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Attachment C.6 – Workforce Report 
 

The objective of the Equal Employment Opportunity Outreach Program, San Diego Municipal Code sections 22.3501 through 22.3517, is 
to ensure that contractors doing business with the City, or receiving funds from the City, do not engage in unlawful discriminatory 
employment practices prohibited by state and federal law. Such employment practices include, but are not limited to unlawful 
discrimination in the following: employment, promotion or upgrading, demotion or transfer, recruitment or recruitment advertising, layoff 
or termination, rate of pay or other forms of compensation, and selection for training, including apprenticeship. Contractors are required 
to provide a completed Workforce Report (WFR). 

 
CONTRACTOR IDENTIFICATION 

Type of Contractor:  Construction  Vendor/Supplier  Financial Institution  Lessee/Lessor 
  Consultant  Grant Recipient  Insurance Company  Other 
Name of Company:  
AKA/DBA:  
Address (Corporate Headquarters, where applicable):  
City  County   State   Zip  
Telephone Number: (       )    Fax Number: (       )  
Name of Company CEO:  
Address(es), phone and fax number(s) of company facilities located in San Diego County (if different from above): 
Address:  
City  County   State   Zip  
Telephone Number: (       )    Fax Number: (       )  
Type of Business:    Type of License:  
The Company has appointed:  
as its Equal Employment Opportunity Officer (EEOO).  The EEOO has been given authority to establish, disseminate, and enforce equal 
employment and affirmative action policies of this company.  The EEOO may be contacted at: 
Address:  
Telephone Number: (       )    Fax Number: (       )  
 
 
 
Check the box that applies to this WFR:  One San Diego County (or Most Local County) Workforce – Mandatory 
    Branch Workforce *  
    Managing Office Workforce 

*Submit a separate Workforce Report for all participating branches. Combine WFRs if more than one branch per county. 
 
I, the undersigned representative of   
                  (Firm Name) 
                                                                                     hereby certify that information provided  
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INSTRUCTIONS: For each occupational category, indicate number of males and females in every ethnic group. Total 
columns in row provided. Sum of all totals should be equal to your total workforce. Include all those employed by your 
company on either a full or part-time basis. The following groups are to be included in ethnic categories listed in columns 
below:  

(1)  Black, African-American (5)  Filipino 
(2)  Hispanic, Latino, Mexican-American, Puerto Rican (6)  White, Caucasian 
(3)  Asian, Pacific Islander  (7)  Other ethnicity; not falling into other groups 
(4)  American Indian, Eskimo 
 

(1) 
Black 

(2) 
Hispanic 

(3) 
Asian 

(4) 
American 

Indian 
(5) 

Filipino 
(6) 

White 
(7) 

Other 
Ethnicities 

 
OCCUPATIONAL CATEGORY 

(M) (F) (M) (F) (M) (F) (M) (F) (M) (F) (M) (F) (M) (F) 

Management & Financial               

Professional               

A&E, Science, Computer               

Technical               

Sales               

Administrative Support               

Services               

Crafts               

Operative Workers               

Transportation               

Laborers*               
*Construction laborers and other field employees  
are not to be included on this page          

Totals Each Column               
 

Grand Total All Employees    
 
Indicate by Gender and Ethnicity the Number of Above Employees Who Are Disabled 

Disabled               

Nonprofit Organizations Only: 

Board of Directors               

Volunteers               

Artists               
 
 
 
History 
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The Workforce Report (WFR) is the document that 
allows the City of San Diego to analyze the work 
forces of all firms wishing to do business with the City. 
We are able to compare the firm’s workforce data to 
County Labor Force Availability (CLFA) data derived 
from the United States Census. CLFA data is a 
compilation of lists of occupations and includes the 
percentage of each ethnicity we track (Black, His-
panic, Asian, American Indian, Filipino) for each 
occupation. Currently, our CLFA data is taken from the 
2000 Census. To compare one firm to another, it is 
important that the data we receive from the consultant 
firm is accurate and organized in the manner that 
allows for this fair comparison.  
 
Workforce & Branch Workforce Reports 
When submitting a WFR, especially if the WFR is for a 
specific project or activity, we would like to have 
information about the firm’s workforce that is actually 
participating in the project or activity. That is, if the 
project is in San Diego and the workforce is from San 
Diego, we want a San Diego County Workforce 
Report.1 By the same token, if the project is in San 
Diego, but the workforce is from another county, such 
as Orange or Riverside County, we want a Workforce 
Report from that county.2 If participation in a San 
Diego project is by workforces from San Diego County 
and, for example, from Los Angeles County and from 
Sacramento County, we ask for separate Workforce 
Reports representing the workforces of  
 
your firm from each of the three counties.1,2 On the 
other hand, if the project will be accomplished com-

pletely outside of San Diego, we ask for a 
Workforce Report from the county or counties 
where the work will be accomplished.2 
 
Managing Office Workforce 
Equal Opportunity Contracting may occasionally 
ask for a Managing Office Workforce (MOWF) 
Report. This may occur in an instance where the 
firm involved is a large national or international firm 
but the San Diego or other local workforce is very 
small. In this case, we may ask for both a local and 
a MOWF Report.1,3 In another case, when work is 
done only by the Managing Office, only the MOWF 
Report may be necessary.3  

 
Types of Workforce Reports 
Please note, throughout the preceding text of this 
page, the superscript numbers. These coincide with 
the types of workforce reports required in the 
example. See below: 
 

1  One San Diego County (or Most Local 
County) Workforce – Mandatory in most 
cases 

2  Branch Workforce *  
3   Managing Office Workforce 

 

*Submit a separate Workforce Report for all 
participating branches. Combine WFRs if more than 
one branch per county. 
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Exhibit: Workforce Report Job Categories 
Refer to this table when completing your firm’s Workforce Report form(s). 
Management & Financial 
Advertising, Marketing, Promotions, Public Relations, and Sales 
Managers 
Business Operations Specialists 
Financial Specialists 
Operations Specialties Managers 
Other Management Occupations 
Top Executives 

Professional 
Art and Design Workers 
Counselors, Social Workers, and Other Community and Social 
Service Specialists 
Entertainers and Performers, Sports and Related Workers 
Health Diagnosing and Treating Practitioners 
Lawyers, Judges, and Related Workers 
Librarians, Curators, and Archivists 
Life Scientists 
Media and Communication Workers 
Other Teachers and Instructors 
Postsecondary Teachers 
Primary, Secondary, and Special Education School Teachers 
Religious Workers 
Social Scientists and Related Workers 

Architecture & Engineering, Science, Computer 
Architects, Surveyors, and Cartographers 
Computer Specialists 
Engineers 
Mathematical Science Occupations 
Physical Scientists 

Technical 
Drafters, Engineering, and Mapping Technicians 
Health Technologists and Technicians 
Life, Physical, and Social Science Technicians 
Media and Communication Equipment Workers 

Sales 
Other Sales and Related Workers 
Retail Sales Workers 
Sales Representatives, Services 
Sales Representatives, Wholesale and Manufacturing 
Supervisors, Sales Workers 

Administrative Support 
Financial Clerks 
Information and Record Clerks 
Legal Support Workers 
Material Recording, Scheduling, Dispatching, and Distributing 
Workers 
Other Education, Training, and Library Occupations 
Other Office and Administrative Support Workers 
Secretaries and Administrative Assistants 
Supervisors, Office and Administrative Support Workers 

Services 
Building Cleaning and Pest Control Workers 
Cooks and Food Preparation Workers 
Firefighting and Prevention Workers 
 

First-Line Supervisors/Managers, Protective Service Workers 
Food and Beverage Serving Workers 
Funeral Service Workers 
Law Enforcement Workers 
Nursing, Psychiatric, and Home Health Aides 
Occupational and Physical Therapist Assistants and Aides 
Other Food Preparation and Serving Related Workers 
Other Health Care Support Occupations 
Other Personal Care and Service Workers 
Other Protective Service Workers 
Personal Appearance Workers 
Supervisors, Food Preparation and Serving Workers 
Supervisors, Personal Care and Service Workers 
Transportation, Tourism, and Lodging Attendants 

Crafts 
Construction Trades Workers 
Electrical and Electronic Equipment Mechanics, Installers, and 
Repairers 
Extraction Workers 
Material Moving Workers 
Other Construction and Related Workers 
Other Installation, Maintenance, and Repair Occupations 
Plant and System Operators 
Supervisors of Installation, Maintenance, and Repair Workers 
Supervisors, Construction and Extraction Workers 
Vehicle and Mobile Equipment Mechanics, Installers, and 
Repairers 
Woodworkers 

Operative Workers 
Assemblers and Fabricators 
Communications Equipment Operators 
Food Processing Workers 
Metal Workers and Plastic Workers 
Motor Vehicle Operators 
Other Production Occupations 
Printing Workers 
Supervisors, Production Workers 
Textile, Apparel, and Furnishings Workers 

Transportation 
Air Transportation Workers 
Other Transportation Workers 
Rail Transportation Workers 
Supervisors, Transportation and Material Moving Workers 
Water Transportation Workers 

Laborers 
Agricultural Workers 
Animal Care and Service Workers 
Fishing and Hunting Workers 
Forest, Conservation, and Logging Workers 
Grounds Maintenance Workers 
Helpers, Construction Trades 
Supervisors, Building and Grounds Cleaning and Maintenance 
Workers 
Supervisors, Farming, Fishing, and Forestry Workers 
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C.7 – Subconsultant and Vendor List 

 
Submittals shall include a complete list of all proposed coventure partners, subconsultants and 
vendors receiving in excess of one half of one percent (.05%) of the total contract or $10,000, 
whichever is less. Listed subconsultants and vendors must provide services in the profession, 
trade, or craft listed. All columns shall be filled out. No changes to this subconsultant list will 
be allowed without prior written approval from CCDC. This document becomes part of 
the contract.   
 
Respondent shall also submit subconsultant commitment letters on subconsultant letterhead, no 
more than one page each from subconsultants listed below, to acknowledge their commitment 
to the team, scope of services, and percent of participation in the project (Attachment C.8 
provides an outline for the commitment letters). 
 

NAME AND ADDRESS OF 
SUBCONSULTANTS 

SCOPE OF 
WORK 

ESTIMATED 
DOLLAR 

AMOUNT OF 
CONTRACT 

DBE, DVBE, 
MBE, 

SBE or WBE 
WHERE 

CERTIFIED 

 
 
 

    

 
 
 

    

 
 
 

    

 
 
 

    

 
For information only. As appropriate,respondent shall identify coventures, subconsultants or 
vendors according to the list on the following page. 
 
  Certified Disadvantaged Business Enterprise  DBE 
  Certified Disabled Veteran Business Enterprise DVBE 
  Certified Minority Business Enterprise MBE 
  Certified Small Business Enterprise SBE 
  Certified Woman Business Enterprise WBE 
  Other Business Enterprise (not certified) OBE 
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Attachment C.8 – Letter of Intent 
 
Date 
 
 
Name 
Company 
Address 
 
 
SUBJECT: LETTER OF INTENT TO SUBCONTRACT OR COVENTURE 

(assignment name and number, if any) 
 
Dear: 
 
Please consider this as written confirmation of our intent to subcontract or coventure (pick one) 
with [subconsulting firm or coventure partner firm name] for [trade] services at an approximated 
percentage of the total contract to be no less than ______%*, should such services be utilized. 
 
The above is contingent upon receiving the contract award from Centre City Development 
Corporation for [name of contract/project] to [prime consultant name]. Please sign both copies if 
all meets with your approval and return one to our office. 
 
If you have any questions, do not hesitate to call. 
 
 
Sincerely, 
 
 
 
                                        
 
                                        
 
 
 

SUBCONTRACT AGREEMENT 
 
I,                                         , agree to the aforementioned. 

(Print Name) 
 
                                                               Date                        . 
(Signature)                     (Title) 
 
 
*If dollar amount is not known for the coventure partner, please give the approximate 
percentage of the contract based on functional consultant partnership percentage. 
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Attachment C.9 – CCDC Outreach Survey 
 
Centre City Development Corporation is evaluating the effectiveness of its outreach efforts for 
consultant contracting opportunities. We appreciate your cooperation in completing this sheet 
and returning it with your proposal. Thank you. 
 
How did you find out about this consultant services opportunity? 
 

 San Diego Daily Transcript  San Diego Voice & Viewpoint 

 San Diego Asian Journal  El Sol de San Diego 

 El Latino  San Diego Monitor News 

 The Filipino Press  Mabuhay Times 

 Enlace  Contractor News & Views 

 Los Angeles Times 

 Other publication: ___________________________________ 
 

OR 

 Community and Professional Organizations (please list the organization) 

 African-American: _____________________________________________________ 

 American-Indian: ______________________________________________________ 

 Asian-American:  ______________________________________________________ 

 Filipino: ______________________________________________________________ 

 Hispanic: _____________________________________________________________ 

 Other: ________________________________________________________________ 
 

OR 

 CCDC Employee 

 CCDC’s Web site 

 E-mail from CCDC 

 Other _____________________________________________ 
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Attachment D.1 – Selection Criteria 
 
 
 
 

CCDC-Adopted Adjectives 
 
The following adjectives shall be utilized in the selection process. Respondents shall be ranked 
using one of these adjectives for each of the criteria listed on the next page. 
   
 
Exceptional  (E) 
Exceeds requirements; has a high probability of an exceptional outcome; exhibits no significant 
weaknesses; exhibits no blatant deficiencies. 
 
Good   (G) 
Meets all and exceeds some requirements; has a high probability of an above average 
outcome; exhibits minor, correctable weaknesses; exhibits no blatant deficiencies. 
 
Fair    (F) 
Meets all requirements; will probably result in an average outcome; exhibits minor, correctable 
weaknesses; exhibits minor, correctable deficiencies.    
 
Marginal   (M) 
Meets most requirements; will probably result in a below average outcome; exhibits correctable 
weaknesses requiring clarification; exhibits correctable deficiencies requiring correction. 
 
Poor   (P) 
Fails to meet requirements; will probably result in an unacceptable outcome; exhibits too many 
weaknesses; exhibits too many deficiencies.  
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CCDC Selection Criteria 
 

 
Listed below are the criteria that must be used to evaluate all submittals. 
 
Criterion No. 1 – Submittal Documents 
 
Is the submittal complete and well composed? Does the submittal mirror the organizational 
requirements described in the solicitation, including conformance with tabulation and categorical 
organization, clarity of writing, and cohesiveness of narrative, tables and images?  
 
 
Criterion No. 2 – Understanding and Methodology 
 
Does the submittal demonstrate that the respondent understands the Scope of Services, 
proposes an exceptional methodology that will lead to success, and is able to demonstrate how 
said methodology has been successful in respondent’s past experience?  
 
 
Criterion No. 3 – Samples of Work and/or Project References 
 
Does the submittal include samples of work that specifically illustrate an understanding of the 
proposed work as well as a demonstrably successful product? Do project references confirm 
assertions made in the response and subsequently made verbally during the interview? 
 
 
Criterion No. 4 – Project Personnel Experience and References 
 
Do proposed project personnel meet all specified criteria set out in the solicitation? Is the level 
of experience commensurate with the complexity of the Scope of Services? Do personnel 
references confirm assertions made in the response and subsequently made verbally during the 
interview? 
 
 
Criterion No. 5 – Equal Opportunity 
 
Does the submittal include evidence of a willingness to make meaningful and wide-range 
subconsulting and employment opportunities available to all interested and qualified firms and 
individuals in the marketplace? 
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Attachment D.2 – Disclosure Statement 

 
The following information must be disclosed: 
 
1. List the names of all persons having a financial interest in the consultant's business. 
 ________________________________________ ________________________________________ 
 ________________________________________ ________________________________________ 
 ________________________________________ ________________________________________ 
 
2. If any person identified pursuant to (1) above is a corporation or partnership, list the 

names of all individuals owning more than 10% of the shares in the corporation or 
owning any partnership interest in the partnership. 

 ________________________________________ ________________________________________ 
 ________________________________________ ________________________________________ 
 ________________________________________ ________________________________________ 
 
3. If any person identified pursuant to (1) above is a nonprofit organization or a trust, list the 

names of any person serving as director of the nonprofit organization or as trustee or 
beneficiary or trustor of the trust. 

 ________________________________________ ________________________________________ 
 ________________________________________ ________________________________________ 
 ________________________________________ ________________________________________ 
 
4. Have you had more than $250 worth of business transacted wtih any member of the 

Corporation Board, Planning Commission, or Council/Agency members within the past 
twelve months?  Yes ______  No ______  If yes, please indicate person(s)  

 ________________________________________ ________________________________________ 
 
5. List the address of any property owned by the consultant's firm or principals identified in 

(2) that is located within the Centre City and Horton Plaza Redevelopment Projects. 
 ________________________________________ ________________________________________ 
 ________________________________________ ________________________________________ 
 ________________________________________ ________________________________________ 
 

 
      (NOTE: Attach additional pages as necessary.) 
 
       ________________________________________ 
       Authorized Signature of Firm  Date 
 
       _____________________________________ 
       Print or type name of firm 

Consultant's statement of disclosure of certain ownership interests on all contracts which will 
require discretionary action on the part of CCDC, the Redevelopment Agency, City Council, and 
Planning Commission of the City of San Diego. 

Person is defined as: "Any individual, firm, copartnership, joint venture, association, social 
club, fraternal organization, corporation, estate, trust, receiver, syndicate, this and any 
other group or combination acting as a unit." 
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Attachment D.3 – Tentative Contract Revisions 

 
Following are tentative contract revisions: 
 
1.  

______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________ 

 
2.  

______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________ 

 
3.  

______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________ 

 
4.  

______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________ 

 
 
       ______________________________________ 
       Authorized Signature   Date 
 
       ___________________________________ 
       Print or type name of firm 

Respondent affirms that he or she has read Appendix B – Attachment B.1 Sample Contract and 
is prepared, if selected, to negotiate a final contract based on this sample. If there are provisions 
the respondent tentatively anticipates will require changes, please list below and provide a short 
description (use additional numbered sheets if necessary). 




