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I. Non-Profit Organizations/Owners Responsibilities 

A. Required Actions 

1. This action is to comply with Item 6 from the HUD report: 

In order to meet the above requirement, on the first day of advertisement, use the Section 
3 Business Registry, maintained by the Housing Authority of the City of L.A. to advise the 
contracting opportunity to all Section 3 businesses for this project’s needed trades.  

Additional outreach is recommended to businesses found on the following resources or 
other reliable resources. The websites may be able to assist with identifying Section 3 
Businesses, disadvantaged business, or small business: 

Regional Alliance Marketplace for Procurement (RAMP) 
U.S. Small Business Administration Dynamic Small Business Search 

The above websites are shared by CIFD as a courtesy only, and it is the responsibility of 
the website owners to manage and maintain the information on the websites listed.  

Provide copies of emails sent to certified or potential Section 3 business concerns.  

2. Give your contractors a copy of Parts III and IV below. Ensure that the contractors 
perform the actions required in the “General Contractors & Subcontractors” sections and 
provide documentation for the required worker information and qualitative efforts. 

B. Recommended Actions 

Please see Part IV for additional qualitative efforts that are recommended. If actions are 
taken, please provide copies of emails; phone call conversation records with dates, names 
and a summary of what was discussed; meeting records with dates, names and a summary 
of what was discussed; and other relevant documentation. 

II. City of L.A. Departments/Agencies Responsibilities 

A. Required Actions 

Give your contractors a copy of Parts III and IV below. Ensure that the general contractor 
performs the actions required in the “General Contractors & Subcontractors” section and 
provides the required documentation worker information and qualitative efforts. 

B. Recommended Actions 

Please see Part IV for qualitative efforts that are recommended. If actions are taken, please 
provide copies of emails; phone call conversation records with dates, names and a summary 
of what was discussed; meeting records with dates, names and a summary of what was 
discussed; and other relevant documentation. 

6) Outreach efforts to identify and secure bids from Section 3 business concerns. 

https://www.hacla.org/en/contracts-and-procurement/forms-documents-and-policies
https://www.hacla.org/en/contracts-and-procurement/forms-documents-and-policies
https://www.rampla.org/s/regional-profiles
https://dsbs.sba.gov/search/dsp_dsbs.cfm
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III. General Contractors & Subcontractors Responsibilities 

A. Required Actions - Worker Information 

1. The below questions are copied from the HUD 4736A form. Follow the instructions below 
to answer each question. If none apply for [1], [2] or [3], please DO NOT CHECK any 
choices, and proceed to sign the form. 

 

Please indicate which of the following is true for the worker listed above: (Select all that apply) 

[1] ____ Worker’s income from your employment is below the income limit 
based on a calculation of what the worker’s wage rate would translate to if 
annualized on a full-time basis* 
[2] ____ Worker is employed by a Section 3 Business Concern (Select if your 
business qualifies as a Section 3 Business Concern) 
[3] ____ Worker’s residence is within the service area or neighborhood of the 
project 

Income 
limit 

$XX,XXX 

 *Currently or at the time of hire if hired within the past 5 years. 
 

How to answer [1]: How much did the worker make per year? 
 
1a) Was this worker hired more than 5 years ago? If yes, multiply their current hourly rate 
$_________ X 2,080 hours for their estimated annual wages $______________________ 
 
1b) If this worker was hired less than 5 years ago, multiply their current hourly rate x 2,080 
hours for their current estimated annual wages $______________  
AND multiply their original hourly rate x 2,080 hours for their original estimated annual wages 
$_______________  
 
Which one is less? $______________________ (use the lower amount for the next question) 
 
1c) What County does this worker live in? See the below income limits for 2025.   
 

Los Angeles County: $84,850 
 

Kern County: $52,600 
 

Orange County: $94,750 
 

Riverside County: $62,650 
 

San Bernardino County: $62,650 
 

Santa Barbara County: $98,850 
 

Ventura County: $83,850  

 

1d) If the worker does not live in one of the above named counties, please go here: 
https://www.huduser.gov/portal/datasets/il/il2024/select_Geography.odn to find current income 
limits – use a one-person household at 80% Area Median Income (AMI). 
 
1e) If the answer to 1a or 1b is equal to or less than the income limit for the worker’s county, 
put X in [1] of the 4736A form. If the answer to 1a or 1b is more, leave the box blank.  

https://www.huduser.gov/portal/datasets/il/il2024/select_Geography.odn
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How to answer [2]:  Section 3 business concern 
Is your business a Section 3 business? If yes, for all workers employed, mark X in [2]. If not, 
leave the box blank. 
 
To be a Section 3 Business Concern, at least one of the below must be applicable within the last 
6 months:  

● It is at least 51 percent owned and controlled by low- or very low-income persons (see 
the HUD income limits);  

● Over 75 percent of the labor hours performed for the business over the prior three-
month period are performed by Section 3 workers; or  

● It is a business at least 51 percent owned and controlled by current public 
housing residents or residents who currently live in Section 8-assisted housing.  

 
If none of these apply, then your business is NOT a Section 3 business. Leave box blank.  
 
How to answer [3]:  Service area of the project 
Does the worker live within one mile of the project site? If yes, mark X in 3. If not, leave box 
blank. 

B. Required Actions - Qualitative Efforts 

1. This action is to comply with Item 3 from the HUD report:  
 

In order to meet the above requirement, provide copies of the apprentice certifications. 
U.S. Department of Labor (DOL) certifications are preferred; State of California Department 
of Industrial Relations (DIR) certifications will be accepted. 

2. This action is to comply with Items 11, 12, 14, 15, 16, and 18 from the HUD report 

(FamilySource): 

In order to meet these requirements, post the attached FamilySource Center flyer at the job 
site; posting it next to the Davis Bacon poster is ideal. Provide a photo of the FamilySource 
Center flyer posted at the job site.  FamilySource Centers offer the above-named services.   

3. This action is to comply with Items 5, 9 and 20 from the HUD Report (WorkSource): 

3) Direct, on-the job training (including apprenticeships).  

11) Provided or connected residents with supportive services that can provide direct 
services or referrals. 
12) Provided or connected residents with supportive services that provide one or more of 
the following: work readiness health screenings, interview clothing, uniforms, test fees, 
transportation. 
14) Assisted residents to apply for or attend community college or a four-year educational 
institution. 
15) Assisted residents to apply for or attend vocational/technical training. 
16) Assisted residents to obtain financial literacy training and/or coaching. 
18) Provided or connected residents with training on computer use or online technologies. 
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In order to meet these requirements, post the attached WorkSource Center flyer at the job 
site; posting it next to the Davis Bacon poster is ideal. Provide a photo of the WorkSource 
Center flyer posted at the job site.  WorkSource Centers offer the above-named services. 

4. This action is to comply with Item 13 from the HUD Report (child care): 

In order to meet the above requirement, post the attached Child Care flyer at the job site 
where it may be easily seen by employees; posting it next to the Davis Bacon poster is ideal.  
Also post the flyer on an exterior fence or wall that is visible to the public; posting it next to 
the permit is ideal. Provide photos of the Child Care flyer posted at the job site employee 
area and publicly-visible area. 

C. Recommended Actions 

Please see Part IV for additional qualitative efforts that are recommended. If actions are 
taken, please provide copies of emails; phone call conversation records with dates, names 
and a summary of what was discussed; meeting records with dates, names and a summary 
of what was discussed; and other relevant documentation. 

 

5) Technical assistance to help Section 3 workers compete for jobs (e.g., resume 
assistance, coaching). 
9) Provided or connected residents with assistance in seeking employment including: 
drafting resumes, preparing for interviews, finding job opportunities, connecting residents 
to job placement services. 
20) Outreach, engagement, or referrals with the state one-stop system, as designed in 
Section 121(e)(2) of the Workforce Innovation and Opportunity Act. 

13) Assisted residents with finding child care. 

Contractor prepares 4736 
forms, obtains apprentice 
certificates, and evidence of 
other qualitative efforts; then 
submits to project manager 
(City or non-profit agency) 

Project manager (City or 
non-profit agency) sends 
completed 4736 forms, 
apprentice certificates, and 
evidence of qualitative efforts 
to CIFD (including efforts the 
project manager completed) 

CIFD reviews all documents 
and identifies Section 3 
workers 

CIFD Requests a report from 
the Bureau of Contract 
Administration on total labor 
hours for the project and 
hours for Section 3 workers 

CIFD reports labor hours and 
qualitative efforts to HUD 



 

CIFD Section 3 Policy & Procedures, p. 5 

IV. All Qualitative Efforts from the HUD Report 
 

1. Outreach efforts to generate job applicants who are Public Housing Targeted Workers. 

2. Outreach efforts to generate job applicants who are Other Funding Targeted Workers. 

3. Direct, on-the job training (including apprenticeships). 

4. Indirect training such as arranging for, contracting for, or paying tuition for, off-site 
training. 

5. Technical assistance to help Section 3 workers compete for jobs (e.g., resume 
assistance, coaching). 

6. Outreach efforts to identify and secure bids from Section 3 business concerns. 

7. Technical assistance to help Section 3 business concerns understand and bid on 
contracts. 

8. Division of contracts into smaller jobs to facilitate participation by Section 3 business 
concerns. 

9. Provided or connected residents with assistance in seeking employment including: 
drafting resumes, preparing for interviews, finding job opportunities, connecting residents 
to job placement services. 

10. Held one or more job fairs. 

11. Provided or connected residents with supportive services that can provide direct services 
or referrals. 

12. Provided or connected residents with supportive services that provide one or more of the 
following: work readiness health screenings, interview clothing, uniforms, test fees, 
transportation. 

13. Assisted residents with finding child care. 

14. Assisted residents to apply for or attend community college or a four-year educational 
institution. 

15. Assisted residents to apply for or attend vocational/technical training. 

16. Assisted residents to obtain financial literacy training and/or coaching. 

17. Bonding assistance, guaranties, or other efforts to support viable bids from Section 3 
business concerns. 

18. Provided or connected residents with training on computer use or online technologies. 

19. Promoting the use of a business registry designed to create opportunities for 
disadvantaged and small businesses. 

20. Outreach, engagement, or referrals with the state one-stop system, as designed in 
Section 121(e)(2) of the Workforce Innovation and Opportunity Act. 

21. Other: 

 
 


