“Attachment F (for CDBG Recipients only)” and
“Attachment F – Stand-Alone Report (for Contractors & Subcontractors)”
~ DETAILED INSTRUCTIONS FOR THE SECTION 3 REPORTS ~ 
· CDBG Recipients (City and Counties) will complete the three-page Attachment F (for CDBG Recipients only) Section 3 Report.
· General Contractors and Subcontractors will complete the two-page Attachment F - Stand-Alone Report (for Contractors & Subcontractors) Section 3 Report.

· The first sets of questions on the two Sections 3 Reports are different, but Parts I, II, and III of the reports are the same.  
· Instructions for all pages of both reports are listed below.  CDBG Recipients will follow the instructions outlined below in sections A and C.  Contractors and Subcontractors will follow the instructions outlined in sections B and C.
A. Instructions for Page 1 of the “Attachment F (for CDBG Recipients only)”:
· The blue-shaded field of the Section 3 Report as shown below will auto-fill from information input into the Annual Performance Report (APR) Matrix.

· The yellow-shaded fields for the CDBG Contract Number, Total CDBG Contract Amount, Person Completing this Form, Organization Name, Phone #, and Email must be completed by the CDBG Recipient.
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Provide information for all Section 3 Employment and Procurement Opportunities:
CDBG Recipients are required to complete an Attachment F (Section 3 Report) for each active Standard Agreement involving the construction
or rehabilitation of a CDBG-assisted project. CDBG Recipients wil distribute the *Attachment F - Stand-Alone Report” to each Contractor and
Subcontractor who has a contract exceeding $100,000, even if the contracts were entered into prior to the reporting period. The reports must
be filed annually, including the final fiscal year in which the CDBG Project Completion Report is filed, regardless of whether CDBG funds were
expended or when the contract was executed

0BG Recipion: [ CDBG Contract # 12-CDBG-98%
Total CDBG Contract ST
Amount

Person Completing | 1.0 poe Phone #| 916-555-5555 | Email| Jdoe@amadorcounty.org

this form

Organization Name | County of Amador





Questions #1 and #2 in the “GENERAL INFORMATION” section:

1) Was the CDBG Contract 100% expended by June 30, 2015?

2) Were all Project Completion Reports submitted for this contract by June 30, 2015?
· If you answer “Yes” to both questions, a red pop-up message will appear stating that “…you do not need to complete the rest of this form for this contract…”  You will then submit the report with your completed APR.
[image: image2.png]‘GENERAL INFORMATION

1. Was the CDBG Contract 100% expended by June 30, 20157 [ves [~ |
2. Were all Project Completion Reports submitted for this contract by June 30, 20152 [¥es.

You have answered "Yes" to both questions above; you do not need to complete the rest of this form for
this contract. Submit this page with your completed APR to cdbg.reports@hcd.ca.gov.





· If you answer “No” to one or both questions, you must continue completing the form, as shown below:
[image: image3.png]1. Was the CDBG Contract 100% expended by June 30, 20157 -

2. Were all Project Completion Reports or Grantee Performance Reports submitted for this contract by
June 30,20152  [ves [+]

Continue completing this form.





or
[image: image4.png]1. Was the CDBG Contract 100% expended by June 30,2015 [iio__

2. Were all Project Completion Reports or Grantee Performance Reports submitted for this contract by
June 30, 20152 . <]

Continue completing this form.





or
[image: image5.png]1. Was the CDBG Contract 100% expended by June 30, 20152 [ves
2. Were all Project Completion Reports or Grantee Performance Reports submitted for this contract by
June 30, 20152 ‘ =]

Continue completing this form.





Question #3 asks the CDBG Recipient to identify the activities funded with the CDBG contract that may trigger Section 3.  Choose from the drop-downs, which contain a list of activities.  Continue completing the form.

[image: image6.png]3. Select the activities funded with this contract from the drop-down menu:

12 Construction of Housing

03K Street Improvements

03A  Senior Centers Select One
03F  Parks, Recreational Facilies Select One
03H Solid Waste Disposal Improvements Select One

The CDBG Recipient is required to complete this Section 3 Report (Attachment F) for the CDBG contract
listed above. Submit all Section 3 reports with your completed APR to CDBG.reports@hcd.ca.gov.





Question #4 asks if there were any contracts or subcontracts greater than $100,000 entered into for this CDBG contract.  (NOTE:  This includes contracts and subcontracts greater than $100,000 entered into during any reporting period, past or present).
· If you answer “No,” a red pop-up message will appear stating, “Continue completing the form.”
[image: image7.png]4. Were there any contracts or subcontracts greater than $100,000 entered into for these activities? E

NOTE: This includes all contracts and subcontracts which were entered into for these CDBG
activities, even if they were entered into prior to the reporting period.

Continue completing this form.




· If you answer “Yes,” a red pop-up message will appear asking you to, “Continue completing this form.  In addition, distribute the “Attachment F – Stand-Alone Report” to all contractors and subcontractors with contracts and subcontracts greater than $100,000 for completion, even if the contract or subcontract was entered into prior to the reporting period.”  (See red pop-up message on the form for complete instructions.)
[image: image8.png]4. Were there any contracts or subcontracts greater than $100,000 entered into for these activities? E:

NOTE: This includes all contracts and subcontracts which were entered into for these CDBG
activities, even if they were entered into prior to the reporting period.

Continue completing this form. In addition, distribute the "Attachment F - Stand-Alone Report" to all contractors
and subcontractors with contracts and subcontracts greater than $100,000 for completion, even if the contract or
subcontract was entered into prior to the reporting period.

Itis the CDBG Recipient's responsibility to distribute the "Attachment F - Stand-Alone Report” to all
contractors and subcontractors. The CDBG Recipient must submit all "Attachment F - Stand-Alone
Reports™ with their APR submission to HCD.

NOTE: Even if the CDBG Recipient did not have any Section 3 employees, new hires, or entered into any
contracts during the 2015-2016 reporting period, the CDBG Recipient is still required to ascertain whether the
contractors and subcontractors had any Section 3 employees, new hires, or entered into any contracts during this
reportina period





B. Instructions for the first half of Page 1 of the “Attachment F – Stand-Alone Report (for Contractors and Subcontractors)”:
For the CONTRACTOR:
The yellow-shaded fields must be completed by the Contractor who is completing the form, as shown in the example below.

· Question #1:  The name of the “CDBG Recipient” and the “CDBG Contract Number” should be completed.  The answer to the question (“Is this form for this entity?) is marked “No” because the CDBG Recipient must complete the “Attachment F – for CDBG Recipients Only” (which is a different form).
· Question #2:  The “Contractor” will complete its business name and contract amount, as shown below.  The “Contractor” will answer “Yes” to the question which reads as follows:  “Is this form for this entity?”
· Question #3:  The Contractor will skip this question and then continue completing the rest of the form.
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Provide information for all Section 3 Employment and Procurement Opportunities:

CDBG Recipients are required to file a Section 3 Report for each active Standard Agreement involving the construction or
rehabiltation of a CDBG-assisted project. CDBG Recipients will distribute the "Attachment F - Stand-Alone Report” to each
Contractor and Subcontractor who has a contract exceeding $100,000, even if the contract was executed in the prior
reporting period. The "Attachment F - Stand-Alone Report” must be filed annually, including the final fiscal year in which the
CDBG Project Completion Report is filed, regardiess of whether CDBG funds were expended or when the contract was executed

GENERAL INFORMATION

Prior to providing these pages to the contractor(s), fill in the fields below.

1. CDBG Recipient:  Amador, County of

CDBG Contract
Number.

12-CDBG-9896|

IS this Form for this
entity?

NO

7 Contadors
Business Neme: __SUPeman Construction

Contract Amout Ts his Form For s
i Contrastor_ $7,800,000 "2 20

3. Subcontractor's
Business Name:

Contract Amount
with Subcontractor

S this form for this
entity?

4. Person Completing

this form: Kent Clark

Phone #

916-555-1212 | Email:

kentclark@superman.org

Organization Name: Superman Construction





For the SUBCONTRACTOR:
The yellow-shaded fields must be completed by the Subcontractor who is completing the form, as shown in the example below.

· Question #1:  The name of the “CDBG Recipient” and the “CDBG Contract Number” should be completed.  The answer to the question (“Is this form for this entity?) is marked “No” because the CDBG Recipient must complete the “Attachment F – for CDBG Recipients only” (which is a different form).

· Question #2:  The name of the “Contractor” and the “Contract Amount with Contractor” should be completed.  The answer to the question (“Is this form for this entity?) should be marked “No.”

· Question #3:  The Subcontractor will complete its business name, together with the amount of the contract that he entered into with the Contractor.  The Subcontractor will answer “Yes” to the question which reads as follows:  “Is this form for this entity?”  The Subcontractor will then continue completing the rest of the form.
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Provide information for all Section 3 Employment and Procurement Opportunities:

CDBG Recipients are required to file a Section 3 Report for each active Standard Agreement involving the construction or
rehabiltation of a CDBG-assisted project. CDBG Recipients will distribute the "Attachment F - Stand-Alone Report” to each
Contractor and Subcontractor who has a contract exceeding $100,000, even if the contract was executed in the prior
reporting period. The "Attachment F - Stand-Alone Report” must be filed annually, including the final fiscal year in which the
CDBG Project Completion Report is filed, regardiess of whether CDBG funds were expended or when the contract was executed

GENERAL INFORMATION

Prior to providing these pages to the contractor(s), fill in the fields below.

1. CDBG Recipient:  Amador, County of R L I V)
2 Contractors e Comiao B 57 350 ago 1o e fam T | g

Business Nom
3 Subcortractor's ot Aot oo oo 1 form e
Business Name it Subcontracor oniys | Yes|

. Porson Completin P - N
Porson Completing joe Johnson Phone # 916-655-1212|Email:  joejohnson@ioesframing.com

this form:

5. Organization Name: Joe's Framing LLC





The reporting requirements for several business entities may not be combined on one form.  For example, Superman Construction Inc. and Joe’s Framing LLC must each complete a separate “Attachment F - Stand-Alone Report” (Section 3 Report).  

NOTE:  There should only be one “Yes” answer to the three questions asking “Is this form for this entity?”
· If there are more than one “Yes” answers, you will get an error message stating, “STOP!  There should only be one “Yes” answer to the three questions.  Each business entity must complete a separate Section 3 form.”
[image: image11.png]‘GENERAL INFORMATION

Prior to providing these pages to the contractor(s), fillin the fields

below.
1. CDBG Recipient:  Amador, County of ﬁgf‘ls:ﬂ""acl 12-CDBG-9896] I:.. ::-:7 form for this |\ o
2. Contractor's Contract Amount T this form For this
Business Name: __ SUPerMan Construction with Conteactor__ S7/890.000 | * ™% iy [Yes .
3. Subcontractor's - Contract Amount Ts this form For this
Businoss Name, __ J0€'S Framing LLC Ll e I

Person Completing
this form:

Joe Johnson

Phone #

916-555-5555 |[Email:  joejohnson@joesframing.com

Organization Name:

Joe's Framing LLC





C. Parts I, II, and III of the Section 3 Reports for the CDBG Recipient and the Contractor/Subcontractor are the same.  As a result, the following instructions should be followed by all CDBG Recipients, Contractors, and Subcontractors:

PART I:  EMPLOYMENT AND TRAINING
Question #1:  During the reporting period, did you have any Section 3 Employees or any New Hires?
· The CDBG Recipient, Contractor, or Subcontractor who is completing the form must indicate whether it had any Section 3 Employees or any New Hires during the reporting period.
· If the answer is “No,” a red pop-up message will appear stating, “You do not need to complete the chart below, but must complete Parts II and III which follow.”
[image: image12.png]PARTI: EMPLOYMENT AND TRAINING

1. During the reporting period, did you have any Section 3 Employees or any New Hires?
You do|fi6t need to complete the chart below, but musl—;





· If the answer is “Yes,” a red pop-up message will appear stating, “You must complete the chart below and then continue completing the form.”
[image: image13.png]PARTI: EMPLOYMENT AND TRAINING

1. During the reporting period,

You must and then

you have any Section 3 Employees or any New Hires? [ves [+]

result of this award.

The chart below must itemize the Section 3 Employees, Non-Section 3 Employees, New Hires, etc. who were employed as a

Job Category Definitions (Move cursor over job category to read definition)

Select ajob category
from drop-down list

] ] ] 2 ]
Professionals Office & Clerical Sales Operatives (Semiskilled) Service Workers.
Ny Ny N Ny
Technicians Craft Workers Officials & Managers Laborers (Unskilled) Other
A B. C. D. E. F. G.
Job Category Existing New Hires Part Time Total # of Trainees Staff Hours
(e opipssn | (o) | (Bistog s e Employees OusbernEtatre | Uogrete mober fhursr e
sl pior s i) emgioes) Setin 3 i) et o)
[Non Sect. 3| Section 3 [Non Sect. 3/Section 3| Non Sect. 3. |Section 3[ Non Sect. 3| Section3 [ Section 3 Trainees | NonSect.3 | Section3

below % Enploees | # Enploges f Emploees [ Emplore]  # Enplogess ¢ Enplore] # Enplores | #Enplores | Tobal # of Taiees Bolfows | #offous
Craft Workers 8 3 0 2 1 0 9 5 0 9,360.00 | 5,200.00
Laborers 3 1 1 0 0 1 4 2 1 4,160.00 | 2,000.00
Office & Clerical 1 1 0 0 0 0 1 1 0 2,080.00 | 2,080.00





NOTE:  All fields on a particular line on the chart must be completed.  If the answer is “none,” please put a zero in the field so we know that it was not overlooked. 

The person completing the form should complete the chart to indicate all of the employees associated with the CDBG contract being reported. 

There are 10 “job categories.  To read the definition of each, please place your cursor over the red mark in the upper-right hand corner of each “job category” box which is listed so that the pop-up box with the definition will appear.

· Column A - Job Category:

Click the “drop-down” box and list each “job category” that applies to the CDBG activity being reported.

· Column B – Existing:  Indicate the number of existing employees related to this CDBG contract on the payroll prior to the CDBG contract.  The number of employees should be broken down into two categories:  “Non-Section 3 Employees” and “Section 3 Employees” (see Glossary for definition of “Section 3”).

· Column C – New Hires:  Indicate the number of full-time new employees hired as a result of the CDBG contract.  The number of new hire employees should be broken down into two categories:  “Non-Section 3 New Hire Employees” and “Section 3 New Hire Employees.”

· Column D – Part Time:  Indicate the number of part-time employees (existing and new hires).  The number of part-time employees should be broken down into two categories:  “Non-Section 3 Employees” and “Section 3 Employees.”

· Column E – Total Number of Employees:  These figures will auto-fill after you have completed the required information in columns A through D.

· Column F – Trainees:  Indicate the number of employees in column E that are “Section 3 Trainees.”

· Column G – Staff Hours:  Indicate the aggregate number of staff hours during the reporting period for all of the “Non-Section 3 Employees” and the “Section 3 Employees.”
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Microsoft Excel ==

0 Please recalculate your hours for "Non-Section 3 Employees.” One employee working 40 hours per week for one year is 2,080 hours.

try.





Note:  You may receive this error message if you put an unreasonable number of hours for the number of employees listed.  If you receive this pop-up message, please recalculate the number of hours and make sure that the figure is correct.  

PART II:  CONTRACTS AWARDED
Question #1:  During the reporting period, did you enter into any new contracts (regardless of dollar amount)?
· The CDBG Recipient, Contractor, or Subcontractor who is completing the form must indicate whether it entered into any new contracts (regardless of dollar amount) during the reporting period.  All contracts should be considered, even if the contract amount is less than $100,000.

· If the answer is “No,” a red pop-up message will appear stating, “Continue completing this form.  Skip question #2 below and continue with Part III.”
[image: image15.png]PART Il CONTRACTS AWARDED

1. During the reporting period, did you enter into any new contracts (regardless of dollar amount)? & ]

Continue completing this form. Skip question #2 below and continue with Part il

2. If yes to question #1, did you list all new contracts entered into during the reporting period on Attachment B of the APR?





· For the CDBG Recipient:  If the answer is “Yes,” a red pop-up message will appear stating, “Please complete Attachment B of the APR; you must enter the required information for all new contracts entered into during the reporting period.  Attachment B must be submitted with your APR to HCD.”  The CDBG Recipient must then complete Attachment B in its entirety.
[image: image16.png]PART Il CONTRACTS AWARDED

1. During the reporting period, did you enter into any new contracts (regardiess of dollar amount)?  [ves

you must enter the required information for all new contracts entered
into during the reporting period. Attachment B must be submitted with your APR to HCD.

2. If yes to question #1, did you list all new contracts entered into during the reporting period on Attachment B of
the APR? [~]





· For the Contractor or Subcontractor:  If the answer is “Yes,” a red pop-up message will appear stating, “Please complete the “Attachment B – Stand-Alone Report;” you must enter the required information for all new contracts entered into during the reporting period.  After completion, submit the “Attachment B – Stand-Alone Report” with the APR to HCD.”  The Contractor or Subcontractor must then complete the Attachment B – Stand-Alone Report in its entirety.
[image: image17.png]PARTII: CONTRACTS AWARDED

you enter into any new contracts (regardless of dollar amount)?
you must enter the required information for all new
contracts entered into during the reporting period. After completion, submit the "Attachment B - Stand-Alone Report"
with the APR to HCD.
2. Ifyes to question #1, did you list all new contracts entered into during the reporting period on Attachment B of the
APR? v

1. During the rej





Question #2:  If yes to question #1, did you list all new contracts entered into during the reporting period on Attachment B of the APR?

· This question is to ensure that the CDBG Recipient, Contractor, or Subcontractor who is completing the form listed all new contracts entered into during the reporting period on “Attachment B” or the “Attachment B – Stand-Alone Report.”
· If the answer is “Yes,” a red pop-up message will appear stating, “Continue completing this from.”
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Please complete the "Attachment B - Stand-Alone Report;” you must enter the required information for all new
contracts entered into during the reporting period. After completion, submit the "Attachment B - Stand-Alone
Report” with the APR to HCD.

2. If yes to question #1, did you list all new contracts entered into during the reporting period on Attachment B of the
APR? s [+]





· If the answer is “No,” a red pop-up message will appear stating, “You must complete the “Attachment B – Stand-Alone Report” in its entirety and submit with the APR to HCD.  Continue completing this from.”
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1. During the reporting period, did you enter into any new contracts (regardiess of dollar amount)? ves [
Please complete the "Attachment B - Stand-Alone Report;” you must enter the required information for allnew
contracts entered into during the reporting period. After completion, submit the "Attachment B - Stand-Alone
Report” with the APR to HCD.
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PART III:  SUMMARY OF EFFORTS MADE (for CDBG Recipients, Contractors and Subcontractors)
Questions #1 and #2:  Answer “Yes” or “No” to the questions as shown below, which are based on the terms as defined in the Section 3 Glossary (see definition of “Numerical Goals” in #14):
[image: image20.png]PART

: SUMMARY OF EFFORTS MADE

Meeting Section 3 Goals Outlined by HUD: The Section 3 Goals are defined under #14 "Numerical Goals” in the attached Glossary.

1. Training and Employment:

Were at least 30% of your total new hires Section 3 residents? -

2. Awarding Contracts:

a. Were at least 10% of the total dollar amount of (all Section 3-covered) construction contracts over $100,000 awarded to Section 3

businesses?

Yes

D Were at least 3% of the total dollar amount of (all Section 3-covered) non-construction contracts awarded to Section 3 businesses?

Yes





Definition of Numerical Goals (#14) in the Section 3 Glossary:
[image: image21.png]you may demonstrate compliance by committing|
to employ residents for 30% of the aggregate number of new hires
each ye:
. you may demonstrate compliance by committing to
|award Section 3 business concems
® at least 10% of the total dollar amount of all Section 3-covered|
construction  contracts over $100.000 (rehabilitation and  new
construction): and
® at least 3% of the total dollar amount of all Section 3-covered non-|
construction contracts (ie.. landscaping or professional ~senices|
contracts such as architectural, environmental, or legal senices).





Question #3:  Check all of that apply based on efforts made to direct employment and other economic opportunities toward low- and very low-income persons.
[image: image22.png]3. Indicate below the efforts made by the entity completing this form to direct the employment and other econo
opportunities generated by the HOME award toward low- and very low-income persons, particularly those who
are recipients of government assistance for housing.

@ Attempted to recruit low-income residents through local advertising media, signs prominently displayed at the project
site, contacts with community organizations and public or private agencies operating within the metropolitan area (or
Non-metropolitan County) in which the Section 3-covered program or project is located, or by similar methods;

Participated in a HUD program or other program(s) that promotes the training or employment of Section 3 residents;

Participated in a HUD program or other program(s) that promotes the award of contracts to business(es) that meet the
definition of Section 3 business concerns:

Coordinated with the Youth Build Programs administered in the metropolitan area in which the Section 3 covered project
is located: and/or

Otrr. Pleaso descrbe beow:
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