any ot her empl oyee for attendant responsibilities can
be cause for dismissal subject to the required statutory and
procedural safeguards of the Departnent.

6. SUPPORT AND ASSI STANCE. The support and assi stance of the appropriate
staff level of the Assistant Secretaries for Administration and
Equal Opportunity will be available to all offices. Requests for
support or assistance nmay be either specific or general in nature.

7. RELATI ONSHI P TO OTHER PERSONNEL PROGRAMS. Equal Opportunity in
enpl oynent is an inplicit objective of all aspects of personne
adm nistration. Use of existing personnel progranms and procedures
and HUD training prograns will provide each Plan Officer with great
flexibility in making and carrying out his conmitnments for increasing
equal enploynment opportunity in his organi zation over the next 12
nont hs. Reference to use of a training programor an administrative
action under the requests for "Planned Actions and Justification”
i s necessary docunentation for the filing of an In-House EE Pl an.
See Appendix 4 for a partial list of HUD training prograns.

Page 3 8/ 73

HUD- Vash., D. C.

713.2 REV.

Appendi x 1




8. RESERVED.

9. RESERVED.
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Appendi x 2

APPENDI X 2. EQUAL EMPLOYMENT OBJECTI VES

I NTRODUCTION. Criteria have been established to assure that I|In-House
EE Plans will have goals meani ngful and quantifiable in the

achi evenment of equal enploynent opportunity. These same criteria
provide a basis for a continuing review and neasurenent of the
performance and effectiveness of each organi zational entity and
establish the neans for setting forth specifically the Departnent's
equal enpl oynment obj ectives.

PROBLEM AREAS. There are four comonly apparent synptons of
inequality of enploynent opportunity to be addressed i nmedi ately where
they exist by all organizational entities.

a. An Overall Mnority Enployment Problemis indicated by the
absence of a representative nunber of nminority enployees in
the work force.

b. A Mnority Distribution Problemis indicated by the concentration
of minority enployees in a few grade |evels and/or job
types.

C. A Distribution of Winen Problemis indicated by the relative

absence of wonen in professional or other higher grade positions.

d. A Specific Distribution Problemnmy exist when any of the
followi ng characteristics is in evidence.

(1) Absence of minorities or woren fromthree grade |evels
nmost conmon to the operation.

(2) Absence or under-representation of any significant mnority
group in the whole work force or any separate identifiable
part of it.

(3) Concentration of mnority or fenmal e enployees in a grade
| evel, job type or specific operation

SELECTI ON OF LONG RANGE DESI RED PROFI LE AND ESTABLI SHVENT OF
ANNUAL PLANS.

a. Revi ew of the statistical profile of an organi zati onal work
force will indicate patterns or practices which may be inpeding
enpl oynent opportunity in that organi zation

b. Problem areas will reflect, statistically, the difference
between a current profile and an attainable, future Long Range
Desired Profile, which by taking corrective actions, wll
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elimnate the specific problemand, by definition, reflect

i ncreased equal enployment opportunity. The corrective action
possible within the next twelve nonths, to show maxi num

neasur abl e progress within that period, becone the Pl an
potentially achievable within one year, or the annual |n-House
EE Plan for that filing period.

c. Di stinction Between Plans and Quotas. The principles outlined
i n the handbook must be achieved within the framework of merit
principles. It in essential that the statistical Plans be
acconpl i shed with due regard to the statutory and regul atory
provi si ons governi ng appoi ntnents and pronotions in the
CGovernment service. These Plans nust not be construed as quotas
to be acconplished without regard to such provisions.

4. PROBLEM OF OVERALL M NORI TY EMPLOYMENT - SELECTI ON OF LONG RANGE
DESI RED PROFILE. In order that it can plan and adnminister its
problenms to neet real needs, and relate to the conmunity it serves,
the Departnment nust be represented as an equal opportunity enpl oyer
Each Plan O ficer nust determine for his office, given current and
anticipated turnover rates and new positions, what the eventua
equal enmpl oynment opportunity representation of mnorities and wonen
in his work force should be. This is his Long Range Desired Profile.

5. PROBLEM OF M NORI TY DI STRIBUTION. The grade | evel range sel ected
as a basis for determning the Problem Areas for Overall Mnority
Enmpl oyment, will also provide the basis for addressing probl ens
of Mnority Distribution. Three broad categories, GS-1-6, GS-7-11
GS-12-15, should each have simlar mninmuns of mnority representation
in their personnel

6. PROBLEM OF THE DI STRIBUTION OF WOMEN.  To facilitate the consideration
and inclusion of wonmen in the professional/technical work
force and assure their equal opportunity to progress to higher
| evel s of authority and grade, the Departnent, in order to bear
equally on all of its organizational entities, has established a
basis for determining future departnental profiles. The grade
I evel range identified as the basis for deternining the Problem
Areas in paragraph 5 above in applicable.

7. PROBLEMS OF SPECI FI C DI STRI BUTI ON.  Probl em of Specific Distribution
will be identified by the absence of minorities or wonen
fromany given grade in the work force, or the concentration of
mnority or fenal e enployees in a grade level or job type. Good
judgrment will be required in the setting of annual Plans to address
Specific Distribution problemw thin each reporting peri od.
Studyi ng the conputer printouts for the office will reveal to
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the Plan Oficer |ess obvious degree of exclusion, linitation, or

oversite which conscious personnel efforts easily can correct.
Determ ning the presence of various mnority groups in the SVBA s
mnority population will help determ ne the probl em areas and,
based on these and the Long Range Desired Profile, the annua

proj ecti ons.

FORMULATI NG | N-HOUSE EE PLANS. A Plan Oficer will formulate and
submit the EE Plan for his operation. Each Plan Oficer nust
establish Long Range Desired Profiles for each of four separate
probl em areas. Each profile must include annual projections as
wel | as the planned actions and the rationale for their use as
neans of attaining the objectives.

The types of problens which exist, their magnitude and the pace at
which they will be resolved will all be reflected. The successive
filing of Plans provides the neasurenent of progress by a conparison
of any two Plans of an office in sequence. The statistica
identification of current problens in the annual In-House EE Pl an

is itself the major basis for judging conpliance or good faith
efforts. Any docunentation or background data indicating unforeseen
circunstances which may have made full conpliance with the

| ast Plan inpossible are invited as part of the filing of the

annual | n-House EE Pl an.

PROCGRESS REPORT ON | N-HOUSE EE PLAN.

a. In order to carry out the review responsibilities of evaluating
the effectiveness of EE Plans, a progress report wll be
forwarded quarterly to the Assistant Secretary for Equa
Qoportunity. A format EE 06-0010R) is attached as Appendix 3.
The progress report for each Region will cover the Regiona
Ofice in Colum (1) as well as the separate progress reports of
each Area and Insuring Ofice in the Region Colums (2-13).

Each of these offices should be listed separately where indicated
on the form

b. Ofices in the Central Ofice which are responsible for filing
nmore than one Plan, per paragraph 7b(1) of Handbook 713.2 REV.,
simlarly should report progress of each subordinate filing
of fice separately.

c. Preparation of the progress report should be as follows:

(1) Annual projections for nminorities and wonen for the various
grade ranges should be listed as shown in each EE Pl an.
Show t he nunber of minorities and wonen actually enpl oyed
at the end of the reporting period including total clerica



and par a- professional enployees in the GS-7/11 level in the
parenthesis. The change fromthe | ast reporting period
shoul d be shown on the Iine, "Chg. Since Last Report."
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10.

(2)

(3)

(4)

(5)

Under "PROMOTI ON' the total nunber of pronotions for each
office for the reporting period should be listed
irrespective of grade level. Separate entities should be
made to indicate the nunber of mnorities, including
mnority wonen, receiving pronotions and the nunber of wonen
recei ving promnotions.

Under "UPWARD MOBI LI TY TRAI NI NG' (as described in
Appendi x 4 of Handbook 713.2 ) also show the tota
mnority and wonen enpl oyees currently involved in
such training.

The report shoul d be signed by the Regi onal Adm nistrator
or, in Central Ofice, by the appropriate Assistant
Secretary or O fice Head.

Enpl oyment Distribution - Show the total nunber of female/
mal e enpl oyees in each grade | evel by the established
Civil Service Conmi ssion codes 1-7.

d. Reports are to be subnmitted quarterly and are due 15 days
followi ng the end of each quarter

RESERVED.
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10.

TRAI NI NG OPPORTUNI TI ES - HUD

Federal Executive Institute - GS-16 and above. An eight-week

program i n managenent oriented courses and study to strengthen
the individual executives abilities and capabilities. Located
in Charlottesville, Virginia.

Executive Sem nar Centers - GS-14 and GS-15. Both managenent
oriented and program curriculum Located in Kings Point, New York;
OCak Ri dge, Tennessee, and Berkeley, California

HUD Car eer Education Program

a. Educati on for Public Management - GS-11 through GS-15. One year
general i zed graduate study. Eight participating universities.

b. Princeton - GS5-14 and above. One year graduate study in
speci al |y desi gned prograns.

C. Urban Devel opnent Academ ¢ Program - GS-9 through GS-16. One
year graduate study in areas necessary to suppl enent present
qualifications.

Academ ¢ Support Program- GS-1 through GS-7.

New Careers Intern - three years undergraduate study with four
hours work and four hours study.

Conti nui ng Education - open to all grader. After hours training at
| ocal colleges and universities in HUD or job-related courses.

I nteragency and Civil Service Conm ssion - open to all grades.
Job-rel ated training during working hours at the Cvil Service
Conmi ssi on and ot her Federal agenci es.

Progranmmed Learni ng Laboratory - open to all grades. Various
devel opment and job-rel ated courses avail able in HUD Headquarters
Trai ning Center.

Secretarial Training - open to secretarial enployees in HUD. d asses
hel d in HUD Headquarters Traini ng Center

Super vi sory/ Managenent Training - open to all HUD supervisors.
Cl asses held in HUD Headquarters Training Center

Conmuni ty Devel opnent Specialist Seminar - open to professiona
enpl oyees at Federal, State, and local level. A two-week session
designed to enphasize the interdisciplinary approach to sol ving
communi ty probl emns.
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Trai ni ng

New or expanded Headquarters training programw ||l be devel oped to
provi de:



