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CITY OF LONG BEACH 
Developer/General Contractor HUD Section 3 ♦ Labor Compliance 

Requirements 

 
 
 
 
Notwithstanding anything contained in federal law, the Contractor (throughout this 
checklist, reference to “Contractor” shall mean prime contractor and shall include 
“Developer” as applicable) and its subcontractors shall comply with Section 3 
hiring requirements (24 CFR Part 135) and shall:  
 

1. Contract with Section 3 businesses for a minimum of ten percent (10%) of 
the total dollar amount of all building trades work at the subject project site. 

 
2. Hire Section 3 residents for a minimum of thirty percent (30%) of total 

hours, above the existing Core Workforce.   
 
Definitions 
 

Existing Core Workforce: The core workforce is composed of those 
employees whose names appeared on the Contractor’s active payroll for 
fsixty (60) of the one hundred (100) working days prior to award of the 
project to the Contractor; and who possess any license required by state or 
federal law for work; and who have the ability to safely perform the basic 
functions of the applicable trade.   
 

Section 3 Coordinator:  Representative(s) of the City available to assist 
the Contractor and any subcontractor(s) meet the Section 3 goals 
described above. 
 

Section 3 Business: A business that is fifty-one percent (51%) or more 
owned by a Section 3 resident; or whose permanent, full-time employees 
include a minimum of thirty percent (30%) current Section 3 residents or 
workers who were Section 3 residents within three (3) years of the date of 
their first employment with the business. 
 

Section 3 Resident: A low-income individual whose household income 
does not exceed eighty percent (80%) of the area median income for the 
Los Angeles County-Long Beach area and who resides in the City of Long 
Beach or Signal Hill or an individual who lives in public housing. 
(Attachment A, “HUD Income Limits”, provides income guidelines). 
 
 
 

 
 
 

Policy 
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Developer/General Contractor HUD Section 3 ♦ Labor Compliance 

Requirements 

Section 3 Business Enterprises – Compliance Requirements  
 
Prior to bid opening, the Section 3 Coordinator will direct 
Developer/Contractor to do the following: 

 
1. Advertise subcontracting opportunities in at least one (1) of the 

newspapers specified as General Press and at least two (2) of the 
Community Newspaper outlets. Documentation of these efforts could 
consist of a tear sheet, proof of publication, or other verification that 
confirms the date the advertisement was placed.   

 
The media sources below are available for the advertisement of 
subcontracting and employment opportunities.  Other known sources may 
also be used. 

 
 

General Press 
 
Long Beach Press Telegram 
300 Oceangate 
Long Beach, CA 90802 
(562) 435-1161 

Long Beach Business Journal 
2599 E. 28th St., Suite 212 
Signal Hill, CA 90755 
(562) 988-1222 

 
Downtown and Grunion Gazette 
5225 E. 2nd St. 
Long Beach, CA 90803 
(562) 433-2000 

 

Community Newspapers 
 

                     Long Beach Times 
 121 Linden Ave. 
 Long Beach, CA 90802 
 (562) 436-8221 

 Signal Tribune  
2669 Myrtle Ave., # 111 
Signal Hill, CA 90755 

                (562) 427-8678 
 

     La Opinion 
     700 S. Flower St., Suite 3000 
     Los Angeles, CA 90017 

                     (213) 622-8332 

 

 
 

  
 

2.  Provide written notice of such opportunities to all known Section 3 
businesses.  This notice shall be in sufficient time to allow the Section 3 
businesses to respond to the bid invitation. 

 
3. Work with outreach agencies that can assist in the recruiting of Section 3 

businesses.  Correspondence to outreach agencies will indicate specific 
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CITY OF LONG BEACH 
Developer/General Contractor HUD Section 3 ♦ Labor Compliance 

Requirements 

contracting opportunities for Section 3 businesses.  A list of outreach 
agencies is below.  Other known agencies may be used. 

 
Regional Hispanic Chamber of Commerce  Long Beach Chamber of Commerce  
555 E. Ocean Blvd., Suite 638    One World Trade Center, Suite 2006  
Long Beach, CA 90802    Long Beach, CA 90831-0206   
(562) 590-7302      (562) 436-1251 
info@regionalhispaniccc.org    Contact:  Judy Donely 
      (562) 437-8828 
 
The Regional Hispanic Chamber receives advertisements for contracting opportunities to  
their members.  Please send a concise email detailing subcontracting opportunities that  
you are  offering together with your applicable contact information and a due date.  The 
chamber will insert information that you provide in their newsletter and on their website.   
 
The Long Beach Chamber is pleased to advertise contracting opportunities to their 
members, but please provide Notice to the chamber as soon as possible, due to the 
chambers turn-around time. 
 
4.   Follow up on all non-responsive solicitations of Section 3 businesses and 

provide additional information about the contracting opportunity. 
 
Prior to bid opening, the Contractor shall do the following: 
 
1. Contract with Section 3 businesses for a minimum of ten percent 

(10%) of the total dollar amount of all building trades work at the 
project site.  If the Contractor fails to meet this contracting requirement, 
the Contractor shall be subject to penalties outlined in Effects of 
Noncompliance on page 8.  To avoid imposition of such penalties, the 
Contractor must demonstrate that it utilized its best efforts to contract with 
Section 3 businesses for a minimum of ten percent (10%) of the total dollar 
amount of all building trades work at the project site.  The Contractor may 
demonstrate best efforts by detailing all efforts made on a contact log 
similar to Attachment I and affixing documents to the log that support such 
efforts (e.g., proof of mailing, fax transmittal sheets, e-mails, etc.), and 
advertising in local media.  The contact log must at a minimum include the 
following:   

 
► Company called 
► Contact information (telephone or fax number, e-mail address) 
► Contact person 
► Time 
► Date 
► Results of the conversation 

 
The City is committed to working with the Contractor to successfully 
achieve Section 3 requirements.  Accordingly, the City will assign a 
Section 3 Coordinator to be available to the Contractor for assistance in 
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CITY OF LONG BEACH 
Developer/General Contractor HUD Section 3 ♦ Labor Compliance 

Requirements 

completing the requirements listed herein.  The Section 3 Coordinator will 
be available to help the Contractor and any subcontractors identify Section 
3 business enterprises. 

 
2. Obtain from the Section 3 Coordinator a list of known Section 3 and local 

business enterprises previously contacted by the Section 3 Coordinator 
and then actively contact those businesses to ascertain whether they are 
interested in participating on the project team.  Contractors are encouraged 
to contact other business enterprises that may qualify as Section 3 
business enterprises.  All contact with these businesses must be 
documented by providing a contact log (Attachment I) or a list of 
businesses contacted via fax, mail or e-mail.  If a contact log is used it 
must include the information noted in Attachment I.  If other lists are used, 
they should at a minimum include company name, address, contact person 
(if available), date contacted via fax, mail or e-mail, and result of contact. 

 
3.  Contact the outreach agencies listed on page 4.  All contact with these 

outreach agencies must be documented by providing a contact log similar 
to Attachment I or a list of agencies contacted via fax, mail or e-mail.  If 
other lists are provided, they should at a minimum include company name, 
address, contact person (if available), date contacted via fax, mail or e-
mail, and result of contact.  

 
4.  Submit to the Section 3 Coordinator a Business Information Form 

(Attachment J) for each listed subcontractor. The Section 3 Coordinator 
will use this form to determine if the subcontractor qualifies as a Section 3 
business enterprise. 

 
 
 
 
 
During construction, the Contractor shall do the following: 
 
1. The Contractor shall hire Section 3 residents for a minimum of thirty 

percent (30%) of total hours, above the existing Core Workforce.  If 
the Contractor fails to meet this hiring requirement, the Contractor shall be 
subject to penalties outlined in Effects of Noncompliance on page 8.  To 
avoid imposition of such penalties, the Contractor must demonstrate that it 
utilized its best efforts to hire Section 3 residents for a minimum of thirty 
percent (30%) of total hours, above the existing Core Workforce.  The 
Contractor may demonstrate best efforts by detailing all efforts made on a 
contact log similar to Attachment I and affixing documents to the log that 
support such efforts (e.g., proof of mailing, fax transmittal sheets, e-mails, 
etc.).   

Section 3 Workforce – Compliance Requirements 
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CITY OF LONG BEACH 
Developer/General Contractor HUD Section 3 ♦ Labor Compliance 

Requirements 

 
2. The Contractor shall submit the following documentation to the City’s 

Section 3 Coordinator at a date and time to be specified: 
 

• An executed HUD Section 3 Affidavit (Attachment B).  This 
document is to be submitted with the Prime Contractor’s bid.  Must be 
completed by all subcontractors prior to issuance of Notice to Proceed. 

 
• An executed HUD Section 3 Compliance Certificate (Attachment 

C).  This document is to be submitted with the Contractor’s bid and 
becomes a part of the Contractor’s contract with the City and required 
for each subcontractor.  Must be completed by all contractors prior to 
the issuance of Notice to Proceed. 

 
• A list of the Existing Core Workforce for the prime contractor and 

each listed subcontractor (Attachment D).  Must be submitted prior to 
the issuance of Notice to Proceed. 

 
• A Project Employee Survey Form (Attachment E) for each new 

employee for the prime contractor and each listed subcontractor. The 
list shall include the employee’s name, address, occupation, and date 
of hire.  This form will be used to determine if the employee is or 
qualifies as a Section 3 resident, or in situations of subcontractors, 
whether they qualify as a Section 3 business. 

 
• An Employment Forecast Form (Attachment F) identifying the trades 

that will be used, numbers of workers needed, and forecasted number 
of hours for each trade.  This form must be submitted even if no new 
hires are anticipated.  (This is a mandatory monthly submittal.) 

 
In addition to submitting the documentation listed above, during construction of 
the project, the Contractor shall do the following: 
 
1. If applicable, work with local unions to request hiring priority for 

journeymen and apprentices who are Long Beach and Signal Hill 
residents.  The Contractor shall provide priority to Long Beach and Signal 
Hill residents for all hiring opportunities so as to ensure that a minimum of 
thirty percent (30%) of all new hires are Long Beach or Signal Hill 
residents.  A sample letter is provided in these Section 3 documents.   

 
2. Use the Request for Craft Employees Form (Attachment L) or Worker 

Requisition Form (Attachment M), as applicable, to notify the local 
Workforce Development Office, non-profit entities, and community-based 
organizations of available employment opportunities at the project site.  As 
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CITY OF LONG BEACH 
Developer/General Contractor HUD Section 3 ♦ Labor Compliance 

Requirements 

new construction employees are needed by the Contractor or 
subcontractor, the following should be followed: 

 
a.  Union Contractors:  Contractors are required to submit a letter 

(Attachment K) and the Request for Craft Employees Form 
(Attachment L) to their respective unions notifying them of the 
Contractor’s Section 3 obligations when requesting workers. 

 
b. Non-Union Contractors:  Non-Union contractors are required to 

use the Worker Requisition Form (Attachment M) and submit 
same to the City’s Workforce Development Bureau when requesting 
new workers. 

 
3. Post public notices announcing HUD Section 3 Job and 

Contracting/Business Opportunities (Attachment H).  The Contractor 
shall post these notices at the jobsite. 
 

4. With each monthly application for payment, the Contractor shall provide to 
the Section 3 Coordinator or designee, by the fifteenth (15th) calendar day 
of the following month, Contractor and subcontractor documentation to 
confirm compliance with Section 3 requirements.  These documents shall 
include, but not be limited to: 

   
a. Certified Payrolls. 
 
b.  Monthly Section 3 Hiring Report (Attachment G) for the 

Contractor and each subcontractor showing employee name, 
employer, date hired, occupation, family size, yearly income, 
section 3 status, and hours worked on the project to date. 

 
c.   Construction Jobs Survey Form (Attachment E) for all new 

hires. 
 
d. Monthly Forecasting Form (Attachment F). 
 

5. Submit other such documentation that the City may require to demonstrate 
the Contractor’s/subcontractor’s compliance with Section 3 requirements, 
such as follow up contact logs for Section 3 applicant inquiries. 

 
During construction of the project, the Contractor shall provide all required 
information to the Section 3 Coordinator or designee who will do the following: 

 
1.  Coordinate with the City’s workforce development bureau and other 

community organizations that provide workforce opportunities and training. 
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Developer/General Contractor HUD Section 3 ♦ Labor Compliance 

Requirements 

 
2.  Provide to the Contractor all documents and responses from Section 3 

applicants for the purpose of having the Contractor follow up and respond 
to such inquiries.  Such follow-up must be documented with a contact log 
similar to Attachment I or by providing a list of follow-ups contacted via 
fax, mail or e-mail.  Fax, mailing lists and/or e-mail distributions should 
contain the applicant’s name, fax number, mailing address or e-mail 
address, and the date faxing, mailing or e-mailing occurred. 
 

 
 
 
 
 
The City is committed to working with the Contractor to meet the hiring and 
contracting requirements.  In this regard, the Contractor shall include the 
Section 3 Coordinator in all meetings related to complying with the hiring and 
subcontracting goals.  Failure to meet these goals or to assist in the 
documentation of the Contractor’s best efforts to meet these goals, shall result in a 
penalty equal to ten percent (10%) of each subsequent progress payment 
application beyond any normal retention until the deficiency is corrected.  Upon 
remediation of the deficiency, the penalty amount will be released to the Contractor.  
In the event that the Contractor fails to provide required documentation regarding 
both the thirty percent (30%) hiring and ten percent (10%) subcontracting goals, the 
maximum penalty that may be assessed is ten percent (10%) of each subsequent 
progress pay application. 

 
 Note:  In the event a subcontractor fails to furnish the required documentation 
to the Contractor, the Contractor shall withhold a penalty equal to ten percent 
(10%) of each payment application from that subcontractor.  Upon remediation 
of the deficiency, the Contractor shall release the penalty amount to the 
subcontractor.  The maximum penalty that may be assessed against a 
subcontractor is ten percent (10%) of each subsequent pay application. 
 
 
 
 
 

 
 
  

 
 
 
 
 

Section 3 Workforce and Business Enterprises – Effects of 
Noncompliance 
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Requirements 

 
 
 
 
 
 
 
 
 
 

 CONTRACTING/ BUSINESS EMPLOYMENT OPPORTUNITIES 
CONTACT PATRICE HENDERSON 

HUD SECTION 3 COORDINATOR 
CECILE WALTERS 
HUD SECTION 3 WORKFORCE 
COORDINATOR 

PHONE (562) 570-6037 (562) 570-4788 
ADDRESS CITY HALL  

333 W. OCEAN BLVD., 6TH FL.,  
LONG BEACH, CA 90802 

PACIFIC GATEWAY NETWORK 
3747 ATLANTIC AVENUE 
LONG BEACH, CA 90806 

EMAIL PATRICE.HENDERSON@LONGBEACH.GO
V 

CECILE.WALTERS@LONGBEACH.GOV 

FAX (562) 499-1014 (562) 570-4551 
 
 

For additional outreach efforts, please refer to the ‘HUD Appendix to Part 
135’ (Attachment N). 

 
 
 
 

 
 

I, the undersigned   
 (Officer or authorized agent of 

company—Print Name) 
 Signature’s Title 

 agree to adhere to the City of Long Beach Housing and Urban 
Development (HUD) Section 3 Policy and Checklist as stated herein. 

 

                                         Signature                                              Date 
 

HUD Section 3 Contract/Business Opportunity and Workforce 
Development Compliance Personnel List 
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AS OF MARCH 19, 2009 

 

 

DEPARTMENT OF HOUSING AND URBAN 
DEVELOPMENT (HUD) INCOME LIMITS  

Listed below are the current income limits that the City of Long Beach and its representatives will 
use to determine whether an individual or company meets the federal definition of “Section 3” 

eligibility. If you do not qualify based on your current income and family size, but you meet the 
requirements based on your income and family size within the last three years, you still qualify.  

All income amounts are subject to adjustment by the City in accordance with HUD 
guidelines.  

FAMILY 
SIZE 

INCOME CRITERIA 
(80% OF MEDIAN) 

1 $44,400 

2 $50,750 

3 $57,100 

4 $63,450 

5 $68,550 

6 $73,600 

7 $78,700 

8 $83,750 

Attachment A



 
 
 
 
 

 
 

 
 
 
                        

 

          ATTACHMENT B
  

 

 
IMPORTANT NOTE:  YOUR SIGNATURE BELOW INDICATES THAT YOU RECEIVED A 

COPY OF THE CITY’S SECTION 3 POLICY AND REQUIREMENTS AND THE HUD 

SECTION 3 COMPLIANCE CERTIFICATION  (ATTACHMENT C) AND COMPLIANCE 

REQUIREMENTS STATED THEREIN. 

 
I, THE UNDERSIGNED 

  

 
OFFICER OR AUTHORIZED 
AGENT OF COMPANY   
(PRINT NAME) 

 

SIGNATURE’S TITLE 

  

 SIGNATURE 

PROJECT NAME: 

COMPANY NAME:  

ADDRESS:  

                 CITY                      STATE  ZIP CODE  

TELEPHONE NUMBER: (         )  

E-MAIL ADDRESS:  

DATE:  

CITY OF LONG BEACH 
HUD SECTION 3 AFFIDAVIT 

Must be completed by the prime contractor and submitted with bid documents.  Must 
be completed and submitted by all subcontractors prior to issuance of Notice to 

Proceed. 



         
 
 
 
 
 

 
The contract for this work will include the following clause (referred to as the HUD Section 3 clause): 

 
A. The work to be performed under this contract is subject to the requirements of Section 3 of the Housing and 

Urban Development Act of 1968, as amended, 12 U.S.C. 1701u (Section 3). The purpose of Section 3 is to 
ensure that employment and other economic opportunities generated by HUD assistance or HUD-assisted 
projects covered by Section 3, shall, to the greatest extent feasible, be directed to low- and very low-income 
persons, particularly persons who are recipients of HUD assistance for housing.  Consistent with 24 CFR 
§135.72(b), the City of Long Beach shall refrain from entering into a contract with any contractor after notification 
is received from HUD that the contractor has been found in violation of the Section 3 regulations.  The City will 
also review past performance of contractors on Section 3 projects in determining contract awards.  It is 
mandatory that all contractors seeking to be awarded a City of Long Beach Section 3 covered project attend the 
pre-bid conference. 

 
B. The parties to this contract agree to comply with HUD's regulations in 24 CFR part 135, which implement Section 

3. As evidenced by their execution of this contract, the parties to this contract certify that they are under no 
contractual or other impediment that would prevent them from complying with the part 135 regulations. 

 
C. The contractor agrees to send to each labor organization or representative of workers with which the contractor 

has a collective bargaining agreement or other understanding, if any, a notice advising the labor organization or 
workers' representative of the contractor's commitments under this Section 3 clause, and will post copies of the 
notice in conspicuous places at the work site where both employees and applicants for training and employment 
positions can see the notice.  The notice shall describe the Section 3 preference, shall set forth minimum number 
and job titles subject to hire, availability of apprenticeship and training positions, the qualifications for each; and 
the name and location of the person(s) taking applications for each of the positions; and the anticipated date the 
work shall begin. 

 
D. The contractor agrees to include this Section 3 clause in every subcontract subject to compliance with 

regulations in 24 CFR part 135, and agrees to take appropriate action, as provided in an applicable provision of 
the subcontract or in this Section 3 clause, upon a finding that the subcontractor is in violation of the regulations 
in 24 CFR part 135. The contractor will not subcontract with any subcontractor where the contractor has notice or 
knowledge that the subcontractor has been found in violation of the regulations in 24 CFR part 135. 

 
E. The contractor will certify that any vacant employment positions, including training positions, that are filled (1) 

after the contractor is selected but before the contract is executed, and (2) with persons other than those to 
whom the regulations of 24 CFR part 135 require employment opportunities to be directed, were not filled to 
circumvent the contractor's obligations under 24 CFR part 135. 

 
F. The contractor understands that non-compliance and willful violation of HUD’s regulations in 24 CFR part 135 

with respect to Section 3 and related regulations by itself, its sub-contractors and or lower tier contractors will 
result in corrective measures taken by the City of Long Beach to achieve compliance, including suspension or 
withholding of contractor payments.  

 
G. With respect to work performed in connection with Section 3 covered Indian housing assistance, Section 7 (b) of 

the Indian Self Determination and Education Assistance Act (25 U.S.C. 450e) also applies to the work to be 
performed under this contract.  Section 7 (b) requires that to the greatest extent feasible (i) preference and 
opportunities for training and employment subcontracts shall be given to Indians, and (ii) preference in the award 
of contracts and subcontracts shall be given to Indian organizations and Indian-owned Economic Enterprises. 
Parties to this contract that are subject to the provisions of Section 3 and Section 7 (b) agree to the comply with 
Section 3 to the maximum extent feasible, but not in derogation of compliance with Section 7 (b) 

 
I ,  T H E  U N D E R S I G N E D ,  O N  B E H A L F  O F  T H E  C O M P AN Y  H E R E B Y  C E R T I F Y  T H AT  I  H AV E  
R E C E I V E D,  R E AD  AN D  D O  U N D E R S T AN D  T H E  C O N T E N T S  O F  T H E  AB O V E  S T AT E D  "SE C T I O N  
3"  C L AU S E.  

 
 

  
SIGNATURE  PRINT NAME 

 
DATE 

   
 TITLE (OFFICER OR AUTHORIZED AGENT)  COMPANY NAME 
 

ADDRESS CITY STATE        ZIP CODE 

PROJECT: 

ATTACHMENT C

HUD SECTION 3 COMPLIANCE CERTIFICATION 
 

Must be signed by prime contractor and all subcontractors prior to issuance of notice to 
proceed 



 
 
 

Must be completed and submitted by prime contractor and all subcontractors prior to an issuance of Notice to 
Proceed 

 
FIRM NAME:       

PROJECT:       
CONTRACT 
NO.:       

SUBMITTED 
BY:       

TELEPHONE 
NO.:       

 
The following is a list of “Core Employees.” These employees, in accordance with the 
definition of an Existing Core Workforce, have been on the active payroll for fifty (50) out of 
the last one hundred (100) working days prior to the award.  The Contractor and 
subcontractor, at any tier, must submit this form prior to commencing work on the 
project.  
 
The Contractor and subcontractor(s) shall provide to the Section 3 Coordinator or 
designee proof of their “Core Workforce” upon request.  Alternative worksheets may 
be submitted only if the same information shown below is contained. 
 

Name 
SSN (last 4 
digits only) Classification 

Hire 
Date 

Date Last 
Employed 

Verified 
(office use 

only) 

                                    

                                    

                                    

                                    

                                    

                                    
 
Certification: 
I  CERTIFY THAT THE INFORMATION CONTAINED HEREON IS TRUE AND CORRECT. IF IT IS DETERMINED THAT THE 
INFORMATION REPORTED HEREON IS NOT TRUE AND CORRECT, I WILL NOT BE ALLOWED TO DO WORK (BEGIN, FINISH, 
COMPLETE) FOR THE CITY OF LONG BEACH. 
 

Signature:       Date:       

Title:       

City of Long Beach 
Existing Core Workforce List 

ATTACHMENT D 

City of Long Beach 
Attention:  Financial Management-Section 3 

333 West Ocean Boulevard, 7th Floor 
Long Beach, CA 90802 
(562) 570-6037 Phone 

(562) 499-1014 Fax 

SUBMIT TO



 

 

CITY OF LONG BEACH 
PROJECT EMPLOYEE SURVEY

 

The sole purpose of this form is to calculate the number of Section 3 Residents working on construction 
projects.   This form was not created by the I.R.S. (Internal Revenue Service). Please print or type. 

COMPANY: 
 
PROJECT: 
 
NAME: 

                                                                 
 
 

ADDRESS:  APT.:  

CITY:  STATE:  ZIP CODE:  

TELEPHONE: (           )  

NUMBER OF PEOPLE LIVING WITH YOU IN YOUR HOME:  

FOR THE LAST THREE YEARS, PLEASE GIVE AN 
ESTIMATE OF YOUR GROSS ANNUAL INCOME BEFORE 
BEING EMPLOYED AT THIS CONSTRUCTION PROJECT:      FILL IN LINES BELOW 
                                                                                                                           
                                     CURRENT YEAR ANNUAL INCOME :  $__________________________________             
 
                                     LAST YEAR ANNUAL INCOME:              $__________________________________________________ 
 
                                                       TWO (2) YEARS AGO INCOME:       $____________________________________________________ 
 
  OR A PUBLIC HOUSING RESIDENT OR RECEIVE SECTION 8 ASSISTANCE         YES                     NO       

 
 

 

 

SIGNATURE 

 

DATE 
Submit To:  

  
 
 

 

City of Long Beach 
Attention:  Financial Management-Section 3 

333 West Ocean Boulevard, 7th Floor 
Long Beach, CA 90802 
(562) 570-6037 Phone 

(562) 499-1014 Fax

To be completed by all new hires (including office personnel) 
Form to be submitted with certified payrolls every time an employee is hired 

(This form is mandatory and must be completed by the prime contractor and all 
subcontractors as required.) 

ATTACHMENT E 



  

 CITY OF LONG BEACH  
EMPLOYMENT FORECAST FORM 

 
To ensure efforts are made to reach the City of Long Beach’s numerical goals for job 

placement of local low-income individuals, the prime contractor and all subcontractors shall 
provide the following employment forecasts for this project on a monthly basis (this 

document must be submitted with the certified payrolls).  This is a mandatory monthly 
submittal. 

Company: 
    Date: 

 Project:    

Project Start Date:                                                    Project End Date: 

 

Total Forecasted Work Hours For Entire Project:  

  

Total Forecasted Workforce Size 
  

TRADE NUMBER OF EMPLOYEES NEEDED 
TO COMPLETE TASK 

FORECASTED WORK HOURS BY 
TRADE 

    

   

   

   

   

   

   

   

   

   

   

   

ATTACHMENT F

To be completed by the prime contractor and all subcontractors



 
  
 
 
 
 
 
 
 
 

To ensure efforts are made to reach the City of Long Beach’s numerical goals for job 
placement of local low-income individuals, the Contractor and all subcontractors shall 

provide the following employment information for this project on a monthly basis: 
This is a mandatory monthly submittal for by all contractors (prime and 

subcontractors) and must be submitted with certified payrolls. 
 
 
 
Project:__________________________________________________________________ 
 
 
Company:        Date:___________________ 
 
 
Reported by:_____________Prime Contractor____________Subcontractor____________ 
 
 
Monthly Reporting Period:____________________________________________________ 
 
________________________________________________________________________ 

NAME OF NEW HIRE HIRE DATE OCCUPATION 
   

   

   

   

   

   

   

   

   

   

   

   

          Attachment G 

CITY OF LONG BEACH  
EMPLOYMENT SECTION 3 WORKFORCE

MONTHLY HIRING REPORT



  
  
     
             

NOTICE OF HUD SECTION 3 
JOB AND CONTRACTING 

OPPORTUNITIES 

LONG BEACH & SIGNAL HILL RESIDENTS MAY QUALIFY FOR 

EMPLOYMENT AND CONTRACTING OPPORTUNITIES ON THIS 

FEDERALLY FUNDED CONSTRUCTION PROJECT.  LOW-INCOME AND 

VERY LOW-INCOME RESIDENTS AND BUSINESSES WILL RECEIVE 

HIRING PREFERENCE. 
 
INTERESTED LONG BEACH & SIGNAL HILL RESIDENTS AND 

BUSINESSES SHOULD CONTACT THE DESIGNATED PERSON BELOW TO 

DETERMINE THEIR ELIGIBILITY FOR CURRENT AVAILABLE POSITIONS, 
POSSIBLE FUTURE POSITIONS OR OTHER EMPLOYMENT AND 

CONTRACTING INFORMATION. 

 

 
THIS NOTICE COMPLIES WITH THE CITY OF LONG BEACH SECTION 3 
ACTION PLAN. 

ATTACHMENT H

 CONTRACTING/ BUSINESS EMPLOYMENT OPPORTUNITIES 
CONTACT PATRICE HENDERSON CECILE  WALTERS 
PHONE (562) 570-6037 (562) 570-4788 
ADDRESS CITY HALL  

333 W. OCEAN BLVD., 7TH  FL.,  
LONG BEACH, CA 90802 

PACIFIC GATEWAY NETWORK   
3447 ATLANTIC AVE 
LONG BEACH, CA 90807 

EMAIL PATRICE.HENDERSON@LONGBEACH.G
OV 

CECILE.WALTERS@LONGBEACH.GOV 

FAX (562) 499-1014 (562) 570-4551 



 
 CONTRACTING/ BUSINESS EMPLOYMENT OPPORTUNITIES 
CONTACT PATRICE HENDERSON CECILE WALTERS 
PHONE (562) 570-6037 (562) 570-4788 
ADDRESS CITY HALL  

333 W. OCEAN BLVD., 6TH  FL.,  
LONG BEACH, CA 90802 

PACIFIC GATEWAY NETWORK   
3447 ATLANTIC AVE 
LONG BEACH, CA 90807 

EMAIL PATRICE.HENDERSON@LONGBEACH.G
OV 

CECILE.WALTERS@LONGBEACH.GOV 

FAX (562) 499-1014 (562) 570-4551 
 

 

AVISO DE OPORTUNIDADES DE 
TRABAJO Y CONTRATOS 

LOS RESIDENTES Y NEGOCIOS DE LONG BEACH PUEDEN CALIFICAR 

PARA OPORTUNIDADES DE EMPLEO POR PARTE DEL PROGRAMA DE 

CONSTRUCCIÓN FUNDADO POR EL GOBIERNO FEDERAL.  RESIDENTES 

DE BAJOS INGRESOS RECIBIRÁN PREFERENCIA PARA TRABAJOS Y 

CONTRACTOS. 
 
RESIDENTES Y NEGOCIOS DE LONG BEACH INTERESADOS, FAVOR DE 

PONERSE EN CONTACTO CON LA PERSONA DESIGNADA AL FONDO DE 

ESTA OJA, PARA DETERMINAR SU ELEGIBILIDAD PARA POSICIONES 

DISPONIBLES, FUTURAS POSICIONES POSIBLES Y OTRA INFORMACIÓN 

DE EMPLEO. 

ESTE AVISO CUMPLE CON EL PLAN DE ACCIÓN DE LA SECCIÓN 3 DE 
LA CIUDAD DE LONG BEACH. 

ATTACHMENT H



 

 

Date/Time Company Mode of 
Contact 

Contact 
Info 

Contact 
Person RESULTS OF 

CONVERSATION 
Example: 
1/12/06/ 
2:00 p.m. 
 

Example: 
ABC 
Contracting 
Co. 

Example: 
 
Fax 

Example:  
 
Fax: (562) 
123-4567 

Example: 
 
John Doe, 
Owner 

Example: 
 
Fax was sent to John Doe contractor 
asking for their participation.  John 
Doe called us and we inquired about 
their product experience.  John Doe 
sent me a listing of their completed 
projects.  This contractor thinks they 
may qualify as a Section 3 business. 
 
We will include them as part of our 
proposed team. 

 
 

     

 
 

     

 
 

     

 
 

     

 
 

     

 
 

     

 
 

     

 
 

     

 
 

     

 
 

     

 
 

     

 
 

     

 
Section 3 Business Contact Log for documenting 
contact with: Section 3 & Local Businesses 

ATTACHMENT I 

PROJECT:___________________________________
 
COMPANY:__________________________________ 

This form must be submitted with the prime contractor’s bid documents. This form must also be maintained during 
the entire period of construction for any contact with businesses.



 
 

Date/Time Company Mode of 
Contact 

Contact 
Info 

Contact 
Person RESULTS OF 

CONVERSATION 
Example: 
1/12/06/ 
2:00 p.m. 
 

Example: 
ABC 
Contracting 
Co. 

Example: 
 
Fax 

Example:  
 
Fax: (562) 
123-4567 

Example: 
 
John Doe, 
Owner 

Example: 
 
Fax was sent to John Doe contractor 
asking for their participation.  John 
Doe called us and we inquired about 
their product experience.  John Doe 
sent me a listing of their completed 
projects.  This contractor thinks they 
may qualify as a Section 3 business. 
 
We will include them as part of our 
proposed team. 

 
 

     

 
 

     

 
 

     

 
 

     

 
 

     

 
 

     

 
 

     

 
 

     

 
 

     

 
 

     

 
 

     

 
 

     

 
Section 3 Business Contact Log for documenting contact 
with:  Outreach Agencies 

ATTACHMENT I 

PROJECT:___________________________________
 
COMPANY:__________________________________ 

This form must be submitted with the prime contractor’s bid documents. This form must also be maintained during 
the entire period of construction for any contact with businesses.



 

 
THE CITY OF LONG BEACH 

HUD SECTION 3 BUSINESS INFORMATION FORM 
 
 

The sole purpose of this form is to calculate the number of Section 3 business enterprises working on construction 
projects.   Please print or type. 

COMPANY
NAME:  

ADDRESS:    

CITY:  STATE:  ZIP CODE:  

TELEPHONE: (           )  

FORM COMPLETED BY:  

SERVICE OR PRODUCT:  
IS 51% OR MORE OF YOUR BUSINESS 
OWNED BY SECTION 3 RESIDENTS?                

    
YES                NO         

 

IS AT LEAST 30% OF YOUR WORKFORCE 
(FULL TIME, PERMANENT STAFF) MADE UP OF 
SECTION 3 RESIDENTS OR WERE THEY 
SECTION 3 RESIDENTS WITHIN 3 YEARS OF 
THEIR FIRST DATE OF EMPLOYMENT? 

 
 
 
 
YES                    NO 

  

 
 

SIGNATURE 
 

DATE 

CITY OF LONG BEACH    •   DEPARTMENT OF FINANCIAL MANAGEMENT 
  333 WEST OCEAN BOULEVARD, 7TH  FL    •     LONG BEACH,  CA 90802  

(562) 570-6037  FAX: (562) 499-1014  
 

ATTACHMENT J

 
 

Must be submitted with bid documents.  To be completed by the prime contractor and all 
subcontractors.  If not available with bid documents, this form must be received by the City 

by 10:00 a.m. of the next working day. 



 
 

Contractor Information 
Address 
City, State, Zip 
Telephone, Fax 
California License # 
 
 
Date 
 
 
Union Hall 
Address 
City, State, Zip 
 
 
Subject: Project Site- 
 
 
Dear: 
 
 
(Name of Contractor), is a subcontractor or contractor on the (Name of Project).  This 
construction project falls under the United States Department of Housing and Urban 
Development (HUD) Section 3 regulations for the City of Long Beach. 
 
The Section 3 regulation compliance requires that contactors to the greatest extent feasible 
hire low-income residents of Long Beach and Signal Hill for the project.  We are asking for 
your cooperation in using your best efforts to dispatch workers from your union that reside 
in Long Beach and Signal Hill. 
 
Please keep this letter on file. When we request that workers are dispatched to a job, we 
would appreciate your assistance in helping our company and the City of Long Beach meet 
the Section 3 local hiring requirements.   
 
 
Sincerely, 
 
 
(Person Name) 

 
 

          ATTACHMENT K 

CITY OF LONG BEACH 
SAMPLE SECTION 3 LETTER TO UNION

Must be completed by the prime contractor and subcontractors prior to 
issuance of Notice to Proceed. 



 
CITY OF LONG BEACH 

 

WORKER REQUEST FORM FOR UNION CONTRACTORS 
 

To the Contractor: 
Please complete and fax this form to the applicable union to request craft workers that fulfill all hiring requirements for this 
project.  A duplicate fax request is to be sent to the Business Relations Bureau, attention Patrice Henderson at  (562) 499-
1014 or by email at Patrice.henderson@longbeach.gov.  After faxing your request, please call the Local to verify receipt and 
substantiate their capacity to furnish workers as specified below.  Please print your Fax Transmission Verification Reports and 
keep copies for your records. 
 
To the Union: 
Please complete the “Union Use Only” section and fax this form back to the requesting Contractor.  Please retain a copy of 
this form for your records and send a copy to the City of Long Beach Business Relations Bureau at (562) 499-1014. 
To: Local # __________ Fax # (         ) _______________  Date:________________ 
cc: Pacific Gateway Network c/o Fax # (562) 570-4551 
From: Company:      _____________________________ Person Sending:  _____________________________
 Contact Phone:    ________________________  Contact Fax: _____________________________________ 
 
Please provide me with union craft workers.  The City of Long Beach requires that 30% of project apprentice and 
journey-level hours be performed by residents of the cities of Long Beach and Signal Hill to the extent feasible. 
 

Covered Zip Codes of Residence 
90802 90803 90804 90805 90806 90807 
90808 90810 90813 90814 90815 90755 

 
• 1st Priority: Section 3 Local Requirement - Union craft employees, including apprentices, who reside in one of the local zip codes 

listed above, and are determined to be Section 3 eligible (80% of median income or less) should be dispatched first. The Workforce 
Investment Board can assist in determining Section 3 eligibility. 

 
• 2nd Priority: Local Requirement - If insufficient union craft employees, including apprentices, who live in one of the zip codes listed 

above and are Section 3 eligible exist, other Long Beach and Signal Hill residents may fulfill hours to meet the requirements 
 

• General Dispatch - Union craft employees may be dispatched per normal dispatch procedures, notwithstanding the above Section 3 
and local preferences. 

 
Craft Employees Requested 

 
Job/Craft Description 

Journeyman or  
Apprenticeship 

Level 

 
Number Requested

 
Report 
Date 

 
Report 
Time 

     
     
     

Total Workers Requested:    

 
Please have worker(s) report to the following work address indicated below: 
 

Project & Site Address:_______________________________________  Report to (on-site contact):____________________ 
On-site Tel #:_____________  Fax:____________  Comments or special requirements:______________________________ 

Union Use Only 
(Please check boxes as appropriate) 

Reception Date:______________  Dispatch Date:_______________  Received By:______________________ 

Requested Dispatch 

Section 3 and Local 

Local Only 

General Dispatch 

AVAILABLE FOR DISPATCH Unavailable for Dispatch Comments 

FOR UNION CONTRACTORS USE

Attachment L 



 

                               
 

 
                                                                FOR INFORMATION CONTACT:  

                 PACIFIC GATEWAY NETWORK:       562.570.4795 
                                                                                              CECILE WALTERS PHONE:           562.570.4788 
             
                        FAX                                                     562. 570.4551
                           CECILE.WALTERS@LONGBEACH.GOV 
         
Date:__________________   
 
Company Information 
  
Phone:______________________ Fax:______________________e-mail___________________ 
 
Name: _________________________________________________________________________ 
 
Contact 
Person:______________________________________Title:______________________________________ 
 
Address:______________________________________________________________________________
        
 
Construction Type:_______________________Years in Business________No. of employees:_________ 
 
Benefits:    None [  ]   Med. [  ]   Dental [  ]  Vision [  ]  Retirement [  ]    Effective:___________________ 
Other:________________________________________________________________________________ 
 
Position Title:_________________________________Position Reports:___________________________  
 
Location of position (Project Site Name):________________ Expected Start Date:_____________ 
 
Total Openings___________  Project Name & Location_________________________________ 

 
SHIFT:     M[  ]   T[  ]   W [  ]   Th [  ]   F [  ]   S [  ]   S [  ]                       Day[  ]   Swing[  ]   Night[  ]     Flex[  ] 
 
Salary:__________/hr. mo.,annual -    Salary ___________+ Commission    Hours_____to_____ 
 

Type of Position:  Perm [  ]     Temp [  ]     F/T [  ]       P/T [  ]    Seasonal [  ] 
   
Required Skills: experience, education:              
_______________________________________________________________________________________           
_______________________________________________________________________________________
_______________________________________________________________________________________ 
 
Job Description:_________________________________________________________________________ 
_______________________________________________________________________________________
_______________________________________________________________________________________ 
  
 

FOR NON-UNION CONTRACTOR USE 

Referral Procedure:   please check          Refer /Pre-screen from CFWF  [  ] 
Fax Resume  [   ]    Mail Resume [   ]     E-mail [   ]    Apply in person [   ]  Call for appt. [   ] 
 
Is your Company in the Enterprise Zone?     Yes [  ]      No [  ] 
             
Refer to EDD CalJobs     Yes [  ]    No  [  ] If Yes      ________________________ 
      Company CA Tax ID  

ATTACHMENT M 

WORKER REQUISITION FORM 
Contractor:  Please call Cecile Walters at (562) 570-4788; Complete form and fax to the Career Transition Center at 
(562) 570-4551 AND fax a duplicate to Patrice Henderson at (562) 499-1014 

CFW STAFF ONLY:______________________________ 
______________________________________
______________________________________
______________________________________
 



HUD APPENDIX TO PART 135 
 
 

 
I. Examples of Efforts To Offer Training and Employment Opportunities to Section 3 

Residents. 
  
  (1) and (2) Intentionally Omitted  
  
  (3) Establishing training programs, which are consistent with the requirements of 

the Department of Labor, for public and Indian housing residents and other section 
3 residents in the building trades. 

  
 (4) Advertising the training and employment positions by distributing flyers (which 

identify the positions to be filled, the qualifications required, and where to obtain 
additional information about the application process) to every occupied dwelling 
unit in the housing development or developments where category 1 or category 2 
persons (as these terms are defined in Sec. 135.34) reside. 

  
     5) Advertising the training and employment positions by posting flyers (which 

identify the positions to be filled, the qualifications required, and where to obtain 
additional information about the application process) in the common areas or other 
prominent areas of the housing development or developments. For HAs, post such 
advertising in he housing development or developments where category 1 or 
category 2 persons reside; for all other recipients, post such advertising in the 
housing development or developments and transitional housing in the 
neighborhood or service area of the section 3 covered project. 

  
     (6) Contacting resident councils, resident management corporations, or other 

resident organizations, where they exist, in the housing development or 
developments where category 1 or category 2 persons reside, and community 
organizations in HUD-assisted neighborhoods, to request the assistance of these 
organizations in notifying residents of the training and employment positions to be 
filled. 

  
     (7) Sponsoring (scheduling, advertising, financing or providing in-kind services) a 

job informational meeting to be conducted by an HA or contractor representative or 
representatives at a location in the housing development or developments where 
category 1 or category 2 persons reside or in the neighborhood or service area of 
the section 3 covered project. 

  
     (8) Arranging assistance in conducting job interviews and completing job 

applications for residents of the housing development or developments where 
category 1 or category 2 persons reside and in the neighborhood or service area in 
which a section 3 project is located. 

  
      
  
  
         ATTACHMENT N 



 (9) Arranging for a location in the housing development or developments where 
category 1 persons reside, or the neighborhood or service area of the project, 
where job applications may be delivered to and collected by a recipient or 
contractor representative or representatives. 

 
 (10) and (11) Intentionally Omitted 
 
 (12) Consulting with State and local agencies administering training programs 

funded through JTPA, probation and parole agencies, unemployment 
compensation programs, community organizations and other officials or 
organizations to assist with recruiting Section 3 residents for the HA's or 
contractor's training and employment positions. 

 
 (13)  Intentionally Omitted 
 
 (14) Employing a job coordinator, or contracting with a business concern that is 

licensed in the field of job placement (preferably one of the section 3 business 
concerns identified in part 135), that will undertake, on behalf of the HA, other 
recipient or contractor, the efforts to match eligible and qualified section 3 residents 
with the training and employment positions that the HA or contractor intends to fill. 

 
 (15) Intentionally Omitted 
 
 (16) Where there are more qualified section 3 residents than there are positions to 

be filled, maintaining a file of eligible qualified section 3 residents for future 
employment positions. 

 
 (17)-(20) Intentionally Omitted 
 
II. Examples of Efforts To Award Contracts to Section 3 Business Concerns. 
  
 (1)-(8) Intentionally Omitted 
 
 (9) Carrying out workshops on contracting procedures and specific contract 

opportunities in a timely manner so that section 3 business concerns can take 
advantage of upcoming contracting opportunities, with such information being 
made available in languages other than English where appropriate. 

  
 (10) Intentionally Omitted  
 
 (11) Arranging solicitations, times for the presentation of bids, quantities, 

specifications, and delivery schedules in ways to facilitate the participation of 
section 3 business concerns. 

  
  (12) Where appropriate, breaking out contract work items into economically 

feasible units to facilitate participation by section 3 business concerns. 
 

U:\My Documents\Patrice documents\SECTION 3 DOCUMENTS\SECTION 3 DEVELOPERS GUIDE & ATTACHEMENTS\CURRENT GUIDELINES\Section 3 
attachments revised 05-20-10.doc 



 

  
 

 
CITY OF LONG BEACH 

CORE EMPLOYEES LIST 
 

 

FIRM NAME:       

PROJECT:       CONTRACT NO.:       

SUBMITTED BY:       TELEPHONE NO.:       
 
 
The following is a list of “Core Employees” which in accordance with the Project Labor Agreement  

• possesses any license required by state or federal law for the Project work to be preformed; 
• have been on the active payroll for at least sixty (60) out of the last one-hundred (100) days prior to the 

award; and 
• have the ability to safely perform the basic function of the applicable trade;  

 
The prime contractor/consultant and any subcontractor/subconsultant, at any tier, must submit this form 
prior to commencing work on the project.  
 
 

Placement 
Priority  

(Non Union)1 Name SSN  Trade  Hire Date 
Date last 

Employed 
Home Zip 

Code 

                                          

                                          

                                          

                                          

                                          
 

 
Certification: 
 
I certify that the information contained hereon is true and correct.  If it is determined that the information reported 
hereon is not true and correct, I will not be allowed to do work (begin, finish, complete) for the City of Long Beach. 

Signature:       Date:       

Title:       
 

 
 
 

 
 

PLEASE USE ADDITIONAL SHEETS AS NECESSARY 
 

                                                      
 

SUBMIT TO:

PLA ADMINISTRATOR 
183 E. City Place Drive 
Santa Ana, CA 92705 

714-973-1335 




