


	[image: H:\Logos\ODEO and MMB Logo.PNG]
	AAP OVERALL INSTRUCTIONS CHECKLIST
(AGENCIES WITH MORE THAN 25 EMPLOYEES)



To Begin:
[bookmark: Check1]|_|	Read over the Affirmative Action page on the Equal Opportunity, Diversity & Inclusion section of MMB’s webpage.
|_|	Print the AAP Required Component Checklist for agencies with more than 25 employees.
|_|	Review your agency’s previous AAP.
|_|	Complete the AAP template accordingly.


Underutilization Analysis/Goals and Timetables:
|_|	Generate a report of your agency’s employees sorted by EEO job group including gender, race, and disability status.
|_|	Determine if/how to break down your agency’s workforce into subgroups and determine based on where your agency recruits from,  if you are using statewide, national, metropolitan, or other labor force availability data to do your analysis.  
|_|	Determine if you will be conducting a one-, two-, or multiple-factor analysis.
|_|	Complete the underutilization worksheet for each protected group.  
|_|	Determine your agency’s goals and timetables.


Retention Analysis:
|_|	Generate a Separation Report and conduct analysis of the data. Include a narrative analysis in the Retention Plan section of the AAP.


Final Check:
|_|	Make sure all required components (including name and contact information) are correct.
|_|	Make sure all required signatures are included in the report submitted to MMB.
|_|	Make sure the sections of the AAP are in the same order as indicated on the AAP Required Components Checklist.


Submit AAP:
|_|	Submit your agency’s AAP to AAreports.mmb@state.mn.us before July 31st of the plan year. 
After the AAP is reviewed, MMB will send a letter via email to the Affirmative Action Officer or designee stating if the plan is approved or if updates need to be made.


After Approval:
|_|	Post the AAP on your agency’s website. Remember to remove the underutilization charts because it includes private data.
|_|	Send a communication and web link to your agency’s employees indicating where AAP is posted.
|_|	Send the web link for your agency’s AAP to AAreports.mmb@state.mn.us.
|_|	Email one electronic copy of your agency’s AAP to the MN Legislative Reference Library at reports@lrl.leg.mn.
|_|	Mail two hard copies of your agency’s AAP to the MN Legislative Reference Library via USPS or interoffice mail to:

MN Legislative Reference Library
645 State Office Building
100 Rev. Dr. Martin Luther King Jr. Blvd
St. Paul, MN 55155-1050
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