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Visit our Temporary Policies (/node/5093) Related to COVID-19 page for E-Verify and Form I-9 changes due to COVID-19.

Deferred Action for Childhood Arrivals (DACA) (https://www.uscis.gov/humanitarian/consideration-of-deferred-action-for-childhood-arrivals-daca)

recipients with a valid Employment Authorization Document (EAD), including an EAD that has been automatically extended, are still permitted to work. See

I-9 Central for Completing Form I-9 for Employees with Extended Work Authorization Under DACA (https://www.uscis.gov/i-9-central/form-i-9-related-

news/completing-form-i-9-for-employees-with-extended-work-authorization-under-daca

).

Learn More About E-Verify and myE-Verify

I AM AN EMPLOYER (/employers) I AM AN EMPLOYEE (/employees)

ABOUT E-VERIFY

E-Verify is a web-based system that allows enrolled employers to confirm the eligibility of their employees to work in the United States. E-Verify

employers verify the identity and employment eligibility of newly hired employees by electronically matching information provided by employees on the

Form I-9, Employment Eligibility Verification, against records available to the Social Security Administration (SSA) and the Department of Homeland

Security (DHS).

E-Verify is a voluntary program. However, employers with federal contracts or subcontracts that contain the Federal Acquisition Regulation (FAR) E-Verify

clause are required to enroll in E-Verify as a condition of federal contracting. Employers may also be required to participate in E-Verify if their states have

legislation mandating the use of E-Verify, such as a condition of business licensing. Finally, in some instances employers may be required to participate in

E-Verify as a result of a legal ruling.

E-Verify, which is available in all 50 states, the District of Columbia, Puerto Rico, Guam, the U.S. Virgin Islands, and Commonwealth of Northern Mariana

Islands, is currently the best means available to electronically confirm employment eligibility.

LEARN MORE ABOUT E-VERIFY (/about-e-verify)

WHAT'S NEW

Stay current and updated with what's going

on

SHRM/HRCI Professional

Development Credit Webinars

HR Professionals; Register for SHRM/HRCI

PDC webinars

E-VERIFY COMPLIANCE

E-Verify compliance activities

https://www.e-verify.gov/node/5093
https://www.uscis.gov/humanitarian/consideration-of-deferred-action-for-childhood-arrivals-daca
https://www.uscis.gov/i-9-central/form-i-9-related-news/completing-form-i-9-for-employees-with-extended-work-authorization-under-daca
https://www.e-verify.gov/employers
https://www.e-verify.gov/employees
https://www.e-verify.gov/about-e-verify


WHAT'S NEW (/about-e-verify/whats-

new)

SHRM HRCI Webinars (https://www.e-

verify.gov/e-verify-shrm-hrci) COMPLIANCE (/employers/account-

compliance)

LEARN ABOUT THE NEW FORM I-9

Visit I-9 Central (https://www.uscis.gov/i-9-central)

Engagement Event Summaries

Help us make E-Verify better for you!

Engagement Event Summaries (https://www.e-verify.gov/e-

verify-account-management-listening-session)

WEBINARS

Join our webinar sessions by topic

VIEW OUR WEBINAR CALENDAR (/webinar)

FOR FEDERAL CONTRACTORS

Understand and comply with the E-Verify Federal Acquisition

Regulation (FAR)

FEDERAL CONTRACTORS (/employers/federal-contractors)

E-VERIFY ENHANCEMENTS

How we are making E-Verify better

E-VERIFY ENHANCEMENTS (/about-e-verify/e-verify-data/e-verify-

enhancements)

Share This Page
(//www.addthis.com/bookmark.php?v=250)
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Form I-9, Employment Eligibility Verification 
Employee Information Sheet

1.	 What is the purpose of the Form I-9?  Federal law requires employers to 
verify the identity and employment authorization of new employees and 
to reverify employment authorization only in certain instances at a later 
date.  Employers must use Form I-9 to do this.  Your employer will ask you 
to complete Section 1.  Please review the instructions and print clearly.

2.	 Who keeps Form I-9?  Your employer will keep your completed Form 
I-9, but must share it with certain government agencies when requested.  
Officials from the Department of Homeland Security, from the Immigrant 
& Employee Rights Section (IER) at the Department of Justice, and from 
the Department of Labor may inspect an employer’s Forms I-9.

3.	 Must I fill out everything in Section 1?  No.  The three optional fields 
are: (1) Social Security Number, (2) E-mail Address, and (3) Telephone 
Number.  If your employer uses E-Verify, you must provide your Social 
Security Number.  If you provide your e-mail address and phone number, 
E-Verify will be able to give you important information regarding your 
E-Verify case.

4.	 Should I complete Section 2 or Section 3?  No.  Section 2 and Section 3 
are completed by your employer.

5.	 Is Form I-9 available in other languages?  Yes.  Form I-9 is also available 
in Spanish for use in Puerto Rico.  Outside Puerto Rico, the Spanish version 
can be used only to help employers and employees complete the English 
language form.

6.	 May someone who understands English help me fill out Form I-9?  Yes.  
You may ask someone to help you complete the form.  Common examples 
are where you need the form translated for you or need help writing in 
your information.  The person who translates or completes the form for 
you must complete the “Preparer and/or Translator certification” on Form 
I-9.  However, you personally must sign Section 1. 

7.	 Which documents do I need to show my employer?  You need to show 
your employer documents from the “List of Acceptable Documents.”  The 

List is part of Form I-9.  You decide which document or documents to 
show from the List.  Your employer cannot ask or require that you show a 
certain document.

8.	 Do I need to show my employer one or two documents?  It depends.  
Some employees choose to show one document from “List A” to prove 
both identity and work authorization.  Other employees choose to show 
a combination of documents – one from “List B” showing their identity 
and one from “List C” showing work authorization.  For the complete list 
of documents that you can use, look at the List of Acceptable Documents.

9.	 What will happen if I do not complete Section 1 and/or present 
acceptable documents?  If you do not complete Section 1 of Form I-9 
and/or present acceptable documents, your employer can terminate your 
employment.

10.	Can I get in trouble if I lie on the form?  Yes.  You may be subject to 
criminal charges if you lie or present false documents for Form I-9.

11.	Who can I call if I have questions, or if I think my employer is treating 
me unfairly based on my national origin or citizenship status?  For 
questions about Form I-9, call U.S. Citizenship and Immigration Services 
(USCIS) at 1-888-464-4218.  If you believe you have been treated unfairly 
based on your national origin or citizenship or immigration status, or 
have questions about your rights, call the IER hotline at 1-800-255-7688 
(language assistance is available) or 1-800-237-2515 (TDD).

12.	How can I learn more about the Form I-9 and my rights and 
responsibilities as an employee?  Please visit I-9 Central (www.uscis.
gov/I-9Central).  USCIS also offers monthly webinars on employee 
rights and responsibilities.  IER also offers free webinars for employees 
in English and Spanish, and a schedule is available on IER’s website. 
http://www.justice.gov/ier.

M-1116 Form I-9 Employee Information Sheet     11/9/17
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Form I-9 10/21/2019  Page 1 of 3 

Employment Eligibility Verification 
Department of Homeland Security 

U.S. Citizenship and Immigration Services 

USCIS 
Form I-9

OMB No. 1615-0047
Expires 10/31/2022 

►START HERE: Read instructions carefully before completing this form. The instructions must be available, either in paper or electronically, 
during completion of this form. Employers are liable for errors in the completion of this form. 
ANTI-DISCRIMINATION NOTICE: It is illegal to discriminate against work-authorized individuals. Employers CANNOT specify which document(s) an 
employee may present to establish employment authorization and identity. The refusal to hire or continue to employ an individual because the 
documentation presented has a future expiration date may also constitute illegal discrimination. 

Section 1. Employee Information and Attestation  (Employees must complete and sign Section 1 of Form I-9 no later 
than the first day of employment, but not before accepting a job offer.) 
Last Name (Family Name) First Name (Given Name) Middle Initial Other Last Names Used (if any) 

Address (Street Number and Name) Apt. Number City or Town State ZIP Code 

Date of Birth (mm/dd/yyyy) U.S. Social Security Number 

- -

Employee's E-mail Address Employee's Telephone Number  

I am aware that federal law provides for imprisonment and/or fines for false statements or use of false documents in 
connection with the completion of this form. 
I attest, under penalty of perjury, that I am (check one of the following boxes): 

1. A citizen of the United States 

2. A noncitizen national of the United States (See instructions) 

3. A lawful permanent resident (Alien Registration Number/USCIS Number): 

4. An alien authorized to work until (expiration date, if applicable, mm/dd/yyyy): 
Some aliens may write "N/A" in the expiration date field. (See instructions) 

Aliens authorized to work must provide only one of the following document numbers to complete Form I-9: 
An Alien Registration Number/USCIS Number OR Form I-94 Admission Number OR Foreign Passport Number. 

1. Alien Registration Number/USCIS Number: 
OR 

2. Form I-94 Admission Number: 
OR 

3. Foreign Passport Number: 

Country of Issuance: 

QR Code - Section 1 
Do Not Write In This Space 

Signature of Employee Today's Date (mm/dd/yyyy) 

Preparer and/or Translator Certification (check one):  
I did not use a preparer or translator.  A preparer(s) and/or translator(s) assisted the employee in completing Section 1. 

(Fields below must be completed and signed when preparers and/or translators assist an employee in completing Section 1.) 
I attest, under penalty of perjury, that I have assisted in the completion of Section 1 of this form and that to the best of my 
knowledge the information is true and correct. 
Signature of Preparer or Translator Today's Date (mm/dd/yyyy) 

Last Name (Family Name) First Name (Given Name) 

Address (Street Number and Name) City or Town State ZIP Code 

Employer Completes Next Page 

 

 



 Employment Eligibility Verification USCIS 
Form I-9Department of Homeland Security 

OMB No. 1615-0047
U.S. Citizenship and Immigration Services Expires 10/31/2022 

Form I-9 10/21/2019  Page 2 of 3 

Section 2. Employer or Authorized Representative Review and Verification 
(Employers or their authorized representative must complete and sign Section 2 within 3 business days of the employee's first day of employment. You 
must physically examine one document from List A OR a combination of one document from List B and one document from List C as listed on the "Lists 
of Acceptable Documents.") 

Employee Info from Section 1 
Last Name (Family Name) First Name (Given Name) M.I. Citizenship/Immigration Status 

List A 
Identity and Employment Authorization 

Document Title 

Issuing Authority 

Document Number 

Expiration Date (if any) (mm/dd/yyyy) 

Document Title 

Issuing Authority 

Document Number 

Expiration Date (if any) (mm/dd/yyyy) 

Document Title 

Issuing Authority 

Document Number 

Expiration Date (if any) (mm/dd/yyyy) 

OR List B 
Identity 

Document Title 

Issuing Authority 

Document Number 

Expiration Date (if any) (mm/dd/yyyy) 

AND List C 
Employment Authorization 

Document Title 

Issuing Authority 

Document Number 

Expiration Date (if any) (mm/dd/yyyy) 

Additional Information QR Code - Sections 2 & 3 
Do Not Write In This Space 

Certification: I attest, under penalty of perjury, that (1) I have examined the document(s) presented by the above-named employee, 
(2) the above-listed document(s) appear to be genuine and to relate to the employee named, and (3) to the best of my knowledge the 
employee is authorized to work in the United States. 
The employee's first day of employment (mm/dd/yyyy):  (See instructions for exemptions) 

Signature of Employer or Authorized Representative Today's Date (mm/dd/yyyy) Title of Employer or Authorized Representative 

Last Name of Employer or Authorized Representative First Name of Employer or Authorized Representative Employer's Business or Organization Name 

Employer's Business or Organization Address (Street Number and Name) City or Town State ZIP Code 

Section 3. Reverification and Rehires (To be completed and signed by employer or authorized representative.) 
A. New Name (if applicable) B. Date of Rehire (if applicable) 
Last Name (Family Name) First Name (Given Name) Middle Initial Date (mm/dd/yyyy) 

C. If the employee's previous grant of employment authorization has expired, provide the information for the document or receipt that establishes 
continuing employment authorization in the space provided below. 
Document Title Document Number Expiration Date (if any) (mm/dd/yyyy) 

I attest, under penalty of perjury, that to the best of my knowledge, this employee is authorized to work in the United States, and if 
the employee presented document(s), the document(s) I have examined appear to be genuine and to relate to the individual. 
Signature of Employer or Authorized Representative Today's Date (mm/dd/yyyy) Name of Employer or Authorized Representative 
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LISTS OF ACCEPTABLE DOCUMENTS 
All documents must be UNEXPIRED 

Employees may present one selection from List A 
or a combination of one selection from List B and one selection from List C. 

LIST A 
Documents that Establish 

Both Identity and 
Employment Authorization 

1. U.S. Passport or U.S. Passport Card 

2. Permanent Resident Card or Alien 
Registration Receipt Card (Form I-551) 

3. Foreign passport that contains a 
temporary I-551 stamp or temporary 
I-551 printed notation on a machine-
readable immigrant visa 

4. Employment Authorization Document 
that contains a photograph (Form 
I-766) 

5. For a nonimmigrant alien authorized 
to work for a specific employer 
because of his or her status: 
a. Foreign passport; and 
b. Form I-94 or Form I-94A that has 

the following: 
(1) The same name as the passport; 

and 
(2) An endorsement of the alien's 

nonimmigrant status as long as 
that period of endorsement has 
not yet expired and the 
proposed employment is not in 
conflict with any restrictions or 
limitations identified on the form. 

6. Passport from the Federated States 
of Micronesia (FSM) or the Republic 
of the Marshall Islands (RMI) with 
Form I-94 or Form I-94A indicating 
nonimmigrant admission under the 
Compact of Free Association Between 
the United States and the FSM or RMI 

OR 

LIST B 
Documents that Establish 

Identity 

1. Driver's license or ID card issued by a 
State or outlying possession of the 
United States provided it contains a 
photograph or information such as 
name, date of birth, gender, height, eye 
color, and address 

2. ID card issued by federal, state or local 
government agencies or entities, 
provided it contains a photograph or 
information such as name, date of birth, 
gender, height, eye color, and address 

3. School ID card with a photograph 

4.  Voter's registration card 

5.  U.S. Military card or draft record 

6. Military dependent's ID card 

7. U.S. Coast Guard Merchant Mariner 
Card 

8.  Native American tribal document 

9. Driver's license issued by a Canadian 
government authority 

For persons under age 18 who are 
unable to present a document 

listed above: 

10. School record or report card 

11.  Clinic, doctor, or hospital record 

12. Day-care or nursery school record 

AND 

LIST C 
Documents that Establish 
Employment Authorization 

1. A Social Security Account Number 
card, unless the card includes one of 
the following restrictions: 
(1) NOT VALID FOR EMPLOYMENT 

(2) VALID FOR WORK ONLY WITH 
INS AUTHORIZATION 

(3) VALID FOR WORK ONLY WITH 
DHS AUTHORIZATION 

2. Certification of report of birth issued 
by the Department of State (Forms 
DS-1350, FS-545, FS-240) 

3.  Original or certified copy of birth 
certificate issued by a State, 
county, municipal authority, or 
territory of the United States 
bearing an official seal 

4.  Native American tribal document

5.  U.S. Citizen ID Card (Form I-197) 

6. Identification Card for Use of 
Resident Citizen in the United 
States (Form I-179) 

7. Employment authorization 
document issued by the 
Department of Homeland Security 

Examples of many of these documents appear in the Handbook for Employers (M-274). 

Refer to the instructions for more information about acceptable receipts. 



    SECTION 3 
Regulations per 24 CFR 75.3



SECTION 3 APPLICABILITY (24 CFR 75.3) 
Section 3 applies to all projects assisted under HUD programs that provide housing and 
community development financial assistance when the total amount of assistance to the project 
exceeds a threshold of $200,000. Therefore, all CDBG projects are submitted the applicability 
provisions of Section 3 public housing financial assistance and Section 3 projects, as follows: 

(1) Public housing financial assistance means:

(i) Development assistance provided pursuant to section 5 of the United States Housing
Act of 1937 (the 1937 Act);

(ii) Operations and management assistance provided pursuant to section 9(e) of the 1
1937 Act;

(iii) Development, modernization, and management assistance provided pursuant to
section 9(d) of the 1937 Act; and

(iv) The entirety of a mixed-finance development project as described in 24 CFR 905.604,
regardless of whether the project is fully or partially assisted with public housing financial
assistance as defined in paragraphs (a)(1)(i) through (iii) of this section.

(2) Section 3 projects is a housing rehabilitation, housing construction, and other public
construction projects assisted under HUD programs that provide housing and community
development financial assistance when the total amount of assistance to the project exceeds a
threshold of $200,000.

(i) The Secretary must update the thresholds provided in paragraph (a)(2)(i) of this section
not less than once every 5 years based on a national construction cost inflation factor
through Federal Register notice not subject to public comment. When the Secretary finds
it is warranted to ensure compliance with Section 3, the Secretary may adjust, regardless
of the national construction cost factor, such thresholds through Federal Register notice,
subject to public comment.

(ii) The requirements in this part apply to an entire Section 3 project, regardless of
whether the project is fully or partially assisted under HUD programs that provide
housing and community development financial assistance.
(b) Contracts for materials.

Section 3 requirements do not apply to material supply contracts. 

(c) Indian and Tribal preferences. Contracts, subcontracts, grants, or subgrants subject to
Section 7(b) of the Indian Self-Determination and Education Assistance Act (25 U.S.C.
5307(b)) or subject to tribal preference requirements as authorized under 101(k) of the
Native American Housing Assistance and Self-Determination Act (25 U.S.C. 4111(k))
must provide preferences in employment, training, and business opportunities to Indians
and Indian organizations, and are therefore not subject to the requirements of this part.
(d) Other HUD assistance and other Federal assistance. Recipients that are not subject
to Section 3 are encouraged to consider ways to support the purpose of Section 3.



Consistent with existing Federal, state, and local laws and regulations, PHAs or other recipients 
receiving public housing financial assistance, and their contractors and subcontractors, must 
make their best efforts to provide employment and training opportunities generated by the public 
housing financial assistance to Section 3 workers. 

PHAs or other recipients, and their contractors and subcontractors, must make their best efforts 
described in paragraph (a)(1) of this section in the following order of priority: 

• To residents of the public housing projects for which the public housing financial
assistance is expended;
• To residents of other public housing projects managed by the PHA that is providing the
assistance or for residents of Section 8-assisted housing managed by the PHA;
• To participants in YouthBuild programs; and
• To low- and very low-income persons residing within the metropolitan area (or
nonmetropolitan county) in which the assistance is expended.

CONTRACTING 
Consistent with existing Federal, state, and local laws and regulations, PHAs and other recipients 
of public housing financial assistance, and their contractors and subcontractors, must make their 
best efforts to award contracts and subcontracts to business concerns that provide economic 
opportunities to Section 3 workers. 

PHAs and other recipients, and their contractors and subcontractors, must make their best efforts 
described in paragraph (b)(1) of this section in the following order of priority: 

• To Section 3 business concerns that provide economic opportunities for residents of the 
public housing projects for which the assistance is provided;

• To Section 3 business concerns that provide economic opportunities for residents of 
other public housing projects or Section-8 assisted housing managed by the PHA that is 
providing the assistance;

• To YouthBuild programs; and
•
• To Section 3 business concerns that provide economic opportunities to Section 3 
workers residing within the metropolitan area (or nonmetropolitan county) in which the 
assistance is provided.

CONTRACT PROVISIONS 24 CFR 75.27 

(a) Recipients must include language applying Section 3 requirements in any subrecipient
agreement or contract for a Section 3 project.

(b) Recipients of Section 3 funding must require subrecipients, contractors, and subcontractors
to meet the requirements of §75.19, regardless of whether Section 3 language is included in
recipient or subrecipient agreements, program regulatory agreements, or contracts.

SECTION 3 REQUIREMENTS OF (24 CFR 75.19) EMPLOYMENT
AND TRAINING 



SECTION 3 WORKER AND CERTIFICATION 
The Section 3 Final Rule defined a Section 3 worker as any worker who currently or when hired 
within the past five years fit at least one of the following categories, as documented: 

• The worker's income for the previous or annualized calendar year is below the income 
limit established by HUD.

• The worker is employed by a Section 3 business concern.

• The worker is a Youth Build participant.

The Sub-recipient will utilize the Section 3 Certification Form to document the status of a Section 
3 worker. The status of a Section 3 worker shall not be negatively affected by a prior arrest or 
conviction. Nothing in this part shall be construed to require the employment of someone who 
meets this definition of a Section 3 worker. Section 3 workers are not exempt from meeting the 
qualifications of the position to be filled 

  TARGETED SECTION 3 WORKER AND CERTIFICATION 
The Section 3 Final Rule establishes the use of Targeted Section 3 workers. A Targeted Section 
3 worker for housing and community development financial assistance means a Section 3 worker 
who is: 

• Employed by a Section 3 business concern
• Low- or very low-income workers residing within a one-mile radius of the Section 3
project. If fewer than 5,000 people live within that one-mile radius, the circle may be
expanded outward until that population is reached the service area or the neighborhood
of the project, as defined in or
• A Youth Build participant.

The Sub-recipient will utilize the Targeted Section 3 Certification Form to document the status of 
a Targeted Section 3 worker. The status of a Targeted Section 3 worker shall not be negatively 
affected by a prior arrest or conviction. Nothing in this part shall be construed to require the 
employment of someone who meets this definition of a Section 3 worker. Section 3 workers are 
not exempt from meeting the qualifications of the position to be filled. 

SECTION 3 BUSINESS CONCERNS 

The Section 3 Final Rule redefines a business concern. A Business Concern must meet the 
following criteria, documented within the last six-month period: 

• It is at least 51 percent owned and controlled by low- or very low-income persons;

• 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.



The status of a Section 3 business concern shall not be negatively affected by a prior arrest or 
conviction of its owner(s) or employees. Nothing in this part shall be construed to require the 
contracting or subcontracting of a Section 3 business concern. Section 3 business concerns are not 
exempt from meeting the specifications of the contract. 

In accordance with the regulation, residents and businesses concerns seeking Section 3 
preference shall certify, or submit evidence to the recipient, contractor, subcontractor or sub-
recipient (if requested) verifying that they meet the definitions provided above. 

Sub-recipients can use their discretion for determining the type of verification that is required by 
prospective Section 3 workers and business concerns. Some examples include proof of residency in a 
public housing authority; proof of federal subsidies for housing, food stamps, or unemployment 
benefits; and payroll data or other relevant business information.
 
As provided in 2 CFR 200.318, contract awards shall only be made to responsible contractors 
possessing the ability to perform under the terms and conditions of the proposed contract Qualifying 
as a Section 3 businesses does not mean that the business will be selected if it meets the 
technical requirements of the bid, regardless of bid price. 

PROFESSIONAL SERVICES 
In this final rule, HUD is amending the professional services definition to clarify that only non-
construction services that require an advanced degree or professional licensing, rather than all 
non-construction services, are excluded from Section 3. 

HUD wants to ensure this final rule's emphasis the statutory requirement to prioritize low- and 
very low-income workers, and provides this category of exempted workers from reporting given 
the challenge to hire low- and very low-income workers in jobs that require such degrees and 
licensing. 

CONTRACTOR’S REQUIREMENTS 
• The Prime Contractor must submit a Section 3 plan to the Sub-Recipient outlining Section 3
hiring and employment opportunities.

• The Prime Contractor must notify all sub-contractors of their responsibilities under
Section 3

• The Prime Contractor must provide a permeant workforce breakdown of all current
employees and identify those Section 3 workers that were hired within the last five years.

• The Prime Contractor must provide an estimated breakdown of potential hires for the
awarded project and timeline of anticipated hiring

• The Prime Contractor must refrain from contracting with sub-contractors as to whom they have
received notice or have knowledge that the sub-contractors have been found in violation of the
regulations in 24 CFR 75.

Maintain records that document a good faith effort to utilize Section 3 workers and Target 
Section 3 workers as trainees and employees. (Required of both contractor and subcontractor.) 
and any other qualitative efforts to comply with Section 3. 

Recordkeeping requirements for recipients are found at 24 CFR § 75.31. The contractor is 
required to maintain documentation to demonstrate compliance with the regulations and is 
responsible for requiring their subcontractors to maintain or provide any documentation that will 
assist recipients in demonstrating compliance, including documentation that shows hours worked 
by Section 3 workers and Targeted Section 3 workers. 
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REPORTING OF LABOR HOURS. 

(a) Reporting of labor hours. (1) For public housing financial assistance, PHAs and other
recipients must report in a manner prescribed by HUD: For Section 3 projects, Sub-recipients
must report:

• The total number of labor hours worked;
• The total number of labor hours worked by Section 3 workers; and
• The total number of labor hours worked by Targeted Section 3 workers.

(2) Section 3 workers' and Targeted Section 3 workers' labor hours may be counted for five years
from when their status as a Section 3 worker or Targeted Section 3 worker is established
pursuant to § 75.31.

(3) The labor hours reported under paragraph (a)(1) of this section must include the total number
of labor hours worked on a Section 3 project, including labor hours worked by any subrecipients,
contractors and subcontractors that the recipient is required, or elects pursuant to paragraph (a)(4)
of this section, to report.

(4) Recipients reporting under this section, as well as subrecipients, contractors and subcontractors
who report to recipients, may report labor hours by Section 3 workers, under paragraph (a)(1)(ii)
of this section, and labor hours by Targeted Section 3 workers, under paragraph (a)(1)(iii) of this
section, from professional services without including labor hours from professional services in the
total number of labor hours worked under paragraph (a)(1)(i) of this section. If a contract covers
both professional services and other work and the recipient or contractor or subcontractor chooses
not to report labor hours from professional services, the labor hours under the contract that are not
from professional services must still be reported.
(5) Recipients may report their own labor hours or that of a subrecipient, contractor, or
subcontractor based on the employer's good faith assessment of the labor hours of a full-time or
part-time employee informed by the employer's existing salary or time and attendance based
payroll systems, unless the project or activity is otherwise subject to requirements specifying time
and attendance reporting.

Professional Services: The reporting structure in the final rule allows a Sub-recipient to count as 
Section 3 labor hours and as Targeted Section 3 labor hours any work performed by a Section 3 
worker or a Targeted Section 3 worker (i.e., in the numerator of the calculation), even when the 
professional services as a whole are not counted in the baseline reporting (i.e., in the denominator 
of the calculation). The effect of this reporting structure is to give a recipient a bonus if they are 
able to report Section 3 hires in the professional services context. 

       SECTION 3 REPORTING 24 CFR 75.25



All Sub-recipients are required to report all labor hours 

The benchmark goal for Section 3 workers is set at 25 percent or more of the total number of 
labor hours worked by all workers on a Section 3 project. 

Section 3 Worker Labor Hours = 25% 
Total Labor Hours 

The benchmark goal for Targeted Section 3 workers is set at 5 percent or more of the total 
number of labor hours worked by all workers on a Section 3 project. This means that the 5 
percent is included as part of the 25 percent threshold. 

Targeted Section 3 Labor Hours = 5% 
Total Labor Hours 

Below is an example of the order of preference: 

1. All Section 3 Targeted Workers
2. All Section 3 Workers
3. All Workers

 SECTION 3 SAFE HARBOR COMPLIANCE 

FDEO considers all Sub-recipients of covered funding in compliance with Section 3 Safe Harbor 
by meeting the established benchmark goals of 25 percent and 5 percent. If reporting indicates 
that the Sub-recipient has not met the Section 3 benchmarks, the Sub-recipient must 
report in a method on the qualitative nature of its activities and those its 
contractors and subcontractors pursued per 24 CFR § 75.15(b) and § 75.25(b). Such 
qualitative efforts may, for example, include but are not limited to the following: 

• Engaged in outreach efforts to generate job applicants who are Targeted Section 3
workers.
• Provided training or apprenticeship opportunities.
• Provided technical assistance to help Section 3 workers compete for jobs (e.g., resume
assistance, coaching).
• Provided or connected Section 3 workers with assistance in seeking employment
including:  drafting resumes, preparing for interviews, and finding job opportunities
connecting residents to job placement services.
• Held one or more job fairs.
• Provided or referred Section 3 workers to services supporting work readiness and
retention (e.g., work readiness activities, interview clothing, test fees, transportation,
childcare).

•

 BENCHMARK REPORTING GOALS - (24 CFR 75.23)



• Provided assistance to apply for/or attend community college, a four-year educational
institution, or vocational/technical training.  Assisted Section 3 workers to obtain financial
literacy training and/or coaching.
• Engaged in outreach efforts to identify and secure bids from Section 3 business
concerns.
• Provided technical assistance to help Section 3 business concerns understand and bid
on contracts.
• Divided contracts into smaller jobs to facilitate participation by Section 3 business
concerns.
• Provided bonding assistance, guaranties, or other efforts to support viable bids from
Section 3 business concerns.
• Promoted use of business registries designed to create opportunities for disadvantaged
and small businesses.
• Outreach, engagement, or referrals with the state one-stop system as defined in Section
121(e)(2) of the Workforce Innovation and Opportunity Act

Please note that it is important to document efforts made to comply with Section 3. Files should 
illustrate attempts to meet Section 3 benchmarks. The mere existence of a Section 3 Action Plan 
is not sufficient. Affirmative attempts to reach Section 3 goals must be made. 

Failure to comply with the requirements of Section 3 may result in a monitoring finding or 
sanctions that may include: debarment, suspension of funds, or limited denial of participation 
in FDEO programs pursuant to 24 CFR Part 24 

SECTION 3 WORKER TRACKING AND REPORTING 
All Sub-recipients are required to comply with the reporting requirements set for at 24 CFR 75.25. 

Where Targeted Section 3 and Section 3 Workers are currently employed or new hires, the 
Subrecipients must track those labor hours performed by those workers. In conjunction with the 
Davis-Bacon payroll requirement, Sub-recipients will utilize the Section 3 tracking form for this 
purpose and submitted with each payroll submission. 



Section 3 Clause (to be included 
with all contracts)



Section 3 Clause *Modified 

Not specified by the New Rule, the Section 3 Clause may still be used as a contract clause, as revised. 

Section 3 Clause 

ALL SECTION 3 COVERED CONTRACTS SHALL INCLUDE THE FOLLOWING CLAUSE 

(REFERRED TO AS THE 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.

B. The parties to this contract agree to comply with HUD’s regulations in 24 CFR 75, 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 75

regulations.

C. The contractor agrees to send to each labor organization or representative or 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 75, 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 75. 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 75.

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 75 require employment opportunities to be directed, were not

filled to circumvent the contractor’s obligations under 24 CFR 75.

F. Noncompliance with HUD’s regulations in 24 CFR 75 may result in sanctions, termination of this

contract for default, and debarment or suspension from future HUD assisted contracts.

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 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 to the maximum extent

feasible, but not in derogation of compliance with section 7(b).



SECTION 3 PROJECT PLAN 
BUSINESS CONCERN CHECKLIST 

AND DOCUMENTATION



Sample Contractor Section 3 Plan 

SAMPLE CONTRACTOR SECTION 3 PLAN 
(Name of contractor) agrees to implement affirmative steps to comply with the Section 3 
requirements set forth at 24 CFR 75 directed at increasing the utilization of lower income residents 
and businesses within the County of ________________________________. 

A. To implement Section 3 requirements by seeking the assistance of local officials in 
determining the exact boundaries of the applicable project area

B. To attempt to recruit from within the County the necessary number of lower income 
residents through: local advertising media, signs placed at the proposed site for the 
project, and community organizations and public or private institutions operating within 
or serving the project area

C. To maintain a list of all lower income residents who have applied either on their own or 
on referral from any source, and to employ such persons, if otherwise eligible and if a 
vacancy exits

D. To insert this Section 3 plan in all bid documents, and to require all bidders to submit a 
Section 3 affirmative action plan including utilization goals and the specific steps planned 
to accomplish these goals

E. To ensure that all appropriate project area business concerns are notified of pending sub-
contractual opportunities

F. To maintain records, including copies of correspondence, memoranda, etc., which 
document that all the above affirmative action steps have been taken.

G. To appoint or recruit an executive official of the company or agency as Equal Opportunity 
Officer to coordinate the implementation of this Section 3 plan

H. To list all permanent workforce for this project by job title

I. To list all projected workforce needs for this project by job classification and time frame 
for potential hire.

As officers and representatives of ______(Name of contractor)___________________We, the 
undersigned, have read and fully agree to the above and become a party to the full implementation 
of this program. 

_______________________________________              _____________________ 
Title  Date 

_________________________________________ 
   Signature 



Section 3 Business Certification Form 

SECTION 3 BUSINESS SELF-CERTIFICATION 
To Self-Certify as a Section 3  Business your company/firm per 24 CFR 75, must meet one of the listed 
categories below.  You must provide that supporting documentation with this form to be properly 
and completely confirmed as a Section 3 business.   

Section 3 Business Category Additional Required Data Mark an 
“X” on 
Your 

Election 

It is at least 51 percent owned by low- or 
very low-income persons; 

Proof of ownership showing all owners and their 
percentages and a completed Section 3 Individual 
Self-Certification form for all low- and very low-
income owners 

Over 75 percent of the labor hours 
performed for the business are performed 
by low- or very low-income persons; or 

Provide the last 90 days full payrolls for the entire 
company, make a list of the names from the payrolls 
of the Section 3 workers, and provide a completed 
Section 3 Individual Self-Certification for all low- and 
very low-income workers you list 

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

Proof of ownership showing all owners and their 
percentages and a Section 3 Individual Self-
Certification form for all public housing and/or 
Section 8 owners 

I hereby certify to the US Department of Housing and Urban Development (HUD) that all of the  
information on this form is true and correct.  I attest under penalty of perjury that my business meets 
the elected definition and understand proof of this information may be requested.  If found to be 
inaccurate, I understand that I may be disqualified as a certified Section 3 business 

Signature: Date Signed: 

Print Name: Title: 

Company Name: 

Type of Business:   (Check One):     ◻Corporation      ◻Partnership     ◻Sole Proprietorship     ◻Other 

Address 

Telephone Number 



Section 3 Workers Certification Form 

Section 3 Worker Certification Form 

A Section 3 Worker seeking the preference in training and employment provided by this part 
shall certify or submit evidence to the recipient contractor or subcontractor that the person is a 
Section 3 Worker, as defined in Section 24 CRF 75.  

I________________________________________ (Print Name)  

_____  My income for the previous year is below the income limit established by HUD. 

_____  I am employed by a Section 3 business concern. 

_____  A YouthBuild participant 

The status of a Section 3 worker shall not be negatively affected by a prior arrest or conviction. 
Nothing in this part shall be construed to require the employment of someone who meets this 
definition of a Section 3 worker. Section 3 workers are not exempt from meeting the 
qualifications of the position to be filled. 

FY (year) – HOUSEHOLD INCOME GUIDELINES 

Place a Check on the line 
that is applicable 

Family Size Low Income * 

1 
2 
3 
4 
5 
6 
7 
8 

* Circle the appropriate column based on household size and income – income limits are
attached and/or can be downloaded from the www.hud.gov website.

I hereby certify that the information provided by me to be true and correct and understand any 
falsification of any of the information could subject me to disqualification from participation and 
punishment under the law.  

________________________                _________________ 
           Signature                Date 



Targeted Section 3 Workers Certification Form 

Targeted Section 3 Worker Certification Form 
A Targeted Section 3 Worker seeking the preference in training and employment provided by this 
part shall certify or submit evidence to the recipient contractor or subcontractor that the person is 
a Section 3 Worker, as defined in Section 24 CRF 75.  

I________________________________________(Print Name)  

_____   I am employed by a Section 3 business concern 

_____   I am a section 3 worker living within the service area of the project: or 

_____   A YouthBuild participant 

The status of a Targeted Section 3 worker shall not be negatively affected by a prior arrest or 
conviction. Nothing in this part shall be construed to require the employment of someone who 
meets this definition of a Section 3 worker. Section 3 workers are not exempt from meeting the 
qualifications of the position to be filled. 

FY (year) – HOUSEHOLD INCOME GUIDELINES 

Place a Check on the line 
that is applicable 

Family Size Low Income * 

1 
2 
3 
4 
5 
6 
7 
8 

* Circle the appropriate column based on household size and income – income limits are
attached and/or can be downloaded from the www.hud.gov website.

I hereby certify that the information provided by me to be true and correct and understand any 
falsification of any of the information could subject me to disqualification from participation and 
punishment under the law.  

 ___________________________________   _______________________ 
Signature    Date 



 Targeted Section 3 and Section 3 Workers Tracking Form 

TARGETED SECTION 3 AND SECTION 3 WORKER TRACKING FORM 
*This form must be submitted with each weekly payroll

Name of  Employee 
INDIVIDUAL IDENTIFYING NUMBER (e.g., LAST 
FOUR DIGITS OF SOCIAL SECURITY NUMBER)   

Worker 
Classification 

Targeted 
Section 3 
Workers 

Yes or No 

Section 3 
Workers 

Yes or No 

Labor Hours 
Worked 



 Contractor Estimated Project Workforce Breakdown 

SECTION 3 CONTRACTOR ESTIMATED PROJECT 
WORKFORCE BREAKDOWN  

*This form may be used to determine future hiring needs by the contractor.

Job Category Total 
Estimated 
Positions 

No. of Positions 
Currently Occupied by 
Permanent Employees 

No. of 
Vacant 

Positions 

No. of Positions to be Filled 
with Targeted and/or 

Section 3 Workers 
and estimate of hire date. 

Ex: (2)- 5/20 
Officers/Supervisors 

Professionals 

Technicians 

Office 

Clerical 

Trade 

Journeymen 

Apprentices 

Trainees 

Others 

Others 

Others 

Total 



Employee Roster
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