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GENERAL QUESTIONS

1. What is Section 3?

Section 3 is a provision of the Housing and Urban Development Act of 1968. The
purpose of Section 3 to ensure that employment and other economic opportunities
generated by certain HUD financial assistance shall, to the greatest extent feasible, and
consistent with existing Federal,

State and local laws and regulations, be directed to low- and very low income persons,
particularly those who are recipients of government assistance for housing, and to
business concerns which provide economic opportunities to low- and very low-income
persons.

2. What does “To the Greatest Extent Feasible Mean?

By to the “Greatest Extent Feasible”, the Department means the every effort must be
made to comply with the regulatory requirements of Section 3. By this, the
Department means that recipients of Section 3 covered financial assistance should
make every effort within their disposal to meet the regulatory requirements. For
instance, this may mean going a step beyond normal notification procedures for
employment and contracting procedures by developing strategies that will
specifically target Section 3 residents and businesses for these types of economic
opportunities.

3. What does the term “Section 3 resident” mean?
A “section 3 resident” is: 1) a public housing resident; or 2) a low- or very low-
income person residing in the metropolitan area or non-metropolitan county

where the Section 3 covered assistance is expended.

4. What does the term Section 3 Business Concern mean?



Section 3 business concerns are businesses that can provide evidence that they
meet one of the following criteria:

a) 51 percent or more owned by Section 3 residents; or

b) At least 30 percent of its full time employees include persons that are
currently Section 3 residents, or were Section 3 residents within three years
of the date of first hire*; or

c) Provides evidence, as required, of a commitment to subcontract in excess of
25 percent of the dollar award of all subcontracts to business concerns that
meet one of the first two qualifications above.

*Example: Alysha was an unemployed Section 3 resident that was first hired by
ABC Company on January 1, 2011. She received a raise of $2,500 in March
2012, thereby boosting her household income above the local low income level.
ABC Company may continue to count Alysha as one of their Section 3
employees until December 31, 2013 (i.e. within three years of the date of first
hire).

5. How does Section 3 differ from the Minority Business Enterprise/Women Business
Enterprise programs?

Section 3 is both race and gender neutral. The preferences provided under this
regulation are based on income-level and location. Section 3 regulations were
designed to encourage recipients of HUD funding to direct new employment,
training, and contracting opportunities to low-income residents, and the businesses
that employ these persons, within their community regardless of race and/or gender.

To learn more about the Minority Business Enterprise and Women Business
Enterprise programs, please contact HUD’s Office of Small and Disadvantaged
Business Utilization at 202-708-1428, or visit their website, located at:
http://portal.hud.qgov/portal/page/portal/HUD/program_offices/sdb.

6. How are “low-income” and very low-income determined?

Low- and very-low-household income limits are determined annually by HUD. These
limits are typically established at 80 percent and 50 percent of the median income
for each locality by household size or the number of people residing in one house.
HUD income limits may be obtained from:
http://www.huduser.org/portal/datasets/il.html

7. What are “metropolitan areas” and “non-metropolitan counties?”
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Metropolitan area means a metropolitan statistical area (MSA), as established by the
Office of Management and Budget. A non-metropolitan county means any county
outside of a metropolitan area.

A current list of MSAs can be found at:
http://www.census.gov/population/www/metroareas/metrodef.html

8. Whatis a “new hire”?

A new hire means a full-time employee for a new permanent, temporary, or seasonal
position that is created as a direct result of the expenditure of Section 3 covered
financial assistance.

9. Can laid-off workers that are “re-hired” as a result of a HUD-funded project
considered new hires?

Yes. Any employee that was not on the payroll of a recipient, developer, or contactor
on the day that Section 3 covered assistance was provided can be counted towards
the Section 3 minimum numerical goal for employment.

10.What is a Section 3 covered project?

A Section 3 covered project involves the construction or rehabilitation of housing
(including reduction of lead-based paint hazards), or other public construction such
as street repair, sewage line repair or installation, updates to building facades, etc.

11.Who is considered a recipient of Section 3 funding?

A recipient is any entity which receives Section 3 covered assistance, directly from
HUD or from another recipient (i.e., a PHA; unit of State or local government;
property owner; developer; etc). It does not include contractors or any intended
beneficiary under the HUD program to which Section 3 applies, such as a
homeowner or a Section 3 resident.

12.Which recipient agencies (or sources of HUD financial assistance) are required to
comply with Section 3?

Public Housing Authorities (PHAS) regardless of size or number of units are required
to comply with Section 3. One exception is PHASs that only receive or administer
tenant-based Housing Choice (Section 8) Vouchers and do not utilize any of the
financial assistance described above. Although they are exempt, compliance with
Section 3 is encouraged.
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Section 3 also applies to recipients of more than $200,000 from housing and
community development programs. The following are a list of examples of such
funds:

e Community Development Block Grant (CDBG)
¢ HOME Investment Partnership
e Neighborhood Stabilization Program Grants (NSP 1, 2 & 3)

e Economic Development Initiative (EDI)/Brownfield Economic Development
Initiative Grants

Housing Opportunities for Persons with AIDS (HOPWA)

Homeless Assistance Grants (ESG)

University Partnership Grants

Economic Stimulus Funds (including CDBG-R and CFP Supplemental)
202/811 Grants

Lead Hazard Control Grants

*Note: The requirements of Section 3 typically apply to recipients of HUD funds that
will be used for housing construction, rehabilitation, or other public
construction. Contact the Economic Opportunity Division at
section3@hud.gov to determine applicability to a particular project/activity.

13.Can a non-profit organization be considered a “business concern” for the purposes
of Section 37

Yes. A non-profit organization can be a legitimate business concern. Non-profit
organizations must meet the criteria of a Section 3 business concern as defined at
24 CFR Part 135.5 in order to receive Section 3 preference.

14.What is a Service Area?
The Service area is the geographical area in which the persons benefiting from the
Section 3 covered project reside. The Service Area shall not extend beyond the unit
of local government in which the Section 3 covered financial assistance is expended.

APPLICABILITY

15.What is Section 3 covered assistance?
Section 3 covered assistance includes:

e Public and Indian Housing Operating Subsidy; Capital Funds; or
Modernization assistance; and

¢ Housing and community development assistance expended for housing
rehabilitation, housing construction, or other public construction.
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16.What are funding thresholds and how do they apply to Section 3 covered financial
assistance?

Funding thresholds are minimum dollar amounts that trigger Section 3 requirements.
There are no thresholds for public and Indian housing (PIH) programs. The
requirements of Section 3 apply to all PIH programs regardless of the amount of
assistance received from HUD.

The Section 3 requirements apply to recipients of Housing and/or Community
Development Assistance exceeding $200,000 combined from all sources in any one
year. Section 3 covers the expenditure of any portion of those funds for any activity
that involves housing construction, rehabilitation, or other public construction.

For example, a city receives $600,000 for CDBG, $150,000 in HOME Funding, and
$75,000 in NSP funding. This represents a total of $825,000 in housing and
community development assistance. As such, any construction or rehabilitation
activities funded by the city using those funds is covered by Section 3.

17.Do the requirements of Section 3 apply to grantees on a “per project” basis?

No. Any agency that receives covered assistance that exceeds $200,000 is required
to comply with the requirements of Section 3 whenever any projects involving
housing construction, rehabilitation, or other public construction are administered,
regardless of the actual dollar amount of covered assistance that is invested into the
individual project/activity.

18.1f a project is funded with non-HUD assistance, do the requirements of Section 3 still
apply?

Section 3 applies to projects that are fully or partially funded with HUD financial
assistance. Projects that are financed with state, local or private matching or
leveraged funds used in conjunction with HUD funds are covered by Section 3.

19.What dollar threshold amounts apply to contractors/subcontractors?

All contracts (or subcontracts) funded with Public and Indian Housing assistance,
regardless of dollar amount or type of contract, is subject to the requirements of
Section 3.

With respect to recipients of Housing and/or Community Development funding, all
contractors or subcontractors that receive covered contracts in excess of $100,000
for housing construction, rehabilitation, or other public construction are required to
comply with the requirements of Section 3.



20.What responsibilities do contractors/subcontractors have if they receive Section 3
covered contracts?

If the contractor/subcontractor has the need to hire new persons to complete the
Section 3 covered contract or needs to subcontract portions of the work to another
business, they are required to direct their newly created employment and/or
subcontracting opportunities to Section 3 residents and business concerns. The
same numerical goals apply to contractors and subcontractors (i.e., 30 percent of
new hires, 10 percent of construction contracts, and 3 percent of non-construction
contracts). In addition, the contractor/subcontractor must notify the recipient agency
about their efforts to comply with Section 3 and submit any required documentation.

21.Do the Section 3 requirements apply to material only contracts?

No. Section 3 does not apply to material only contracts or those that do not require
any labor. For example, a contract for office or janitorial supplies would not be
covered by Section 3. In this example, Section 3 would be encouraged but not
required. However, a contract to replace windows that includes the removal of
existing windows and the installation of new windows would be covered.

22.Are maintenance projects covered by Section 3?
Yes, but only for PIH funded programs administered by Public Housing Authorities.

23.Does the reduction and abatement of lead-based paint hazards constitute housing
rehabilitation?

Yes, reduction and abatement of lead-based paint hazards does constitute housing
rehabilitation and is covered by Section 3.

24. Are demolition projects covered by the requirements of Section 3?

Yes. Recipients of Section 3 covered assistance should make efforts to award a
minimum of ten percent of the total dollar amount of all demolition contracts to
Section 3 businesses.

25. Are professional service contracts covered under Section 3?

Yes, the term “Section 3 covered contract” includes professional service contracts
provided that the work to be performed is generated by the expenditure of Section 3
covered Public and Indian housing assistance, or for work arising in connection with
projects involving housing rehabilitation, housing construction, or other public
construction.

26.Does Section 3 apply to new hiring by a CDBG-Entitlement recipient?



Yes. If the recipient intends to use its HUD allocation to hire additional staff
person(s) to perform work related to housing construction, rehabilitation, or other
public construction, then the position(s) is covered by Section 3. However, if the
local municipality uses a civil servant applicant process to hire new employees,
compliance with the requirements of Section 3 may not be feasible.

27.Does Section 3 apply to new hiring by a Public Housing Authority?

Yes. Section 3 applies to all Public and Indian Housing capital, operating or
development funds; therefore, new hiring done by the PHA (regardless of the
position) is covered by Section 3.

28.For community development and other housing assistance, do the thresholds apply
to the total amount of HUD assistance received or the amount of funds invested into
Section 3 covered projects/activities?

The threshold applies to the total amount of HUD assistance received. Example: the
City of Mountain View, receives $210,000 through the State CDBG program. The
funds will be used as follows:

a. Housing rehabilitation- $180,000;
b. micro-enterprise revolving loan fund- $20,000; and
c. Fair housing counseling- $10,000.

City of Mountain View is subject to Section 3 requirements because they received
over $200,000 in housing and community development funds. However, only the
funds expended for Section 3 covered activities must comply with the requirements
of Section 3. Therefore, the expenditure of the $180,000 is covered by Section 3.
The remaining $30,000 that was used for fair housing counseling and a revolving
loan fund is not covered by Section 3.

29. Are contracts cumulative for reaching the Section 3 threshold?

No. Contracts for Section 3 covered projects are not cumulative. The requirements
of Section 3 apply to each individual contract that meets the thresholds.

For example, if a recipient agency awards 3 housing rehabilitation contracts (at
$36,000; $50,000; and $20,000 for a cumulative total of $106,000) to one contractor
for three different projects within a twelve month period, the contractor is not
required to comply with the requirements of Section 3 because none of his contracts
met the $100,000 threshold. Accordingly, the responsibility for meeting the
requirements of Section 3 would remain with the recipient agency that awarded the
contracts.



CONSISTENCY WITH OTHER LAWS

30.Does Section 3 apply to other State/local laws?

Yes. Compliance with Section 3 shall be achieved, to the greatest extent feasible,
consistent with local laws and regulations. Accordingly, recipients of Section 3
covered assistance are required to develop strategies for meeting both the
regulatory requirements at 24 CFR Part 135 and any other applicable statutes or
regulations.

31.What is the relationship between Section 3 and Davis Bacon requirements?

Compliance with Section 3 must be achieved consistent with the requirements of
Davis-Bacon. Certain construction contracts are subject to compliance with the
requirement to pay prevailing wages determined under Davis-Bacon Act (40 U.S.C.
276a—276a—7) and implementing U.S. Department of Labor regulations in 29 CFR
part 5. Additionally, certain HUD-assisted rehabilitation and maintenance activities
on public and Indian housing developments are subject to compliance with the
requirement to pay prevailing wage rates, as determined or adopted by HUD, to
laborers and mechanics employed in this work.

32.What is the relationship between Section 3 and Minority Business Enterprises
(MBEs)?

‘Minority business enterprise’ (MBE) means a business enterprise that is owned and
controlled by one or more minority or socially and economically disadvantaged
persons. Such disadvantage may arise from cultural, racial, chronic economic
circumstances or other similar causes.

Section 3 preferences are race and gender neutral. A minority and/or woman owned
business enterprise must provide evidence that it meets at least one criterion of a
Section 3 business outlined above in order to receive preference under Section 3.
However, the Department anticipates that Section 3 will serve to support, and not
impede, contract opportunities for minority business enterprises.

The MBE designation may provide preferences promoted by other statutes and
regulations, such as goals for MBEs, and other socially and economically
disadvantaged businesses. Additional information about the MBE program can be
obtained by calling the HUD Office of Small and Disadvantaged Business Utilization
at 202-708-1428.



RECIPIENT RESPONSIBILITIES

33.What are the responsibilities of recipient agencies under Section 3?

Recipients are required to ensure their own compliance and the compliance of their
contractors/subcontractors with the Section 3 regulations, as outlined at 24 CFR §
135.32. These responsibilities include but may not be necessarily limited to the
following.

e Designing and implementing procedures to comply with the requirements of
Section 3 in order to comply with Section 3: Recipient agencies must take an
active role in ensuring Section 3 compliance. The first step is designing or
planning and implementing procedures to ensure that all parties, including
residents, businesses, contractors, and subcontractors, comply with Section
3.

e Facilitating the training and employment of Section 3 residents: The recipient
agency must act as a facilitator, connecting Section 3 residents to training
and employment opportunities.

e Facilitating the award of contracts to Section 3 business concerns: The
recipient agency must also work to link developers and contractors with
capable Section 3 business concerns. Additionally, recipient agencies, when
necessary, may direct Section 3 business concerns to organizations that
provide capacity building training.

e Ensuring Contractor and Subcontractor Awareness of Section 3 Goals and
Responsibilities: The recipient agency is responsible for ensuring that
contractors and subcontractors are aware of, and in compliance with, Section
3 requirements.

e Ensuring Compliance and Meeting Numerical Goals: Recipient agencies shall
ensure compliance with Section 3 by assessing the hiring and subcontracting
needs of contractors; regularly monitoring contractor compliance; assisting
and actively cooperating with the Secretary of HUD in obtaining the
compliance of contractors; Penalizing non-compliance; Providing incentives
for good performance; and Refraining from entering into contracts with any
contractor that previously failed to comply with the requirements of Section 3.

e Reporting Requirements: Recipient agencies must document all actions taken
to comply with the requirements of Section 3: Recipient agencies must submit
a Section 3 Annual Summary Report (Form HUD-60002) for all covered



funding to the Office of Fair Housing and Equal Opportunity. Section 3
reports shall be submitted electronically online at: www.hud.gov/section3.

34.What are good strategies for targeting Section 3 residents and businesses?

In order to target Section 3 residents and businesses, recipients must establish and
maintain an effective Section 3 program. HUD has found that hiring a Section 3
coordinator or assigning one individual the responsibility of coordinating all Section 3
related activities to be instrumental for reaching the employment and contracting
goals.

It is recommended that recipient agencies establish procedures to certify Section 3
residents and Section 3 business concerns and incorporate some form of preference
for employment and contracting opportunities. Thereafter, they should maintain a
list of eligible residents and businesses by skill, capacity or interest and contact them
on a periodic basis when employment and contracting opportunities are available.
Refer to the Section 3 Regulations at 24 CFR Part 135.32 for a listing of
responsibilities and the Appendix to the Section 3 regulations for additional
examples of effective strategies.

35. Are funds provided to recipients so that they can comply with the requirements of
Section 3?

No. Since Section 3 requirements are only triggered when the normal expenditure

of covered funds results in employment, training, or contracting opportunities, there
is no need for the Department to provide funds to meet the recipient responsibilities
set forth in the regulation.

36.Does Section 3 require recipient agencies to create new (or unnecessary) training,
employment, and contracting opportunities?

Recipient agencies are not required to create jobs or contracts for Section 3
residents and business concerns simply for the sake of creating them. Section 3
requires that when employment or contracting opportunities are generated because
a project or activity undertaken by a recipient of covered HUD financial assistance
necessitates the employment of additional personnel through individual hiring or the
awarding of contracts, the recipient must give preference in hiring to low- and very
low- income persons and/or businesses that are owned by these persons or that
substantially employ them.

37.Are Section 3 residents or business concerns guaranteed employment or contracting
opportunities under Section 3?

Section 3 is not an entitlement program, there are no guarantees. Residents and

businesses must be able to demonstrate that they have the ability or capacity to
perform the specific job or successfully complete the contract that they are seeking.
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Section 3 requirements provide preference to Section 3 residents and business
concerns, but not a guarantee.

38. Are recipients, developers, and contractors required to provide long- term
employment opportunities, and not simply seasonal or temporary employment?

Recipients, developers, and contractors are required, to the extent feasible, to direct
all employment opportunities to low- and very low-income persons- including
seasonal and temporary employment opportunities. Employment goals are based
on ‘new hires,” which are defined as full-time employees for permanent, temporary or
seasonal employment opportunities.

Recipients, developers, and contractors are encouraged to provide long-term
employment.

39.When might a recipient agency be exempt from the requirements of Section 3?

Typically, the Department does not grant any exemptions or waivers related to
Section 3.

40.Are recipients required to request developers or contractors to make payments into
Section 3 training or implementation funds?

No. Recipients are not required to request noncompliant contractors make
payments into a fund.

Providing employment, training, and subcontracting opportunities to Section 3
residents and businesses must be the primary goal of developers/contractors.
However, such a fund can be used in very specific instances as a penalty for
noncompliance.

SECTION 3 PREFERENCE

41.How can a prospective Section 3 resident or business certify that they meet the
eligibility requirements?

The individual or business must contact the agency or developer that they are
seeking employment or contracting opportunities from (i.e., the PHA, city, or local
government). They should identify themselves as a Section 3 resident or business
and provide whatever documentation that the recipient agency requires under their
certification procedures.

42.Who is responsible for certifying that residents and businesses meet the regulatory
definitions under Section 3?
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The regulation allows recipient agencies to use their discretion for developing
specific procedures to meet the requirements of Section 3. This includes
establishing their own standards/processes for verifying eligibility of Section 3
residents and businesses (or not). Each recipient is also free to accept or reject the
standards/process used by other recipients or pay for the services of a third party
vendor to determine eligibility. While HUD does not endorse the services of private,
third party vendors, recipient agencies may employ such services at their discretion.

43.What are examples of acceptable evidence to determine eligibility as a Section 3
resident?

HUD does not prescribe that any specific forms of evidence to establish Section 3
eligibility. Sample certification documents can be found on the Section 3 website.
Acceptable documentation includes, but is not limited to the following:

e Proof of residency in a public housing development;

e Evidence of participation in a HUD Youth build program operated in the
metropolitan area (or non-metropolitan county) where the Section 3 covered
assistance is spent;

¢ Evidence that the individual resides in the Section 3 area and is a low or very
low-income person, as determined by local HUD income limits;

44.What are examples of acceptable evidence for determining eligibility as a Section 3
business?

HUD does not prescribe that any specific forms of evidence be required to establish
Section 3 eligibility. Sample certification documents can be found on the Section 3
website. The business seeking the preference must be able to demonstrate that
they meet one of the following criteria:

e 51 percent or more owned by Section 3 residents; or
Has permanent, full time employees at least 30 percent of whom are currently
Section 3 residents, or within three years of the date of first employment with the
business concern were Section 3 residents; or

e Has a commitment to sub-contract in excess of 25 percent of the total dollar
award of all sub-contracts to be awarded to such businesses described above.

45. Are all public and Indian housing residents considered Section 3 residents
regardless of their income?

Yes. Public and Indian housing residents need only show proof of residency in public
housing within the metropolitan area (or non-metropolitan county). Other residents of
the Section 3 area may need to show proof of residency in the metropolitan area (or
non-metropolitan county) and meet the HUD income requirements.
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46.Can recipient agencies allow residents or businesses to “self-certify” that they meet
the Section 3 eligibility requirements?

As previously mentioned, the regulation allows recipient agencies to use their own
discretion to develop specific procedures for meeting the requirements of Section 3.
Many recipient agencies choose to allow prospective Section 3 residents or
businesses to self-certify their eligibility. The Department recommends that any self-
certification should include a statement of penalty for falsifying information.

47.Are Section 3 business concerns only certified to receive preference in the
community in which they are located?

No. While certification is locality specific, recipient agencies can count a Section3
business that is located outside of its immediate jurisdiction towards their efforts to
meet the minimum numerical goals. However, recipient agencies should not provide
preference to a Section 3 that is not located in their jurisdiction if a local Section 3
business has also submitted a qualified bid for a contract and can complete the work
to be done. Refer to the order of priority preference for Section 3 contract
opportunities at 24 CFR Part 135.36.

48.Does preference to a Section 3 business mean that the business should be selected
if it meets the technical requirements of the bid, regardless of bid price?

No. As provided in 24 CFR 85.36(b) (8), contract awards shall only be made to
responsible contractors possessing the ability to perform under the terms and
conditions of the proposed contract. In order to meet the requirements of Section 3
and Federal Procurement laws, recipient agencies must develop procedures that are
consistent with all applicable regulations.

49.Can contracting with MBE/WBE businesses count towards Section 3 contracting
goals?

Section 3 is race and gender neutral. Only MBEs/WBEs that meet the eligibility
criteria set forth in the regulation can they be counted towards the minimum goals for
Section 3 contracting opportunities.

50.Does a business have to be incorporated to be considered a Section 3 eligible
business?

A Section 3 business concern can be any type of business, such as a sole

proprietorship, partnership or a corporation, properly licensed and meeting all legal
requirements to perform the contract under consideration.
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ECONOMIC OPPORTUNITIES/NUMERICALGOALS

51.How can residents and businesses locate recipient agencies that are required to
comply with Section 3 in their area?

To find local recipients agencies, Section 3 residents or businesses should contact
their local HUD office. To find your closest office, visit: www.hud.gov/localoffices

52.How can | find Section 3 businesses in my area?
Contact local recipient agencies to find Section 3 business concerns in your area.

53.What types of new employment opportunities are covered by Section 3?

For public and Indian housing (PIH) programs, all employment opportunities
generated by the expenditure of operating, capital, and modernization assistance,
including management and administrative jobs, technical, professional, construction
and maintenance jobs, at all levels.

For housing and community development programs, all employment opportunities
arising in connection with housing rehabilitation (including reduction and abatement
of lead-based paint hazards); housing construction; or other public construction,
including management and administrative jobs, technical, professional, building
trades and non-construction jobs, at all levels.

54. Are recipient agencies required to meet the Section 3 goals, or are they optional?

The Section 3 numerical goals are minimum targets that must be reached in order
for the Department to consider a recipient in compliance. Recipient agencies are
required to make best efforts to the greatest extent feasible, to achieve the annual
numerical goals for employment and contracting. If an agency fails to fully meet the
Section 3 numerical goals, they must adequately document the efforts taken to meet
the numerical goals (see Question #2 for a discussion of “to the greatest extent
feasible”).

55.What are the Section 3 minimum numerical goals?

The minimum numerical goal for employment is thirty (30) percent of the aggregate
number of new hires shall be Section 3 residents, annually- i.e., 3 out of 10 new
employees needed to complete a Section 3 covered project/activity shall be Section
3 residents.

The minimum goals for contracting are:

= Ten (10) percent of the total dollar amount of all Section 3 covered contracts for
building trades work for maintenance, repair, modernization or development of
public or Indian housing or building trades work arising in connection with
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housing rehabilitation, housing construction and other public construction, shall
be awarded to Section 3 businesses; and

= Three (3) percent of the total dollar amount of all non-construction Section 3
covered contracts shall be awarded to Section 3 businesses

56.What is considered a Section 3 covered “non-construction” project?

Section 3 covered non-construction projects include maintenance contracts,
including lawn care, re-painting, routine maintenance, HVAC servicing, and
professional service contracts associated with construction ( ex.: architectural,
engineering, legal services, accounting, marketing, etc.).

57.What is considered "other" public construction?

Other public construction includes infrastructure work, such as extending water and
sewage lines, sidewalk repairs, site preparation, installing conduits for utility
services, etc.

58. Are the numerical goals the same as set-asides and quotas?

No. A set-aside guarantees that a specific portion of funds will be provided to a
protected class. Section 3 goals are minimum numerical targets that a recipient of
HUD Section 3 covered financial assistance must try to reach to attain compliance
with Section 3.

59.What is the meaning of the “safe harbor” determination?

When a recipient agency or contractor meets the numerical goals, the recipient or
contractor is considered to be in compliance with Section 3, absent evidence to the
contrary (i.e., evidence or findings obtained from a Section 3 compliance review).

60. What should recipient agencies or contractors do if they fail to meet the minimum
numerical goals set forth in the regulation?

Recipient agencies and their contractors must adequately document all efforts take
to comply with the requirements of Section 3, and explain why despite their efforts
“to the greatest extent feasible”; the minimum numerical goals were not met.

n

The Department will take each agency’s explanation into consideration when making

compliance determinations.
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RECORDKEEPING AND REPORTING

61.What are the recordkeeping requirements of Section 3 recipient agencies?

Documentation of actions taken to comply with the employment, training and
contracting requirements of Section 3, the results of actions taken and impediments
encountered. Recipient agencies should maintain records of job vacancies,
solicitation for bids or proposals, selection materials, and contract documents
(including scope of work and contract amount), in accordance with Federal or State
procurement laws and regulations. The documentation should demonstrate efforts
taken towards the achievement of the Section 3 numerical goals.

62.Who is required to submit Section 3 reports?

Each direct recipient of Section 3 covered HUD financial assistance shall submit an
annual report for the purpose of determining the effectiveness of Section 3. Section
3 summary reports, form HUD 60002, are required even if the recipient agency did
not undertake any activities that triggered the requirements. Subrecipients,
developers, and contractors should not submit Section 3 annual reports directly to
the Department.

63.Where should Section 3 summary reports (Form HUD 60002) be submitted?

The Department has developed an online reporting system to allow grantees to
submit Section 3 reports (form HUD 60002) directly to FHEO. Reports should be
submitted online at: www.hud.gov/section3 from the Section 3 website.

64. After an agency submits its Section 3 report online, should a hard copy of the form
also be submitted to HUD by fax, email, or mail?

No. Since the Department has an online reporting system, it s not necessary for
agencies to submit hard copies (or paper copies) of reports to FHEO. The
Department is making an effort to go “paperless” and wants to reduce paper
submissions of Section 3 reports.

However, it is recommended that grantees retain a copy of their completed Section 3
reports on file and optionally submit them as an attachment to their annual
performance report if applicable (CAPERS report for CDBG, HOME and ESG
Programs).

65. Are contractors or developers required to submit Section 3 reports directly to HUD?
No. Contractors and/or developers should not submit Section 3 reports to HUD.

Only direct recipients (agencies) are required to submit Section 3 reports to HUD.
Contractors should maintain adequate documentation to demonstrate compliance

16


http://www.hud.gov/section3
http://www.hud.gov/offices/fheo/section3/section3.cfm

with Section 3 and forward information to the direct recipient (i.e., the agency that
awarded them a covered contract) as directed or upon request.

66. Should recipient agencies establish a reporting system for their contractors and
subcontractors?

Yes, reports complied by contractors and subcontractors will assist the recipient
agency in gathering the necessary data for submission to HUD.

67.When are Section 3 annual reports (Form HUD 60002) due?

Depending on the source of funding, annual reports should be submitted at one of
three times:
1) At the time the recipient submits an annual performance report;
2) By January 10 of each year if no program annual performance report is
required; or
3) Within ten (10) days of project completion, whichever is earlier.

= PHAs should submit form HUD60002 by January 10™.

= Grantees Awarded funding for Section 202/811 should submit form HUD 60002
by January 10th.

= Grantees Awarded funding for CDBG, HOME and/or ESG should submit form
HUD 60002 at the same time they submit the CAPER report.

= Grantees Awarded funding for lead abatement activities should submit form HUD
60002 with their annual reports no later than September 30th.

68.Where can | find instructions for completing form HUD 600027
Instructions for completing form HUD 60002 can be found on the Section 3 website

at www.hud.gov/section3. Additional technical assistance for completing form HUD
60002 can be obtained by submitting an email request to: section3@hud.gov.

69.How can a recipient agency request a copy, make corrections, or delete its own
Section 3 annual report?

The recipient agency should submit an email request to section3@hud.gov.
Requests should contain the agency’s name along with the year, grant number, and
dollar amount of the report in question.

70.How can | obtain copies of 60002 reports for another local recipient agency?
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Copies of 60002 reports for local recipient agencies for which you are not affiliated
with can be obtained by completing and submitting a Freedom of Information Act
(FOIA) request at: http://www.hud.gov/offices/ogc/foia/foiarequests.cfm.

71.Are agencies required to submit Form HUD 2516 to demonstrate compliance with
Section 3?

No. Agencies are not required to submit Form HUD 2516 to demonstrate
compliance with Section 3. In addition, while Form HUD 2516 does capture some
Section 3 data, it is not sufficient to demonstrate overall compliance to the
Department. The only form that should be submitted for Section 3 reporting
requirements is form HUD 60002.

SECTION 3 COMPLAINTS

72.Who can file a complaint that alleges non-compliance with the requirements of
Section 37?

Any Section 3 resident or Section 3 business (or authorized representative) seeking
employment, training, or contracting opportunities generated by Section 3 covered
assistance may file a complaint using form HUD 958.

73.Where should Section 3 complaints be submitted?

Effective November 2007, Section 3 complaints must be filed at the appropriate
FHEO Regional Office where the violation occurred. Please visit
www.hud.gov/offices/fheo to obtain the address and telephone number for FHEO
regional offices.

74.Where can | find form HUD 958?

Copies of the Section 3 complaint form (HUD 958), filing instructions and mailing
addresses may be obtained at: www.hud.gov/section3.

75.1s there a time limit for filing a Section 3 complaint?

Yes. Section 3 complaints must be filed no later than 180 days from the date of the
action or omission upon which the complaint is based.

76.What happens during an investigation?
Once a timely complaint has been filed with the appropriate Regional Office, the
Department will determine if the compliant has jurisdiction or is covered by Section 3

regulations. An investigator will be assigned the case and will notify the respondent
about the complaint. The respondent has the option of resolving the complaint or
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contesting it. If the respondent contests or denies the allegations of noncompliance
contained in the complaint, the investigator will proceed to gather facts or evidence
from both parties. Thereafter, the investigator will prepare a letter of findings and
either make a determination of noncompliance or dismiss the complaint.

77.What happens if HUD determines a recipient is in noncompliance?

Pursuant to 24 CFR 135.76, the Assistant Secretary will attempt, through informal
methods, to obtain a voluntary and just resolution of the complaint. Where attempts
to resolve the complaint informally fail, the Assistant Secretary will impose a
resolution on the recipient and complainant. Any resolution imposed by the Assistant
Secretary will be in accordance with requirements and procedures concerning the
imposition of sanctions or resolutions as set forth in the regulations governing the
HUD program under which the Section 3 covered assistance is provided.

78.Can complainants appeal the initial decision made in a Section 3 complaint?

A complainant can submit a written appeal to the Assistant Secretary for Fair
Housing and Equal Opportunity in Washington, DC within 15 days after the Regional
Office makes its determination. Requests should be sent to:

U.S. Department of Housing and Urban Development
Office of Fair Housing and Equal Opportunity

451 Seventh Street, SW

Room 5100

Washington, DC 20410

79.Where else can | file complaints alleging denied employment and contracting
opportunities?

If you are denied employment and/or contracting opportunities, you may have
standing to bring a complaint at HUD under Title VI of the Civil Rights Act and/or
Section 109 of the Housing and Community Development Act of 1974.

You may also be eligible to bring complaints under other federal laws. The U.S.
Equal Employment Opportunity Commission (EEOC) is responsible for enforcing
federal laws that make it illegal to discriminate against a job applicant or an
employee because of the person's race, color, religion, sex (including pregnancy),
national origin, age (40 or older), disability or genetic information (medical history or
predisposition to disease). For more information about your rights, please contact
EEOC at: www.EEOC.qgov.
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The Department of Labor Office of Federal Contract Compliance Programs
(OFCCP) enforces, for the benefit of job seekers and wage earners, the contractual
promise of affirmative action and equal employment opportunity required of those
who do business with the Federal government. More information about the services
they provide can be obtained at: http://www.dol.gov/ofccp/
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Frequently Asked Questions

About HUD’s Section 3 Business Registry

1. What is Section 3?

Section 3 is a provision of the Housing and Urban Development Act of 1968. The
intent of Section 3 is to ensure that preference for employment, training and
contracting opportunities generated from the expenditure of certain HUD funds, is
given to local low- and very low-income persons, particularly those who receive
federal housing assistance, and businesses that are owned by or substantially
employ such persons.

2. What does the term “Section 3 resident” mean?

A “section 3 resident” is: 1) a public housing resident; or 2) a low- or very low-income
person residing in the metropolitan area or Non-metropolitan County where the
Section 3 covered assistance is expended.

3. What does the term “Section 3 Business” mean?

Section 3 businesses are businesses that can provide evidence that they meet one
of the following criteria:

a) 51 percent or more owned by Section 3 residents; or

b) At least 30 percent of its full time employees include persons that are currently
Section 3 residents, or were Section 3 residents within three years of the date of
first hire* ; or

c) Provides evidence, as required, of a commitment to subcontract in excess of 25
percent of the dollar award of all subcontracts to businesses that meet the
gualifications of a) or b) above.

*Example: John is a Section 3 resident that is unemployed. He is hired by XYZ
Construction Company at a salary of $37,500 per year. The local low-income limit for
a one-person household is $35,000. John can be counted as a Section 3 resident
by XYZ Construction Company for up to three years towards their efforts to meet the
Section 3 business criterion under definition “B” as described above.



4. How are the terms “low-income” and very low-income determined?

Low- and very-low-household income limits are determined annually by HUD. These
limits are typically established at 80 percent and 50 percent of the median income
for each locality by household size or the number of people residing in one house.
HUD income limits may be obtained from:
http://www.huduser.org/portal/datasets/il.html

5. What is HUD’s Section 3 Business Registry?

The Section 3 Business Registry is a registry of firms that have self-certified their
status as Section 3 Businesses. Businesses who self-certify that they meet one of
the regulatory definitions of a Section 3 business will be included in a searchable
online database. The database can be used by agencies that receive HUD funds,
developers, contractors, and others to facilitate the award of covered construction
and non-construction contracts to Section 3 businesses. Section 3 residents are
also encouraged to use the registry to identify businesses that may have HUD-
funded employment opportunities.

6. How does my firm submit a self-certification application if it meets the
definition of a Section 3 Business?

Businesses can submit an online application for inclusion in the Section 3 registry at:
www.hud.gov/Sec3Biz.

7. When does a business certification expire?
A certified business must recertify after 3 years.

8. Where do | find the database of firms that have self-certified that they meet the
definition of a Section 3 Business?

To search the database for businesses please visit: www.hud.gov/Sec3Biz.

9. What documentation is required from firms that meet the definition of a
Section 3 Business?

For inclusion in the registry, businesses must submit the online application and are
not initially required to submit any additional documentation to HUD. Additional
documentation may be requested if HUD receives complaints alleging that any
business in its registry has misrepresented their firm’s status to the Department.
Businesses may also be required to submit supporting documentation as evidence
of their eligibility to recipients prior to the award of the HUD-funded contract.
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10.What is a business license?

A business license is a type of legal authorization to operate a business in a city,
county, or state. A license may even be required on a federal level. Typically issued
in document form, a business license gives a business owner the right to conduct
entrepreneurial activities as set forth in the license application. In most cases, there
is a fee charged to obtain a business license. Requirements for a business license
vary by state and municipality. Please visit: http://www.sba.gov/content/search-
business-licenses-and-permits to learn more about obtaining a business license.

11.Has HUD verified the authenticity of firms that have submitted self-certification
applications and does HUD endorse the quality of services provided by such
firms?

While the Department maintains the Business Registry database, it has not verified
the information submitted by the businesses and does not endorse the services they
provide. Accordingly, it is recommended that users perform due diligence before
awarding contracts to firms that have self-certified their status as a Section 3
business.

The Department will periodically conduct random audits of a percentage of the
Section 3 businesses in its registry.

12.Does being self-certified as a Section 3 Business mean that a firm is
automatically entitled to HUD-funded contracts?

A Section 3 business is not entitled to a contract simply by being listed in the HUD
Section 3 Business Registry database. Section 3 businesses may need to
demonstrate to the satisfaction of the recipient agency (i.e., Public Housing
Authority, local government agency, developer, etc.) that they are a responsible
bidder with the ability to perform successfully under the terms and conditions of
prospective contracts.

The Section 3 regulation at 24 CFR Part 135.36 provides preference to Section 3
businesses that submit responsible bids for contracts and subcontracts, but does not
guarantee the award of contracts.

13.What if | believe that HUD has accepted the self-certification of a firm that does
not meet the definition of a Section 3 Business?

The Department strongly encourages anyone that believes that a firm in this registry
does not meet the eligibility criteria of a Section 3 Business to notify the HUD Office
of Inspector General at http://www.hudoig.gov/report-fraud. HUD’s office of
Inspector General is responsible for investigating claims of fraudulence. In such
situations, the HUD Office of Inspector General may request documentation and
additional information from the business to verify that they qualify for inclusion in the
database. Businesses found to have misrepresented themselves will be removed
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from the database and penalized as appropriate by the HUD Office of Inspector
General.

14.What if my firm is listed on HUD’s Section 3 Section 3 Business Self-
Certification Database and | need to change or update my contact
information?

If your firm needs to change or update your contact information, please submit a
detailed request via email to: Sec3biz@hud.gov.

15.How can | find recipients or agencies that are required to provide preferences
to Section 3 residents and businesses in my area?

To find local recipients, contact your local HUD office. To find your closest office,
visit: www.hud.gov/localoffices.

16.Are agencies that receive covered HUD funding (i.e., PHAS, cities, states,
property owners, and other agencies) required to use this database?

Recipient agencies that receive Section 3 covered assistance will be informed about
the database and encouraged but not required, to contact Section 3 firms in the
registry prior to awarding covered contracts.

17.Are General Contractors required to use this database?

General Contractors and other developers that receive contracts from recipient
agencies may be informed about the database by local recipients and instructed to
contract Section 3 firms in the registry prior to the award of subcontracts.

18.How will HUD monitor success under the Section 3 Business Registry
Program?

The Department will survey Section 3 Businesses and recipient agencies to
determine outcomes and challenges associated with the implementation of the
Section 3 Business Registry. The Department will monitor the usage of the
database by businesses and recipients, and other feedback as a part of its
assessment.

19.Where can | find more information on the requirements of Section 3?

For more information on the requirements of Section 3, please visit
www.hud.gov/Section3.
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QUICK
Guide

The FHEO Section 3 Opportunity Portal is intended to
help HUD grantees and Section 3 businesses meet their
Section 3 obligations for employment and contracting. The
site is to be used by either Section 3 Residents or
Employers. Section 3 residents may use the site to Search
for Jobs and post their profile/employment history for
companies to search. Employers may use the site for
posting job/contract opportunities or search for residents to
fill positions. Authentication has been implemented using
GSA’s Login.Gov service. Login.gov is an authentication
service that offers the public secure and private online
access to participating government programs, including the
HUD Section 3 Opportunity Portal.

} Hup.cov = A@e8Qirowe

Section 3 Opportunity Portal

Home  SearchJobs/Contracts  Search Resident kanarked Residents My i Help  MyAccount

‘Welcome to HUD's Opportunity Portal
The Opportunity Portal helps match Section 3 Residents to jobs and training opportunities and Section 3 Businesses to contracting
opportunities.

Section 3 Residents @

+ Search for jobs and training positions + Bookmarked residents
« Past your resume (sign in required)

Section 3 Recipients and Employers ®

This document will guide the user through the creation of
a Login.Gov account, logging into the Opportunity Portal
application, and exercising the features that are available
to both Section 3 Employers and Residents such as
updating contact information, posting an employment
profile, posting opportunities and searching for
job/contract opportunities.

Create a Login.gov ID

To access certain features in the Opportunity Portal such
as creating a Resident profile so that businesses can search
for you, posting Job and Contract opportunities, or search
for Residents seeking employment, you must create a
Login.gov account. If you only wish to search for open Job
and Contract opportunities, you do not need a Login.gov
account. To create an account:

a. Open a web browser such as Internet Explorer,
Chrome, Firefox or Safari.

b. [Enter] https://hudapps.hud.gov/OpportunityPortal in
the URL box.

HUD Section 3 Opportunity Portal is
using login.gov to allow you to sign in
to your account safely and securely.

T

Back to HUD Section 3 Opportunity Portal

[Click] the Create an account button. Note: if you
already have an account, you can [Click] the Sign in
button.

Enter your email address in the Email address field
(Note: this must be a valid email address that you can
access at that time), then [Click] Submit.

You can now close the tab or window you are currently
working in.

Go to your email account and look for a new email
from no-reply@login.gov with the Subject: Confirm
your email and open it.

In the email, [Click] the Confirm your email address
button. (Note: this will open in your default browser;
if you wish to use a different browser, simply copy this
URL and paste it into the browser you wish to use.)
Create a new password. It must be at least 9 characters
long and not be a commonly used password. Type the
password into the Password field and [Click]
Continue. (Note: you will not be able to move forward
unless your password is “strong” enough).

D LOGIN.GOV

@ Youhave confirmed your email address

Create a strong password

It must be at least 9 characters long and not be a commonly used
password. That's it!

(0 Show password
Password

Password strength: Great!

Login.gov requires “two factor authentication”,
meaning you need to provide an additional way to
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prove you are the owner of your account when logging
in (this adds an additional layer of security to your
account). Choose one of the 3 options presented (the
simplest is usually Text Message/SMS if you have a
cell phone; otherwise, the next simplest is to get a
phone call). Then [Click] the Continue button.

j. If you chose Text Message/SMS then enter your
mobile phone number in the Mobile phone number
field, then [Click] the Send code button.

U LOGIN.GOV

Add a phone number

Every time you log in, we will send you a one-time security code via
text message or phone call. This helps safeguard your account.

International code

United States of America +1

Phone number Mobile phone or landline. If you enter a landline,
please select “Phone call” below.

How should we send you a code?
© Text message (SMS) O Phonecall

You can change this selection the next time you log in.

<Cancel account creation

k. If you chose Text Message/SMS then enter your
security code that you received via text message/SMS
in the One-time security code field, then [click]
Submit. (Note: you must do this within 10 minutes of
receiving the code, or you will need to generate a new
one).

1. Write down, print out, or take a screen shot of your
personal key; you may need this to log in later to regain
access to your account if you lose your phone, for
example.

m. [Click] Continue.

Store your personal key

This is the only way to regain access to your accountif you lose the
phone where we send your security code. Write it down or print it
out.

Sz

o

E Your personal key

Generated on March 14,2018 D LOGIN.GOV

2 Getanother key & Printthis page

Why do | need to store my new key on paper? +

n. Type the personal key that you just saved in the field
that appears. You do not need to enter dashes, just the
numbers and letters from your key.

0. [Click] Continue.

Log in with Login.gov
To log in to the Section 3 Opportunity Portal, do the
following.

a. Once you have an account, you can go to
https://hudapps.hud.gov/OpportunityPortal in your
web browser, then [Click] the Sign in button.

b. [Enter] your Email Address and Password that you
used when signing up for Login.gov and [Click] Next.

c. You will then be logged into the application and the
Section 3 Opportunity Portal home page will appear.

Add Employer/Contractor Role, Add

Contact Information

Businesses must select one or more roles. One role gives
the ability to add, edit, and delete Job and Contract
opportunities. Another role gives the ability to search for
Section 3 Residents seeking employment (this role must be
approved by a HUD FHEO system administrator before
being granted). When you log in for the first time, you will
need to select a role. You can also get to this page by
[Selecting] My Account from the upper menu and then
[Selecting] View Profile.
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a.

On the Role page, [Select] “I want to participate as
an employer/contractor that posts job, training
and/or contracting opportunities” AND/OR “l want
to participate as an employer/contractor that
searches for residents seeking employment. (This
requires approval by HUD)” and [Click] Save.

Employer / Contractor

| want to participate as an employer/contractor that posts job, training and/or contracting opportunities

1 want to participate as an employer/contractor that searches for residents seeking employment. (Approved)

]

[Scroll] down to the Contact section and [Click] the
Edit button.

[Enter] data into all of the required fields, at a
minimum, all Required fields. [Click] Save.

Post a Job Opportunity

If you selected the “I want to participate as an
employer/contractor that posts job, training and/or
contracting opportunities” role, you can post job
opportunities for the public to search.

a.
b.

[Click] My Opportunities in the upper menu.
[Scroll] down to the Job Opportunities section and
[Click] Add New Job Opportunity.

My Opportunities

Below are the listings you have posted to the Opportunity Portal. Click on the Title to view, edit, or delete a post.

* Type Posted Expires Status

Temporary 09/11/2018 09/30/2018 Pending

Seasonal 1| 09/11/2018 09/30/2018 Pending

Showing 1 to 2 of 2 entries Previous 1

Nex
Add New Job Opportunity

In the Section 3 Recipient Details section enter either
a Recipient Tax ID Number, a Recipient Agency
Name, or a Recipient Agency Location and [Select]
an agency from the resulting suggestions. Note: This
would be the grantee that is receiving HUD Section 3
funds.

[Scroll] to the Organization and Contact Details
section and fill in the requested information in the
form. You must fill in all fields marked Required.

If you have already created a prior Job or Contract
opportunity, you can [Select] your prior information
from the Autofill from prior entries dropdown.

HUD FHEO SPEARS — Opportunity Portal - Business - Page 3
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For the Organization ZIP field, enter the first 3 (or
more) numbers of the ZIP code, then [Select] the ZIP
code you desire. This will automatically enter the
proper Organization City, State.

Enter data in all Required fields under Organization
Details, Contact Details, and Job Opportunity
Details. You may also enter data in any optional fields.
If you enter a standard job title in the Title field, you
will get a list of suggestions. [Select] a job Title, and
this will automatically fill the Occupation
Classification field with the appropriate federal
classification. Otherwise, you may choose this
manually if you wish to do so.

The Description and Requirements fields allow you
to enter rich text (e.g., bold, italic, bullets, links).
Highlight the text you wish to embellish, and [Click]
the proper icon in the gray bar at the top of the field to
make the change.
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j- You can submit a URL where users can apply directly
to your job if you have such a link on a different job
site. To do this, enter the full URL (starting with http://
or https://) in the Apply Directly URL field. This will
put a direct link to the application URL in your job
posting.

k. If you have the same job listing posted to a different
job site or your own web site, you can submit a link
that goes directly to this job posting. To do this, enter
the full URL (starting with http:// or https://) in the
Posting URL field. This will put a direct link to the
original job post in your new job posting.

1. Enter a Posting Start Date and Posting Expire Date
by [Clicking] in the appropriate field and [Selecting]
the date from the calendar popup. You can also enter
the date directly in the following format:
mm/ddd/yyyy. Note that job postings can be up to 30
days, and you can extend them as needed at a later date.

m. When all required fields and any optional fields are
filled in and you are ready to save the information,
[Click] “The above information is true/accurate.”
Then [Click] Submit.

n. Your Job posting will be saved and viewable only by
you. Each time you add or edit a Job posting, it will
have a Pending status for 24 hours, after which it will
be available for the public to search.

View and Edit Job Opportunity
Posting

You may view the public view or edit your Job opportunity
posting at any time.

a.
b.

[Click] My Opportunities in the upper menu.

On the My Opportunities page, find the Job
opportunity you wish to view or edit by entering a
keyword from your job title in the Search field (just
under the Job Opportunities heading). You can also
[Click] the numbers below the listing, or [Click]
Previous or Next to page through your listing of Jobs.
If you wish to view the public view of the Job, [Click]
on the title, then [Select] View Public Post from the
context menu.

If you wish to edit your Job posting, [Click] on the
title, then [Select] Edit from the context menu.

You can now edit any data as needed, then [Click]
Submit to save the updates.

Your Job posting will be saved and viewable only by
you until it is approved. Each time you add or edit a
Job posting, it will have a Pending status for 24 hours,
after which it will be available for the public to search.

Delete a Job Opportunity Posting
Following are the steps to delete a Job opportunity posting.

a.
b.

[Click] My Opportunities in the upper menu.

Find one of the Job Opportunities you wish to delete
by entering a keyword from your job title in the Search
field (just under the Job Opportunities heading), if it is
not visible on the screen. You can also [Click] the
numbers below the listing, or [Click] Previous or
Next to page through your listing of Jobs.

Once you have found the desired posting, [Click] on
the title, then [Select] Delete from the context menu.

Job Opportunities
Search: |:|
Title L Type
Construction Carpenter Temporary
1 Edit Seasonal
; Delete -
View Public Post _
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d.

In the popup dialog, [click] “OK” to confirm deletion.

Post a Contract Opportunity

If you selected the “lI want to participate as an
employer/contractor that posts job, training and/or
contracting opportunities” role, you can post contract
opportunities for the public to search.

a.
b.

[Click] My Opportunities in the upper menu.

[Scroll] down to the Contract Opportunities section
and [Click] Add New Contract Opportunity.

In the Section 3 Recipient Details section enter either
a Recipient Tax ID Number, a Recipient Agency
Name, or a Recipient Agency Location and [Select]
an agency from the resulting suggestions.

Prat Contract Opparmizing

bmsbime L Bar piand Saraa -

Bemr i D st 4.3 v mae ey
[P R e
wmamwan e dane Laminas s 1

ren g =y saw e rna g mam e e T
e Nrawaen b e

Naaaam s aries

P L -

Apatil freen pries srcvhes

Cogaslowion Decadle Cancsct Deralls

e e ] e

I s sy s e —

Sz b £
e —_—

Srpemmmas Sy, S g s s, ] e

[Scroll] to the Organization and Contact Details
section and fill in the requested information in the
form. You must fill in all fields marked Required.

If you have already created a prior Job or Contract
opportunity, you can [Select] your prior information
from the Autofill from prior entries dropdown.

For the Organization ZIP field, enter the first 3 (or
more) numbers of the ZIP code, then [Select] the ZIP
code you desire. This will automatically enter the
proper Organization City, State.

Enter data in all required fields under Organization
Details, Contact Details, and Contract Opportunity
Details. You may also enter data in any optional fields.

HUD FHEO SPEARS - Opportunity Portal - Business - Page 5

For the NAICS Code, [Enter] either a partial NAICS
Code OR [Enter] a keyword for the code (such as
“paint”, “plumbing”, etc.), then [select] one of the
suggested codes.

The Description and Requirements fields allow you
to enter rich text (e.g., bold, italic, bullets, links).
Highlight the text you wish to embellish, and [Click]
the proper icon in the gray bar at the top of the field to
make the change.

asrsms S bar] iz e e, B ATl e r—

T e
If you have the same contract listing posted to a
different job site or your own web site, you can submit
a link that goes directly to this contract posting. To do
this, enter the full URL (starting with http:// or https://)
in the Posting URL field. This will put a direct link to
the original contract post in your new contract posting.
Enter a Posting Start Date and Posting Expire Date
by [Clicking] in the appropriate field and [Selecting]
the date from the calendar popup. You can also enter
the date directly in the following format: mm/dd/yyyy.
Note that contract postings can be up to 30 days, and
you can extend them as needed at a later date.

When all required fields and any optional fields are
filled in and you are ready to save the information,
[Click] “The above information is true/accurate.”
Then [Click] Submit.

. Your Contract posting will be saved and viewable only

by you. Each time you add or edit a Contract posting,
it will have a Pending status for 24 hours, after which
it will be available for the public to search unless it is
flagged by FHEO management.
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View and Edit Contract Opportunity
Posting

You may view the public view or edit your Contract
opportunity posting at any time.

a. [Click] My Opportunities in the upper menu.

b. On the My Opportunities page, find the Contract
opportunity you wish to view or edit by entering a
keyword from your contract title in the Search field
(just under the Contract Opportunities heading), if it is
not visible on the screen. You can also [Click] the
numbers below the listing, or [Click] Previous or
Next to page through your listing of Contracts.

c. If you wish to view the public view of the Contract,
[Click] on the title, then [Select] View Public Post
from the context menu.

d. If you wish to edit your Contract posting, [Click] on
the title, then [Select] Edit from the context menu.

e. You can now edit any data as needed, then [Click]
Submit to save the updates.

n. Your Contract posting will be saved and viewable only
by you. Each time you add or edit a Contract posting,
it will have a Pending status for 24 hours, after which
it will be available for the public to search unless it is
flagged by FHEO management.

Delete a Contract

Posting

Opportunity

a. [Click] My Opportunities in the upper menu.

b. Find one of the Contract Opportunities you wish to
delete by entering a keyword from your contract title
in the Search field (just under the Contract
Opportunities heading), if it is not visible on the
screen. You can also [Click] the numbers below the
listing, or [Click] Previous or Next to page through
your listing of Contracts.

¢. Once you have found the desired posting, [click] on
the title, then [Select] Delete from the context menu.

Contract Opportunities

Title

Contract for Electrical and Carpentry work

Edit
es

View Public Post

d. In the popup dialog, [click] “OK” to confirm deletion.

Search for Residents

If you selected the role “lI want to participate as an
employer/contractor that searches for residents
seeking employment. (This requires approval by
HUD)” and you are approved, you can search for Residents
who have created a profile on the site.

a. [Click] Search Residents in the upper menu (Note:
this menu option will only be available once you are
approved by a system administrator).

b. [Enter] Keywords and a Location related to the job
for which you are seeking employees (e.g., job title
keyword, skills needed, etc.) and [Click] Search.

Search

-
J Resident Search

Resident Search
Enter a keyword to search for Section 3 residents and other qualified job seekers.

[cupee |

Location:

‘ San Juan-Guaynabo, PR HUD Metro |

c. In the results, [Click] a Name link from the search
results to view the resident’s profile.

d. You can contact the resident via the contact
information in their profile.

Bookmark Residents
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a. Once you have found a resident profile you would like
to bookmark, [Click] Add Bookmark at the top of the
resident’s profile to bookmark the resident.

Section 3 Resident Add Bookmark ’
Notify HUD

Contact

Ms. Sandra Jimenez
100 Main St.

San Juzn, PR 26802
8085551212 (Mobile)
kscottshay@gmail.com

b. To remove a bookmark, go to the resident profile and
[Click] Remove Bookmark at the top of the page.

c. To see a list of all residents you have bookmarked,
[Click] Bookmarked Residents in the upper menu.

d. You can also remove bookmarks on this page by
[Clicking] Remove next to the bookmark you wish to

remove.
Bookmarked Section 3 Residents

Mr. Firstname M Lastname 11l

Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor incididunt ut labore et dolore
magna aliqua. Ut enim ad minim veniam, quis d citation ull laboris nisi ut aliquip d

consequatA

Ms. Sandra Jimenez

Iam seeking work as a carpenter. | also have experience with electrical and drywall.

Flag Residents—Notify HUD

If you notice a profile that you believe violates HUD’s
standards (such as a fake profile, spam, etc.) you can “flag”
the profile for HUD review by doing the following steps.

a. Once you have found a resident profile you would like
to flag, [Click] Notify HUD at the top of the resident’s
profile to flag the resident profile and notify HUD.

Section 3 Resident Add Bookmark

Notify HUD

Contact

Ms. Sandra Jimenez
100 Main St.

San Juan, PR 96802
8085551212 (Mobile)
kscotishay@gmail.com

b. Toremove a flag, go to the resident profile and [Click]
HUD Notified at the top of the page. This will remove
the flag.




Section 3 Summary Report

Economic Opportunities for

Low — and Very Low-Income Persons

Section back of page for Public Reporting Burden statement

U.S. Department of Housing

and Urban Development
Office of Fair Housing
And Equal Opportunity

OMB Approval No: 2529-0043

(exp. 11/30/2010)

HUD Field Office:

1. Recipient Name & Address: (street, city, state, zip)

2. Federal Identification: (grant no.)

3. Total Amount of Award:

4. Contact Person

5. Phone: (Include area code)

6. Length of Grant:

7. Reporting Period:

8. Date Report Submitted:

9. Program Code:

(Use separate sheet
for each program code)

10. Program Name:

Part I: Employment and Training (** Columns B, C and F are mandatory fields.
B

A

Job Category

Number of
New Hires

¢
Number of New
Hires that are
Sec. 3 Residents

D
% of Aggregate Number

of Staff Hours of New Hires
that are Sec. 3 Residents

Include New Hires in E &F)
E

% of Total Staff Hours
for Section 3 Employees
and Trainees

F
Number of Section 3
Trainees

Professionals

Technicians

Office/Clerical

Construction by Trade (List)
Trade

Trade

Trade

Trade

Trade

Other (List)

Total

* Program Codes
1 = Flexible Subsidy
2 = Section 202/811

3 = Public/Indian Housing
A = Development,

B = Operation

C = Modernization

4 = Homeless Assistance

5=HOME

6 = HOME State Administered

7 = CDBG Entitlement

8 = CDBG State Administered

9 = Other CD Programs

10 = Other Housing Programs
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Part Il: Contracts Awarded

1. Construction Contracts:

A. Total dollar amount of all contracts awarded on the project $
B. Total dollar amount of contracts awarded to Section 3 businesses $
C. Percentage of the total dollar amount that was awarded to Section 3 businesses %

D. Total number of Section 3 businesses receiving contracts

2. Non-Construction Contracts:

A. Total dollar amount all non-construction contracts awarded on the project/activity $
B. Total dollar amount of non-construction contracts awarded to Section 3 businesses $
C. Percentage of the total dollar amount that was awarded to Section 3 businesses %

D. Total number of Section 3 businesses receiving non-construction contracts

Part Ill: Summary

Indicate the efforts made to direct the employment and other economic opportunities generated by HUD financial assistance for housing
and community development programs, to the greatest extent feasible, toward low-and very low-income persons, particularly those who
are recipients of government assistance for housing. (Check all that apply.)

Attempted to recruit low-income residents through: local advertising media, signs prominently displayed at the project site,
contracts with the community organizations and public or private agencies operating within the metropolitan area (or
nonmetropolitan county) in which the Section 3 covered program or project is located, or similar methods.

Participated in a HUD program or other program which promotes the training or employment of Section 3 residents.

Participated in a HUD program or other program which promotes the award of contracts to business concerns which meet the
definition of Section 3 business concerns.

Coordinated with Youthbuild Programs administered in the metropolitan area in which the Section 3 covered project is located.
Other; describe below.

Public reporting for this collection of information is estimated to average 2 hours per response, including the time for reviewing instructions,
searching existing data sources, gathering and maintaining the data needed, and completing and reviewing the collection of information.
This agency may not collect this information, and you are not required to complete this form, unless it displays a currently valid OMB
number.

Section 3 of the Housing and Urban Development Act of 1968, as amended, 12 U.S.C. 1701u, mandates that the Department ensures that
employment and other economic opportunities generated by its housing and community development assistance programs are directed
toward low- and very-low income persons, particularly those who are recipients of government assistance housing. The regulations are
found at 24 CFR Part 135. The information will be used by the Department to monitor program recipients’ compliance with Section 3, to
assess the results of the Department’s efforts to meet the statutory objectives of Section 3, to prepare reports to Congress, and by
recipients as self-monitoring tool. The data is entered into a database and will be analyzed and distributed. The collection of information
involves recipients receiving Federal financial assistance for housing and community development programs covered by Section 3. The
information will be collected annually to assist HUD in meeting its reporting requirements under Section 808(e)(6) of the Fair Housing Act
and Section 916 of the HCDA of 1992. An assurance of confidentiality is not applicable to this form. The Privacy Act of 1974 and OMB
Circular A-108 are not applicable. The reporting requirements do not contain sensitive questions. Data is cumulative; personal identifying
information is not included.

Page 2 of 2 form HUD 60002 (11/2010)
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Form HUD-60002, Section 3 Summary Report, Economic Opportunities for Low- and Very Low-Income Persons.

Instructions: This form is to be used to report annual
accomplishments regarding employment and other economic
opportunities provided to low- and very low-income persons under
Section 3 of the Housing and Urban Development Act of 1968. The
Section 3 regulations apply to any public and Indian housing
programs that receive: (1) development assistance pursuant to
Section 5 of the U.S. Housing Act of 1937; (2) operating assistance
pursuant to Section 9 of the U.S. Housing Act of 1937; or (3)
modernization grants pursuant to Section 14 of the U.S. Housing Act
of 1937 and to recipients of housing and community development
assistance in excess of $200,000 expended for: (1) housing
rehabilitation (including reduction and abatement of lead-based paint
hazards); (2) housing construction; or (3) other public construction
projects; and to contracts and subcontracts in excess of $100,000
awarded in connection with the Section-3-covered activity.

Form HUD-60002 has three parts, which are to be completed for
all programs covered by Section 3. Part | relates to employment
and training. The recipient has the option to determine numerical
employment/training goals either on the basis of the number of hours
worked by new hires (columns B, D, E and F). Part Il of the form
relates to contracting, and Part Ill summarizes recipients’ efforts to
comply with Section 3.

Recipients or contractors subject to Section 3 requirements must
maintain appropriate documentation to establish that HUD financial
assistance for housing and community development programs were
directed toward low- and very low-income persons.* A recipient of
Section 3 covered assistance shall submit one copy of this report to
HUD Headquarters, Office of Fair Housing and Equal Opportunity.
Where the program providing assistance requires an annual
performance report, this Section 3 report is to be submitted at the
same time the program performance report is submitted. Where an
annual performance report is not required, this Section 3 report is to be
submitted by January 10 and, if the project ends before December 31,
within 10 days of project completion. Only Prime Recipients are
required to report to HUD. The report must include
accomplishments of all recipients and their Section 3 covered
contractors and subcontractors.

HUD Field Office: Enter the Field Office name .

1. Recipient: Enter the name and address of the recipient
submitting this report.

2. Federal Identification: Enter the number that appears on the
award form (with dashes). The award may be a grant,
cooperative agreement or contract.

3. Dollar Amount of Award: Enter the dollar amount, rounded to the
nearest dollar, received by the recipient.

4 & 5. Contact Person/Phone: Enter the name and telephone number
of the person with knowledge of the award and the recipient’s
implementation of Section 3.

6. Reporting Period: Indicate the time period (months and year)
this report covers.

7. Date Report Submitted: Enter the appropriate date.

8.  Program Code: Enter the appropriate program code as listed at
the bottom of the page.

9.  Program Name: Enter the name of HUD Program corresponding
with the “Program Code” in number 8.

Part I: Employment and Training Opportunities

Column A: Contains various job categories. Professionals are
defined as people who have special knowledge of an occupation (i.e.
supervisors, architects, surveyors, planners, and computer
programmers). For construction positions, list each trade and provide
data in columns B through F for each trade where persons were
employed. The category of “Other” includes occupations such as
service workers.

Column B: (Mandatory Field) Enter the number of new hires for
each category of workers identified in Column A in connection with
this award. New hire refers to a person who is not on the contractor’s
or recipient’s payroll for employment at the time of selection for the
Section 3 covered award or at the time of receipt of Section 3 covered
assistance.

Column C: (Mandatory Field) Enter the number of Section 3 new
hires for each category of workers identified in Column A in
connection with this award. Section 3 new hire refers to a Section 3
resident who is not on the contractor’s or recipient’s payroll for
employment at the time of selection for the Section 3 covered award or
at the time of receipt of Section 3 covered assistance.

Column D: Enter the percentage of all the staff hours of new hires
(Section 3 residents) in connection with this award.

Column E: Enter the percentage of the total staff hours worked for
Section 3 employees and trainees (including new hires) connected
with this award. Include staff hours for part-time and full-time
positions.

Column F: (Mandatory Field) Enter the number of Section 3
residents that were trained in connection with this award.

Part Il: Contract Opportunities

Block 1: Construction Contracts

Item A: Enter the total dollar amount of all contracts awarded on the
project/program.

Item B: Enter the total dollar amount of contracts connected with this
project/program that were awarded to Section 3 businesses.

Item C: Enter the percentage of the total dollar amount of contracts
connected with this project/program awarded to Section 3 businesses.
Item D: Enter the number of Section 3 businesses receiving awards.
Block 2: Non-Construction Contracts

Item A: Enter the total dollar amount of all contracts awarded on the
project/program.

Item B: Enter the total dollar amount of contracts connected with this
project awarded to Section 3 businesses.

Item C: Enter the percentage of the total dollar amount of contracts
connected with this project/program awarded to Section 3 businesses.
Item D: Enter the number of Section 3 businesses receiving awards.
Part Ill: Summary of Efforts — Self -explanatory

Submit one (1) copy of this report to the HUD Headquarters Office of
Fair Housing and Equal Opportunity, at the same time the
performance report is submitted to the program office. The Section 3
report is submitted by January 10. Include only contracts executed
during the period specified in item 8. PHAs/IHAs are to report all
contracts/subcontracts.

* The terms “low-income persons” and very low-income persons” have
the same meanings given the terms in section 3 (b) (2) of the United
States Housing Act of 1937. Low-income persons mean families
(including single persons) whose incomes do not exceed 80 percent of
the median income for the area, as determined by the Secretary, with
adjustments for smaller and larger families, except that

The Secretary may establish income ceilings higher or lower than 80 percent
of the median for the area on the basis of the Secretary’s findings such that
variations are necessary because of prevailing levels of construction costs
or unusually high- or low-income families. Very low-income persons mean
low-income families (including single persons) whose incomes do not
exceed 50 percent of the median family income area, as determined by the
Secretary with adjustments or smaller and larger families, except that the
Secretary may establish income ceilings higher or lower than 50 percent of
the median for the area on the basis of the Secretary’s findings that such
variations are necessary because of unusually high or low family incomes.
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