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OVERVIEW 

 
Submission of Form FHWA 1391 is required from each prime contractor, subcontractor, and 
haulers (not including material suppliers) holding a federal-aid highway construction contract in 
excess of $10,000.00.  The reporting period will reflect your workforce for the last full week 
of July. 

Please Note: 
o Only ONE report can be submitted for each contractor covering that firm’s entire 

workforce, on all INDOT federal-aid contracts during the reporting period. 
o If NO WORK PERFORMED during the reporting period, please be sure to check the box 

on the top left 1of the page and submit the report. 
o DO NOT include any home office personnel unless they are assigned exclusively to a 

project and appear on the project payroll.  This would involve primarily clerical 
personnel. 

o DO NOT count any project personnel or company trainees as apprentices or OJT’s unless 
they are currently enrolled in a recognized and approved training program. 

o The deadline for completing the FHWA 1391 Report is August 31st.   

 

 

 

 

 

 

If you have questions, please contact: 
Katie Daniels – Senior Contract Compliance Specialist 

Email: kdaniels2@indot.in.gov  

mailto:kdaniels2@indot.in.gov
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CREATE A REPORT 

 

 
To start a new FHWA 1391 Report click on “Create Report” located at the top left of the page: 

 

 

 

 

 

This will open up the FHWA 1391 Report that is fillable.  The “Company Name” is automatically 
populated by ITAP.  “Report Status”, “Created By”, and “Created Date” will be automatically 
populated once the report is saved.   

There is a drop-down menu next to “Contractor / Subcontractor”, select either Contractor or 
Subcontractor. 
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Enter in your company’s entire workforce that worked on all INDOT federal-aid contracts during 
the last full week in July.  DO NOT include any home office personnel unless they are assigned 
exclusively to a project and appear on the project payroll.  DO NOT count any project personnel 
or company trainees as apprentices or OJT’s unless they are currently enrolled in a recognized 
and approved training program. 

The fields highlighted in Blue are locked fields and not editable.   

 

 

 

Once you have completed the report, click on “Save”.  Once saved you can come back at a later 
time to edit and review the information.  Once you Submit the report you cannot edit the 
information. 
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Once saved the “Report Status”, “Created by” and “Created Date” will automatically be 
populated, and the “Report Status” will now be “Saved” 

 

 

If you need to exit the program and come back at a later time to review the information and 
Submit the report, simply exit the program, but remember to be in compliance you must Submit 
the report before August 31st. 

 

Review the information you have provided. If you are satisfied with the information, click on the 
“Submit” button at the bottom of the form.   

 

 

 

Once you have Submitted your report, the “Report Status will change to “Submitted” and no 
further action is required and your company will be in compliance.  Once submitted you cannot 
edit or delete the FHWA 1391 report. 
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Saved Reports 
If you previously saved a FHWA 1391 report and wish to edit, review, or Submit the report, once 
logged into ITAP, FHWA 1391 Report, you will see the screen below.   

 

 

 

  The “Excel” icon will allow you to view or save an Excel report of the FHWA 1391 

 The “EYE icon will allow you to view details about your FHWA 1391 report 

 The “Pencil” icon will allow you to edit and Submit your FHWA 1391 report 

The “Trash can” icon allows you to delete your FHWA 1391 report.  You can only delete 
a current year report, and only before it is Submitted. 

 

 

 

 

 

 

 

 



8 
 

SUBMITTING A REPORT 
 

Review the information you have provided. If you are satisfied with the information, click on the 
“Submit” button at the bottom of the form.   

 

 

Once you have Submitted your report, the “Report Status will change to “Submitted” and no 
further action is required, and your company will be in compliance.  Once Submitted you cannot 
edit any of the information, or delete the report.   
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No Activity Reports 
 

To start a new Report click on “Create Report” located at the top left of the page: 

 

 

This will open up the FHWA 1391 Report that is fillable.  The “Company Name” is automatically 
populated by ITAP.  “Report Status”, “Created By”, and “Created Date” will be automatically 
populated once the report is submitted.   

There is a drop down menu next to “Contractor / Subcontractor”, select either Contractor or 
Subcontractor.  Then click on “No Activity”, a check mark will appear in the box. 

 

Then click on the “Submit” icon to submit your FHWA 1391 report. 

 

 

At that point your FHWA 1391 will be submitted to INDOT and you will be in compliance. 

 


