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Personal Information - Quick Guide
Navigation -

e Log into MyFSC]J using your FSCJ logon ID and password

e Select the dropdown below your name

e You will be able to view your EMPL ID, change your password, address, email
address, phone number, other personal info, and log out of myFSC].

EMPL ID and Change Password - Quick Guide
Navigation -

e Log into MyFSC] using your FSCJ logon ID and password

e Select the dropdown below your name

e View your EMPLID. This is the number that PeopleSoft uses to identify an
individual person in the system.

e Choose the Change Password link under your name

e This link will take you to the password.fscj.edu site to Enroll, Change, or Recover
your password. If you experience any difficulty, contact the HelpDesk.

Change Address - Quick Guide
Navigation -

e Log into MyFSC]J using your FSCJ logon ID and password

e Select the dropdown below your name.

e Choose the Change Address link under your name.

e Use the Home and Mailing Addresses page to verify your address information
and make any appropriate changes.

e You may add a new address by selecting the Add button; or click Edit to update
the existing address listed.

e Click on Save when done.
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Change Email Address - Quick Guide

Navigation -

e Log into MyFSC] using your FSCJ logon ID and password

e Select the dropdown below your name.

e Choose the Change Email Address link under your name.

e From the Email Addresses page you may view, add, update, and delete your
email address.

e Select Save once changes are made.

Change Phone Number - Quick Guide

Navigation -

e Log into MyFSC] using your FSCJ logon ID and password

e Select the dropdown below your name.

e Choose the Change Phone Number link under your name.

e The phone numbers page allows you to view, add, update, and delete your
personal phone numbers, as well as select a preferred contact number.

e C(lick Save once changes are made.

Other Personal Info - Quick Guide

Navigation -

e Log into MyFSC]J using your FSCJ logon ID and password

e Select the dropdown below your name.

e Choose the Other Personal Info link under your name.

e Other Personal Info will allow you to review and update additional personal
information such as Emergency Contacts, Ethnic Groups, Veteran Status and
Disability.

e C(lick on Save when once changes are made.
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Other Personal Info - Emergency Contacts - Quick Guide
Navigation -

e Log into MyFSC]J using your FSCJ logon ID and password

e Select the dropdown below your name.

e Choose the Other Personal Info link under your name.

e Select Emergency Contacts.

e Use the Emergency Contacts page to view and edit your emergency contact
information.

e By clicking the Contact Name, you will be able to view your emergency contact’s
address and telephone information. If necessary, you may add a new emergency
contact and select a primary contact as well.

e Select Save once changes are made.

Other Personal Info - Ethnic Groups - Quick Guide
Navigation -

e Log into MyFSC]J using your FSCJ logon ID and password

e Select the dropdown below your name.

e Choose the Other Personal Info link under your name.

e Select Ethnic Groups.

e Use the Ethnic Groups page to view, add, update, and delete your ethnic group
information.

e Select Save once changes are made.

Other Personal Info - Veteran Status - Quick Guide
Navigation -

e Log into MyFSC]J using your FSCJ logon ID and password

e Select the dropdown below your name.

e Choose the Other Personal Info link under your name.

e Select Veteran Status. Use the Veteran Status page to add or update protected
veteran status, and identify classifications of which you belong to. Click on
Submit when done.
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Other Personal Info - Disability - Quick Guide

Navigation -

e Log into MyFSC]J using your FSCJ logon ID and password

e Select the dropdown below your name.

e Choose the Other Personal Info link under your name.

e Select Disability.

e Use the Voluntary Self-Identification of Disability to add or update disability
status.
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Personal Information - Detailed Guide
Log into MyFSCJ using your FSCJ logon ID and password

S OB hupanp-pat ket s B05 1 s b s rVEMPLOVEEEMPLAWTral <FSC_ GUEST Q=
HE Sopn A, Fiovide Sue Cobege ) M P50 0 Wbl [ Mew tuwet Acsoumr | (5 BAOIX s e Raconeomn £ % (08 Flords 511 Tiewwter [} B AN Things Loxs oo Remceorces - Tho D

Apply for Admission

Welcome to myFSCJl Class Seach

The Coliege's websites offer valuabie information for future and curment students. The following links will direct you to same of the most requested rescurces.

| ToP 150

Select the dropdown below your name. You will be able to view your EMPL ID, change
your password, address, email address, phone number, other personal info, and log out
of MyFSC]J.

my fscj.equ

EMPLID - 0700031

Empleyses
Change Password

Change Address
Change Emall Adaress
‘Change Phone Numbes
Other Personal Info

My Requisitons +  MyPay -  MyTime -  MyBenefits » My Career »

Test Alert - This aler has been issued to test functionality for Issuing alerts to all empicyees.
Log Out

Thursday, April 28, 2016

No events found for the date range.

. Moving to the Future.
Calendar Filters . han

¥ Class Schedule
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EMPL ID and Change Password - Detailed Guide

Select the dropdown below your name. View your EMPLID. This is the number that
PeopleSoft uses to identify an individual person in the system. Choose the Change
Password link under your name

Employees Resources Holp Centar

Change Passward
My Requisisns = My Pay = My Time - My Benafits ~ My Career - Changh Adaraas
cnange Emall Address
Change Phone Number
Other Persenal info

Log Out
-
Thursday, April 28, 2018

No events found for the date range.

Tost Alart - This alert has been issued to test functionality for issuing alorts to all empioyees.

Moving to the Future.
Calendar Filtars : ; 3

& Class Schedule

This link will take you to the password.fscj.edu site to Enroll, Change, or Recover your
password. If you experience any difficulty, contact the HelpDesk.

Enroll Change Recovery
Enroll in the Employee / Chan?e your current Employee Forgotten your password? Use
Password Reset System. f ST Portal Password. this option to reset and recover

your password.
Enrollment is required

to use the Password Reset
System.

* You must be enrolled in
the Password Reset System
prior to being able to recover
your employee password.
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Change Address- Detailed Guide

Select the dropdown below your name. Choose the Change Address link under your

name.

= 3  ChewBacca v

SFETII  Resources Help Center

Change Address
Change Emall Address

T
Other Personal Info

Log Out
-
Thursday, April 28, 2016

My Requisitons +  MyPay -  MyTime -  MyBenefits » My Career »

Test Alert - This alert has been issued to test functionality for issuing alerts to all employees.

Ne events found for the date range. S Moving to the Future.
alendar - . x

¥ Class Schedule

Use the Home and Mailing Addresses page to verify your address information and
make any appropriate changes.

You may add a new address by selecting the Add button; or click Edit to update the
existing address listed. Click on Save when done.

Employees

Gl
[

FL \ My Requisiions =  MyPay -  MyTime =  MyBanefis - My Career = 'gﬁ?

New Window | Help |
Home and Mailing Address

Addresses
Acdress Typs  Stats As Of Country Agdress H

123 FSCI D &
Jacksomale, FL 32204

Curtant MIE0I6  USA
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Change Email Address- Detailed Guide

Select the dropdown below your name. Choose the Change Email Address link under
your name.

= 3  ChewBacca v

Empioyses Resources Help Center EMPLID - 0700031

My Requisitons =  MyPay -  MyTime -  MyBenefts ~ My Career - Change Aadnas

‘Change Phene Number
Test Alert - This alert has been issued to test functionality for issuing alerts to all employees.

Other Personal Infa

Log Out
-
Thursday, April 28, 2016

No events found for the date range.

Meoving to the Future.
Calendar Filters T han

¥ Class Schedule

From the Email Addresses page you may view, add, update, and delete your email
address. Select Save once changes are made.

my.facj.edu

Employees Resources Help Center

= = &=
My Requisitions - My Pay = My Time = My Benefits - My Career - =i 15

Now Window | Holp |
Email Addresses

Emall Addresses

“Email Type Email Adgress

Prefermed Delete
Busaness @) odu =]
Personal chaccafGMAIL COM O
'[;n"f;‘: S0 (e capsudents fsc) edu m]
A Ema Address
Save

* Rquired Fieki

Ruturn 1o Home snd Maiing Addross
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Change Phone Number - Detailed Guide

Select the dropdown below your name. Choose the Change Phone Number link under
your name.

B  cChewBacca v

=

Empioyses Resources Help Center EMPLID - 0700031

Change Password

My Requisitons =+  MyPay =  MyTime =  MyBenefits = My Career = Change Aadnas
Change Emall Addresa
Test Alert - This alert has been issued to test functionality for Issuing alerts to ol employees. Other Personal Info

Log Out
-
Thursday, April 28, 2016

Meoving to the Future.

No events found for the date range. Calendar Filters
alendar

¥ Class Schedule

The phone numbers page allows you to view, add, update, and delete your personal
phone numbers, as well as select a preferred contact number.

Resources Help Center

My Requisitions » My Pay - My Time = My Benefits = My Career = E‘ﬂa 35 :_ui

Phone Numbers

Erier your phicews numbers

Phone Numbers

Phons Typs “Teisghone Exmensicn Pratemea Deietn
Home 904 0001000 | (m] a
Coll- Studand /904 1002000 m] a
Work 204 2003000 = a
Add Phone Number
Savo
* Requred Freid

Retum fo Email Addressas
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Other Personal Info - Detailed Guide

Select the dropdown below your name. Choose the Other Personal Info link under your
name.

Empioyses Resources Help Center EMPLID - 0700031

Change Password
Change Address
Change Emall Addresa

My Requisitons +  MyPay -  MyTime -  MyBenefits » My Career »

Test Alert - This alert has been issued to test functionality for issuing alerts to all employees.

Thursday, April 28, 2016

Ne events found for the date range. S Moving to the Future.
alendar .

¥ Class Schedule

Other Personal Info will allow you to review and update additional personal
information such as Emergency Contacts, Ethnic Groups, Veteran Status and Disability.

My Requisitions ~ My Pay = My Tima = My Benefils - My Carear ~

Personal Information
Fievitw S update your personal inormation

= My Current Profile = Phone Numbers = Emergency Contacts Vateran Status
| g sims, our Eurment i— Add e updale phone rambers, of spetify your prmary phane 87 Aod or update your emergenty contact nfarmanon. @Wamwlﬂ::ﬂ veteran stilus, a0 Kenlry
e nurmber of which yoa Belong
= Home and Malling Address oy Email Addresses = Eihele Graupa. o Diaabity
j---ﬂenmammn'rwmmmmﬁm i = A of updaie your emall Adesses. I'“ Acd or updale Shni QIDups, OF SPECRy YO DIMary SN0 group. |"— A of update a0ty Satus.
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Other Personal Info - Emergency Contacts - Detailed Guide

Select the dropdown below your name. Choose the Other Personal Info link under your

name.

my fscj.equ

Empioyees

My Requisitions «

Tast Alert - This alert has been issued fo te:

Thursday, April 28, 2016

My Pay = My Time « My Benefits ~

st functionality for issuing alerts to all employees.

My Career

B  cChewBacca v

EMPLID - 0700031
Change Password
Change Address
Change Emall Address

‘Change Phone Numbe

Log Out

-p -

No events found for the date range.

Meoving to the Future.

Calendar Filters

¥ Class Schedule

Select Emergency Contacts. Use the Emergency Contacts page to view and edit your
emergency contact information.

My Requisitions ~

Personal Information
Fomrvew 8] upedate vOUR PeTSOnal Mroniston
== My Cument Profile

=

otie

= Home and Malling Address
.l 7| Review and update your home and masng addresses.

My Pay - My Benefils -

My Time =

My Carear -

Fhane Numbers

your current E A e ugdae phons uambers, f specy your prmary prlios
e

Email Addresses
E' =] A0d o updaie your emall aodresses.

== Emergency Contacts

- = Veteran Status
“—| A of updale your emeenty continl mformaton

W] 20 or upasne pootected veteran status, a0 mentfy cisstcatons
of which yc belong to.

Disabilt

Ethnic Groups ty
2= Aad or update ssacisty siatus

P
7] Aod or upoale BIRNiC QIOUDS, OF SpECRy YOUR MIMAYY eMnic group

By clicking the Contact Name, you will be able to view your emergency contact’s
address and telephone information. If necessary, you may add a new emergency

contact and select a primary contact as well.

Select Save once changes are made.

Emplayees

My Requisitions =

Resources

Help Ceniler

My Pay - My Time = My Bonefits

My Caroar =

Emergency Contacts

Emergency Contacts

Contact Hame

DARTH VADER Othar
HANS SOLO Othat
1
“merponcy Cortact

Raturn to Emad Addrossos

Ratum 1o Patsanal Information

Relationship to Empéayse

Primary Gontact Deiete

Edn
= & o
1 &

v Winow | Heg |
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Other Personal Info - Ethnic Groups - Detailed Guide

Select the dropdown below your name. Choose the Other Personal Info link under your
name.

Empioyses Resources Help Center EMPLID - 0700031

Change Password
My Requisitons =  MyPay -  MyTime -  MyBenefts ~ My Career - Change Aadnas

Change Emall Address
‘Change Phene Numbgr
Log Out
-
Thursday, April 28, 2016

No events found for the date range.

Test Alert - This alert has been issued to test functionality for issuing alerts to all employees.

Calendar Filters

Meoving to the Future.

¥ Class Schedule

Select Ethnic Groups.

My Requisitions ~ My Pay = My Tima = My Benefils - My Carear ~

Personal Information
Fievitw S update your personal inormation

= My Cummenit Profile == Phone Numbers p== Emeargency Contacts
i-— 3 your cument i— A of updale phone mambers, Of SpEciy your prmary phans ———— -
profie numbser

= Viteran Ststus
E—- Ada o upraste proleced veteran stalus, 03 OenlRy clssiications
o which Yyt betong 12

= Home and Malling Address Email Addresses = Ethnic Groups oy Disabslity
B5=| Review and update your home and maing addresses. i Ak OF Upate YOUr emall addresses. “==| And of upaale sthnic o S0Py VouE y e 7= Aad or updane geabity status

Use the Ethnic Groups page to view, add, update, and delete your ethnic group
information. Select Save once changes are made.

i Wirciow | Heip |

1) Are you Hispanic or Explan
Lating 7

L3

The
7) What s your race? Select one o mons. Explan

L American Indien or Alaska Nathve
[ asian

Bttack or Alrican American
[mative Hawalian cr Pacific islander
Clwnita

Save

ot 42 Persaeial infosmaben
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Other Personal Info - Veteran Status- Detailed Guide

Select the dropdown below your name. Choose the Other Personal Info link under your
name.

Empioyses Resources Help Center EMPLID - 0700031

Change Password

My Requisitons + My Pay = My Time «

My Benefits ~ My Career ~ Change Address

Change Emall Address

Test Alert - This alert has been issued to test functionality for Issuing alerts to ol employees. Cther Personal Info

Thursday, April 28, 2016

No events found for the date range. Calendar Filters
alendar

Meoving to the Future.

¥ Class Schedule

Select Veteran Status.

Employees

My Requisitions ~ My Pay » My Time » My Benefits ~ My Career ~

Personal Information
Foeview and update your personal innmation

e My Cumrent Profile ] Phone Numbers Fam) Emergency Contacts gy Veteran Status

=] Maiage siils, compelencies and actomplishments in your cumend. (17— Add of updae pivne nambers, of specify your pimary phone i Add or updale your emesgency contact information. W] A o updatie protected veberan status, and identfy classtication
wentie TumBer of which you Belong 15

ey Home: and Mailing Address ey Emall Addresses my Ethinlc Groups: [ Désability

W] Review and update your home and maiing addresses §7—] Acd or updale your errul addresses. 7] Add or update ethnic groups, of specily your primary etbrie group 17— Add o updafe cisability statis
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Use the Veteran Status page to add or update protected veteran status, and identify

classifications of which you belong to. Click on Submit when done.

Veteran Status
Pt piden

|+ Definitions

TS, epliye 5. 3 Gowenmen contracied Sulsec! 1o the Vistnam Era Veteraes' Repdjusiment Asssiance Al of 1974 as
Brended by (he Jobs fod Veterans Act of 2002, 38 US.C 4212 (VEVRAAL which nequines Governsenl Sonizacions 19
take affirmalive action 1o emplly and Mdviance in empioyment: (1) disabied vederans: (I recenlly separmed vetenans, (31
BT uly WRAIME OF CAFRIGN DRGGE vETSRRE. B (4) Armed Forced Senice medal velerans, These cliasfcaions pe
aefined ge foliows.

& A dissbled veteran” i one of the folowing
- avﬁerlnuftheLlB wilary, ground, neval or i service who B enlitied to compasastion {or who but fod the
seceipt of miltany retred pay woukd be eatitled 1o compenastion) undér live adriniatensd by the Secmtany of
‘eserans Affairs. or
& & perasa who was dischaged of released fromi active duly becsuse of 3 service-Gonnecied daability

# A recenily separated pebscan” mEans Shy velsesn Magsﬂm!heﬂﬂr:pend beqﬂ'm'ln on 1he dxte of dpch
weteran’'s diachangs of sbesss iom sctive duty in nEval of Sir sedyice.

& A "active dully wartiee o campaign badge vetenn” mekns & velenan who served on sttive duty in the LS. mikary,
round, nlrblm'.lrseﬂlnerlniqam.rwmnmuﬂqnht:pﬂﬂ!mrhmambmmbuen
athorzed undes the laws by the of Defense.

s An TArmed Foroes sarrice medal vetesan” means & vebesan who, while sesving on active duty in the LS. miizary.
giound, naval of &1 senice, paticipstad in 3 Unksd States minary operation Tor which & Amned Fortes semice
wedal was awarded pursuant to Evecutive Cirder 12BB5.

Protectes vetesans may have addtional rights under USERRA - the Uniformed Senvices Enmmmmﬁiﬂﬂqm

[Rights Az, Innlrundl:rl o wese abaent from ment in order to peform senvice in the um‘lum'ld:m you
be entithed bo be ed jpoaition you would have of i with [
ﬁﬁnrﬂwmm:ﬁ%my"g‘wm ulthg\;ﬂr‘ of Labor's, "t ploy and

Trinng Sevice (VETS), tol-free, 2t 1-B58-4-USA-D01L.

Selfdentification

As 3 Govemment contractor 3ubject to VEVRAL we ace requined 1o submit a report to the United B2xies Department of
Labor each year entifying the number of cir employees be 50 eanh speciied “protecied veteran’ um 1§ you
Befieve you belong to any of the categodes of probected veterans isted above, piease indicate by selecting the
aporopnaie aption below.

0| belong to the following classdeations of protected vetsrans [chasse all that apply):
Disabled Veleran
Recently Separated Veleran
Bctive Duty Wartims or Campaign Eacge Veteran
Armed Forces Service Medal Veteran
01 am & profected veleran, bt | choose not o sell-identily the elassifications to which | belong.
D} am NOT & protected veteran.
2] am NOT a veteran.

Military Déischarge Dabe
| Reasonatle Accommadation Natice

if you are a disabled weteran i would assist us i ﬂmﬂmﬁhhﬂnmmmnmﬁmhﬂmmﬁ
M'poutnperﬁwmﬂuuuml]ﬁmbnmdt huding s pecial mﬂ-epl‘rpsxdwymnfﬁn
[pb, changes in the way the job is custorariy performed mmlsmnfnf.—mmll azaistance ecvizes or ceher
sccommodations. Ths nfomation will assis! us nmwmnlhhm'rmd:lm your disabifty

Sutmussion of this isfarmation is voluntary mﬁmmmw-ﬂmmtmm mmtmﬂn
information be usad only in ways that 20w not inconsEtent wih the Vietnam Era
Assistance Az of 174, as amended.

hmlm;mym:um-ﬂmknp:mhﬂnnh:ﬂ unlpcﬂauu.:upnﬂ:m:ﬂlmn:gw: rmfbnml‘umndngammg
seeirisions on the work or dutis of disabled et {u-h“a-ﬂmnfntj
personnel may be nformed, when and 1o the eubant rrrauhmamrﬂmmn?rt

traatmeat; amd (W0 Gowemmens: officis n mmmmwmmﬂ Fodw:ltum&rﬂnmn
Programs, of snfoning the Americans with DEaddres Aci, may Ds informed.

[ |

Reaum 10 Pessonal Infarmation
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Other Personal Info - Disability - Detailed Guide

Select the dropdown below your name. Choose the Other Personal Info link under your
name.

Test Alert - This sien has been issued 1o tas! uncionaity for Ssuing alerts 10 8F empicyses

Thursday. April 28, 2016

Mo events found for the date range

« Cass Schecuse

Select Disability.

Empicyees Resoutes Heip Cantar

*srsonal information
Ferw st v pemora tator

My Curvent Profie — Phone Numbers

—— Emerpency Contacts — Veteran Siata
= Manme s compretences ang accorpeeet oo e | AGE o uptate phone rUrBers. o SpECSy 00 R pRone = 2 o spoase yur evwergeary cortact mtseanon ! 402 o pcame omriee setenn St Oy camstomom
. i
— o g0 Mg ASSrEE — Bl ASOraes —— Efwc Grocgs ey Disabaliny
[ Srvew xt opcate vour Some and maing 3avmmes = st o coote voxr et atemsey = 20 o wpome oS groes. o spechy you peun et ko ] ASS O spcte Gaaem, S

PAGE 16



Use the Voluntary Self-Identification of Disability to add or update disability status.

‘oluntary Seff-ldentication of Disability Foem CC-306
CINB Control Number 1250-D006
Expres £73572017

Daah Vadee

Why ars you being asked 1o zampletes ihis form?

Bacause we 00 DUSINGSS WIN the JOVETNMERE, We MGt reach oul 1o, hism, and provide: equal cpponundy 1o gualfied pecple
wilh disatdities | To help us Seasure how well we bre dong. we are Bakisg you bo 181 us 7 you have B deabiity o If you
it Aad B dreabiity, Compisting this Tors) i walunLity, bul we hope thi you will choose to il @ out. I you Bre applying for
B job. ety BrveRt you give vl be Kept prvals Bnd wal not be oSed BEERLE you N BNy WEY.

a0y lime. v aow neguped o sk ol of our ssployess o updats thair information every fve rear: Wou may volentarly sef-
identify as having a disabdity on this form without fear of any pusshment becaese pou did not identify 3 having & deabifty

| How do | know if | have a disabilty?

You ars congissied 1o have 3 dlEabiny me:miﬂmmﬂtwwmumiwﬂn&ma
magor M activey, o f you have 3 history or recond of SUCh an Impairment of medical condmion.

Disabilties inslofe. Bt re ol bmied 1o

& Blindnass o Autism » Hipoiar discoder & Postfraumatic steees dagrdes (FTI0H

& [mafresy i Cembral palay o Wlagor depression & Dbasssnee compulaye dmonde:

& Canger o HNTAIDSE o Moltipls sclemais (WE) & Imparments regering the we of & wheslchair
s [isbstey o Sechitophesnia o Wssing Fmbs o partislly missings  Intedectial dissbilty (praviously calied ments
& Epidsgay W m Tmbs metasdatlion)

Flease ssfect ane of the opfions below:
EIIVES. | HAWE A DISABILITY jor previousty had a disability)
SN0, | DONT HAWE A DESABILITY

1 DONT WISH TO ANSWER
Your Hame Today's Date

| Reasonabie Accommaodaton Nobcs

Fesel law requires wwmmw:nmmmmmm Fleaie e us. I
jumammmm-umm m;ﬂawuﬂmyuﬂ Examples of reasonabie accommsdaron
nelaoe making 3 changs 12 Ihe applicafion procsss o wedi p . prowiging o § in an aeenpe lanma using 3
TN BAGUAgS MISIDEEl of USinG Specipined squipmen

"Secton 503 of the Rehabdiation Acl of 1871 a8 sswnded For more inforsllaon sboed this form of the squal employmen
sons of Feders! contracton. visd 1he LS. Depasimem of Labers Ofhce of Federal Contsac! Cosplisncs Pragrams
e ol goefesn.

websie st
FUBLIC BURDEM STATEMENT: According to the Papersork Reducton Act of 1806 no are required to d 1o a
wolection of information uniess such coliection dnplays a vald OMB control nomber. Thia sureey shoukd take about §
minutes 1o complete.

[ Sebmt |

Retum to Personal Information
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