Minnesota Department of Human Rights 
Workforce Certificate of Compliance 
First time application checklist


Instructions:
If your business is applying for a workforce certificate of compliance for the first time, follow these steps.  

Applicants must submit an Affirmative Action Plan (AAP). If do not have an APP, you may create an AAP as follows:  

[bookmark: Check1]|_|	Read the Affirmative Action Plan Guide on the Minnesota Department of Human Rights website.   
|_|	Download and complete the Minnesota Department of Human Rights Affirmative Action Plan 
Template and application form and have the application form signed by the Board Chair, President or Chief Executive Officer of your company.
|_|        Submit these documents to the Department with a check or money order for the $150 application fee.  Make check payable to the “Minnesota Department of Human Rights”. Or click to make an online payment. 


Worksheets:

Worksheet and Instructions to complete the AAP analysis can be found here: 

|_|	Download and complete the worksheets. 

Final Checks:

|_|	Make sure all required information (including contact name) are correct.
|_|	Make sure all required signatures are included on the AAP application and on the Equal Employment 
            Policy in the AAP. 
|_|	You may send a check or money order for the $150 application fee. Or, you may now pay the application fee online. Click to make an online payment.  

Submit AAP:

|_|	You may submit a hard copy of your application, check or money order fee and AAP to: 
Minnesota Department of Human Rights
            ATTN: Contract Compliance
            625 Robert St N
            Saint Paul MN 55155

|_|    Or submit your application online with proof of fee payment online to: 
        Compliance.mdhr@state.mn.us
  
After the AAP is reviewed, MDHR will issue a letter or an email to the designated contact stating the plan is approved along with a Workforce Certificate of Compliance. If additional information is require prior to approval, your will be notified.

After Certification Approval:

|_|	Workforce Certificate-holders can expect to be audited during the four-year certification period.   
|_|	File with the Department, the Annual Compliance Report. This report is due on the anniversary date of your workforce certificate. Click here to download and complete the Annual Compliance Report. 
[bookmark: _GoBack]|_|	AAP Cycle: Review and update the Affirmative Action Plan annually and document any revisions.

