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Subj:  Instructions for Completing Annual Reporting Requirements for Executive Order 13171, “Hispanic Employment in the Federal Government”





1.  Executive Order 13171 requires each Federal agency to submit to the President an annual report on “Hispanic Employment in the Federal Government.”





2.  Regional Offices and Centers are requested to identify practices that are being used to improve the representation of Hispanics in their workforce.  As you review your human capital strategies, keep in mind that improving Hispanic representation at all levels government-wide is a priority.





3.  Enclosed are instructions for completing the report.  An electronic copy of your consolidated report should be e-mailed to VAVBAWAS/CO/DM&EEO by Monday, June 28, 2004.





4.  If there are any questions or if assistance is needed, please contact Ms. Lois A. Scoon, (202) 273-6772.








							/s/


Daniel L. Cooper


						Under Secretary for Benefits
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Instructions for Completing the Requirements for Executive Order 13171


Hispanic Employment in the Federal Government





(Reporting Period:  April 1, 2003, through March 31, 2004)


(Answer all items in Bold Print)








VA’s specific activities and accomplishments in implementing the Hispanic Nine-Point Plan:





1.  Support and implement the White House Initiative on Educational Excellence for Hispanic Americans.  





VA strongly supports the White House Initiative on Educational Excellence for Hispanic Americans through such initiatives such as youth outreach, conference participation, and education and training support.





Outreach





State all the outreach programs that your station has facilitated/ or participated in during the reporting period, and the number of Hispanics who attended these programs to strengthen the Department’s diversity.  (For example, placement of interns from organizations such as the Hispanic Association of Colleges and Universities (HACU). 





Conferences





State all the conferences that your station has facilitated and/ or participated during the reporting period (for example, the National Association of Hispanic Nurses Conference and the HACU Annual Conference).





Education and Training Support





List all of the educational and training support programs at your station and the number of Hispanic employees who were enrolled in these programs during the reporting period.  For example, Hispanic Association of Colleges and Universities National Internship Program (HNIP).





New Initiatives





Explain any new activities and accomplishments done at your station related to the categories above.














2.  Provide employment information to students, faculty, and the Hispanic community.





Community Outreach





List the conferences, job fairs, and other programs designed to provide current employment opportunities for Hispanics in the federal sector that your station facilitated/ participated during the reporting period.





Advertising





Regular print media and online advertising placements include publications that target minorities. 





Your station’s advertising budget to recruit Hispanic applicants during the reporting period was approximately $__________.








3.  Use of the Presidential Management Fellows (PMF) Program for recruiting, converting, and advancing Hispanic college graduates.





Internship





The PMF Program affords VA an opportunity to attract outstanding individuals from a wide variety of academic disciplines that have an interest in, and commitment to, a career in the analysis and management of public policies and programs.  





This year, your station hired _____ PMF interns, of which _____ were Hispanic Americans.








4.  Develop mentoring programs to motivate young people to pursue higher education and Federal careers.





Partnering 





VA signed an Interagency Agreement with the Centers for Medicare and Medicaid Services (CMS) and Patterson High School in Baltimore, Maryland, on August 6, 2002.  The agreement was part of the VA’s Youth Initiative Program to provide career exploration opportunities for disadvantaged and minority students.  The majority of the students were of Hispanic heritage.





State any mentoring programs your station has participated in to motivate young Hispanics to pursue higher education and Federal careers.
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5.  Assess agency needs for full-time, part-time, or collateral Hispanic Employment Program (HEP) Managers and ensure that HEP Managers are integral members of the agency’s management team.





VA fully supports the need for full-time, part-time, and collateral-duty HEP Managers.  HEP Managers are vital members of VA’s outreach programs to the Hispanic community and veterans as well as integral members of the management team.





6.  State any initiatives your station has created that help improve the recruitment, retention, and promotion of Hispanics (Examples include: Stay-in-School Programs, Equal Employment Opportunity Program initiatives, etc.)
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