County Civil Rights Filing System

1. Federal and state requirements indicate that materials that deal with the ongoing
operations of the Extension program (letters/emails to clientele, committee
membership lists, training correspondence, etc. should be physically/electronically kept
and available for review and audit for two (2) years.

2. Thus, we need this information for the current year, and two years prior.

3. Items that deal with personnel transactions, budgeting, and finance should be kept and
available for review and audit for at least seven (7) years.

4. Itis also recommended that anything that may be of historical significance to the county
organization be kept permanently.

5. After the appropriate periods, materials may be purged and files may be collapsed,
keeping only those significant and necessary items as discussed to assist with office
space management.

Please make sure your office files match the format on the following pages, so we can make
sure our EEO files are compliant with Federal and State requirements.

Note: There are currently 7 major headings with numerous tabs behind each major heading.
Please color code the folders so we can see things easily. The “tabs” have been marked with a
color. If that color isn’t available, it may be changed. When typing the “tabs”, be sure to
include the number that is in front of the words. This will help us file the folders if they are
removed from the drawer.



Tab Name Color of Folder Notes for filing

1. Civil Rights Reports, Reviews, & Correspondences

1. A. Laws, Regulations, Rules & Pronouncements BLUE hanging
1. A. 1) Summary of EEO Policies & Law Manila folder Print from inter/intranet
1. A. 2) The Civil Rights Act of 1964 Manila folder
1. A. 3) Title VI of the Civil Rights Act of 1964 Manila folder
1. A. 4) Title IX, Education Amendments of 1972 Manila folder
1. A. 5) Civil Rights Restoration Act of 1987, Manila folder

P.L. 100-259, as amended by Civil Rights
Restoration Act of 1991, P.L. 102-166

1. A. 6) Nondiscrimination in Federally Manila folder

Assisted Programs

7CFR-15, April 11, 1979 including the
Nondiscrimination-Direct USDA Programs
and Activities, 7CFR15, June 11, 1982

1. A.7) USDA DR4330-2 Manila folder
Nondiscrimination in Programs and Activities
Receiving Federal Financial Assistance from
USDA, dated 3/3/99

1. A. 8) THE ADA of 1990 Manila folder

1. A. 9) The ADA: Questions & Answers Manila folder

1. A. 10) Section 504 of Rehabilitation Act of Manila folder v
1973

As amended, 19 USD 794

1. A. 11) Age Discrimination Act of 1967, Manila folder
42 USC 601 et.seq.

1. A. 12) Collaborators Certification Forms Manila folder
CR10 & CR11
1. A. 13) EEO Counselors & Statewide AA/EEO Manila folder

Officer Contact Information

1. A. 14) ADA Check list for Self Evaluation of Manila folder
Accessibility

1. B. Public Notification Efforts

1. B. 1) “And Justice for All” Poster & Manila folder Take a picture and put in file
EEO Counselor Poster

1. B. 2) Ag/NR Correspondences Manila folder



1. B. 3) 4-H Youth Correspondences Manila folder
1. B. 4) HHS Correspondences Manila folder

NOTE: These correspondences should have the following statement:

It is the policy of the Purdue University Cooperative Extension Service that all persons have equal opportunity and access to its
educational programs, services, activities, and facilities without regard to race, religion, color, sex, age, national origin or
ancestry, marital status, parental status, sexual orientation, disability or status as a veteran. Purdue University is an Affirmative
Action institution. This material may be available in alternative formats.

1.B. 5) Staff Training — Hand Code Mailing Lists Manila folder
1. B. 6) Targeted Efforts to reach underserved Manila folder
audiences
1.C. Reports BLUE hanging
1.C.1) State CES 5 Year Plan of Work (Strat. Plan) Manila folder
1.C.2) Annual Reports Manila folder Annual Mtg. Info/Pgm summaries, etc.
1.C.3) County Demographics Report Manila folder  Demographic summary
1.C.4) Civil Rights Report (current year, 2 previous) Manila folder  County CR Compliance Annual Rpt.
1.D.1) To & From Manila folder
1.E.1) County contacts by Race/Eth/Gender Manila Folder
2. Affirmative Action (Permanent File) RED hanging| Permanent file!
2. A. County Annual Goals Manila folder  Goals from Co. CR Compliance Anl Rpt
2. B. County Affirmative Action Plan Manila folder
2. C. Compliance Reviews, Reports, Audits Manila folder

Results & Compliance Letters

2.D. Annual County Civil Rights Report Manila folder
3. Civil Rights Documentation YELLOW hanging
3. A. Public Notices YELLOW hanging  Put EEO statement here
3. A. 1) Public Notification: Ex. Board Manila folder
3. A. 2) Public Notification: Councils Manila folder
3. A. 3) Public Notification: Committees Manila folder
3. A. 4) Public Notification: Other Groups Manila folder

3. A. 5) Public Notification: Notices of Meetings Manila folder



3. A. 6) Public Notifications: Mass Media Info

3.B. Constitutions and By-Laws of Extension
Organizations

3.C. Staff Conference Minutes

Manila folder

YELLOW hanging Fair board, Ex Board, etc.

YELLOW hanging

4. A. 1) Membership

4. A. 2) Minutes, Attendance, & Minority
Participation

4. A. 3) Program Recommendations

4. A. 4) Minority Participation Efforts

5. A. 1) Mailing Lists

5. A. 2) Minority Participation (documented)
5. A. 3) Committee Lists

5. A. 4) Minutes of meetings

5.A. 5) AA Committee program recommendations

5. A. 6) Committee program implementation efforts
(Attendance & minority participation)

5. A. 7) Educational Presentations w/Attendance and
Minority participation

5.A.8) Civil Rights Totals by Program Area

5. B. 1) Mailing Lists

5. B. 2) Minority Participation (documented)
5. B. 3) Committee Lists

5. B. 4) Minutes of meetings

5. B. 5) AA Committee program recommendations

Manila folder

Manila folder

Manila folder

Manila folder

Manila folder
Manila folder
Manila folder
Manila folder

Manila folder

Manila folder

Manila folder

Manila folder

Manila folder
Manila folder
Manila folder
Manila folder

Manila folder

Reference where housed electronically

Organized interest groups in county

Use your Advisory Group for
Affirmative Action
Program Development

Organized interest groups in county

Use your Advisory Group for
Affirmative Action



Program Development
5. B. 6) Committee program implementation efforts Manila folder
(Attendance & minority participation)

5. B. 7) Educational Presentations w/Attendance and  Manila folder
Minority participation

5.B.8) Civil Rights Totals by Program Area Manila folder

5. C. 1) Mailing Lists Manila folder

5. C. 2) Minority Participation (documented) Manila folder

5. C. 3) Committee Lists Manila folder Organized interest groups in county
5. C. 4) Minutes of meetings Manila folder

5. C. 5) AA Committee program recommendations Manila folder  Use your Advisory Group for

Affirmative Action
Program Development

5. C. 6) Committee program implementation efforts Manila folder
(Attendance & minority participation)

5. C. 7) Educational Presentations w/Attendance and  Manila folder

Minority participation

5.C.8) Civil Rights Totals by Program Area Manila folder
5.D. Extension Homemakers ~ Green hanging
5.D. 1) Membership List
5.D. 2) Co. Organization Program Books
5.D. 3) Minority participation efforts (documentation)
5.E.4-HYouth Development ~ Greenhanging
5.E. 1) Expansion and Review Committee
5.E. 2) Mailing List
5.E. 3) Committee Lists
5.E. 4) Minutes of Meetings
5.E. 5) Minority and teenage participation efforts (documentation)
5.E. 6) AA Committee program recommendations
5.E. 7) Committee program implementation/attendance/minority participation
5.E. 8) Educational Presentations w/Attendance and Manila folder

Minority participation

5.E.8) Civil Rights Totals by Program Area Manila folder



5.F. 1) 4-H Youth Council Membership Lists
5.F.2) Mailing List
5.F. 3) Committee Lists

5.F. 4) Minutes of Meetings

5.G. 1) 4-H Leaders Membership Lists
5.G. 2) Mailing List
5.G. 3) Committee Lists

5.G. 4) Minutes of Meetings

5.1. 1) 4-H Explorers
5.1. 2) 4 Leaf Clovers
5.1. 3) Amo Aces

5.1. 4) Avon Extremes

v

5.1. 30) Working Wonders
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