Composite Availability Worksheet

Worksheet for calculating average external availability percentages for a job group (or small company), weighted by the relative sizes of the job titles within the group.

Job Group:_______________________________________
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Follow the instructions below to complete this worksheet:

	A
	List all job titles in the job group.  (If you will be completing the Small Company Availability/Utilization/ Underutilization Analysis, list all titles in your company.)

	B
	Assign an occupation code from census information to each job title. 

	C
	Enter the number of employees in each job title.

	D
	From census information, enter the availability of women corresponding to the occupation codes you've assigned to each job title.

	E
	Multiply the value of column C by the value in column D. 

	F
	From census information, enter the availability of minorities corresponding to the occupation codes you've assigned to each job title.

	G
	Multiply the value in column C by the value in column F.

	H
	Calculate the sum of all employees in the job group.  Make sure that all employees in the job group have been included by comparing this total to the number of employees in this job group in your Job Group Availability/ Utilization/Underutilization worksheet.  (If you will be completing the Small Company Availability/Utilization/ Underutilization Analysis, this total will be equal to the total of all employees in your company.)

	I
	Calculate the sum of all values in column E.

	J
	Calculate the sum of all values in column G.

	K
	Divide the value in I by the value in H. This is the final external availability percentage for women for this job group.

	L
	Divide the value in J by the value in H. This is the final external availability percentage for minorities for this job group.


Source of availability percentages:   








___________________________________ 


(attach additional sheets if necessary)
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