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What is Section 3?
Section 3 is a provision of the Housing and Urban Development (HUD) Act of 1968 that helps foster
local economic development, neighborhood improvement, and individual self-sufficiency. The Section 3
program requires that recipients of certain HUD financial assistance, to the greatest extent feasible,
provide job training, employment, and contracting opportunities for low- or very low-income residents in
connection with projects and activities in their neighborhoods.
Contra Costa County is a recipient of HUD funding through its HOME Investment Partnership
Assistance (HOME), Community Development Block Grant (CDBG), Housing Opportunities for Persons
with AIDS (HOPWA), Emergency Shelter Grants (ESG), and Neighborhood Stimulus Program (NSP)
programs. Therefore, the County’s allocation of the above funds trigger Section 3 requirements
whenever the project creates the needs for new employment, contracting, or training opportunities.
Section 3 projects or activities involve housing construction, rehabilitation (including reduction and
abatement of lead-based paint hazards), demolition, or other public construction. Section 3 is triggered
when housing and community development financial assistance through HUD programs exceeds
$200,000. When financial assistance through the Lead Hazard Control and Healthy Homes program
exceeds a threshold of $100,000, Section 3 is triggered for that project.

Economic Opportunities Available Under Section 3
Under Section 3, job training, employment, and contracts may be available. Any employment resulting
from these expenditures, including administration, management, clerical support, and construction, is
subject to compliance with Section 3. Some example opportunities include:
Accounting

Electrical

Marketing

Architecture

Elevator Construction

Painting

Appliance repair

Engineering

Payroll

Bookkeeping

Fencing

Plastering

Bricklaying

Florists

Plumbing

Carpentry

Heating

Printing/Purchasing

Carpet installation

Iron Works

Research

Catering

Janitorial

Surveying

Cement/Masonry

Landscaping

Tile setting
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Computer/Information

Machine Operation

Transportation

Demolition

Manufacturing

Word Processing

Drywall

Definitions
Contractor – any entity entering a contract with:
•

A recipient to perform work in connection with the expenditure of federal financial assistance
or for work in connection with a Section 3 project or

•

A subrecipient for work in connection with a Section 3 project.

Construction – the creation of a new or replacement facility, the substantial rehabilitation of an existing
facility, or the limited rehabilitation of an existing facility. This includes construction and/or rehabilitation
of water and wastewater systems. The cost of acquiring new or replacement equipment may be
included in the cost of construction.
Labor Hours – the number of paid hours worked by persons on a Section 3 project.
Low-income person – low-income limits are defined in Section 3(b)(2) of the Housing Act of 1937 and
are determined annually by HUD. These limits are typically established at 80 percent of the area median
individual income. HUD limits may be obtained from: https://www.huduser.gov/portal/datasets/il.html.
Materials supply contract – a contract entered into solely for the purchase of products or material.
Professional services – non-construction services that require an advanced degree or professional
licensing, including but not limited to engineering services, architectural services, legal services,
financial consulting, accounting services, and environmental assessment.
Recipient – any entity that receives directly from HUD public housing financial assistance or housing
and community development assistance that funds Section 3 projects, including, but not limited to, any
State, local government, instrumentality, PHA, or other public agency, public or private nonprofit
organization.
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Section 3 Business Concern – A business or non-profit business that meets at least one of the
following criteria, documented within the last 6-month period:
•

At least 51% owned and controlled by low- or very low-income persons;

•

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

•

A business at least 51% owned and controlled by current public housing residents or
residents who currently live in Section 8-assisted housing.

Section 3 Project – any housing rehabilitation, housing construction, and other public construction
project assisted under HUD programs that provide housing and community development financial
assistance when the total amount of assistance to the project exceeds $200,000. The threshold is
$100,000 where the assistance is from the Lead Hazard Control and Healthy Homes programs, the
Lead-Based Paint Poisoning Prevention Act, and the Residential Lead-Based Paint Hazard Reduction
Act of 1992.
Section 3 Worker – any worker who currently fits, or when hired within the last 5 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 either low- or very low-income)

•

The worker is employed by a Section 3 Business Concern

•

The worker is a YouthBuild participant

Service area/neighborhood of the project – an area within 1 mile of the Section 3 project or, if fewer
than 5,000 people live within one mile of a Section 3 project, within a circle centered on the Section 3
project that is sufficient to encompass a population of 5,000 people according to the most recent U.S.
Census.
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Subcontractor – any entity (other than a person who is an employee of the contractor) which has a
contract with a contractor to undertake a portion of the contractor’s obligation for the performance of
work generated by the expenditure of Section 3 Covered Assistance or arising in connection with a
Section 3 Covered Project.
Subrecipient – the local government or organization awarded HOME, CDBG, HOPWA, ESG or NSP
funds for an activity. The subrecipient may commonly be referred to as the “grantee” or the
“community” over the course of the activity.
Targeted Section 3 Worker – any worker who meets at least one of the following criteria:
•

Is employed by a Section 3 Business Concern or

•

Currently fits or when hired fit at least one of the following categories, as documented within
the past 5 years:
-

Living within the service area or the neighborhood of the project, as defined in 24
CFR § 75.5

-

A YouthBuild participant

Very low-income person – very low-income limits are defined in Section 3(b)(2) of the Housing Act of
1937 and are determined annually by HUD. These limits are typically established at 50 percent of the
area median individual income. HUD income limits may be obtained from:
https://www.huduser/gov/portal/datasets/il.html.
YouthBuild – a community-based pre-apprenticeship program that provides job training and
educational opportunities for at-risk youth ages 16-24 who have previously dropped out of high school.
The program was created under the Workforce Innovation and Opportunity Act (29 U.S.C. 3226). More
information can be found here: https://www.dol.gov/agencies/eta/youth/youthbuild.
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Section 3 Compliance
HUD’s regulations for implementing Section 3 mandates can be found at 24 CFR Part 75. These
administrative rules establish the requirements to be followed to ensure the objectives of Section 3 are
met. Federal rules do not require grant recipients to contract or subcontract with a Section 3 business
concern, nor do the rules require hiring of Section 3 workers. However, grant recipients must be able to
demonstrate that, where possible, contracting, employment, and training opportunities were made
available to workers and businesses meeting Section 3 designation criteria.

Applicability and Threshold
Per 24 CFR § 75.3, Section 3 applicability is determined by meeting the requirements of three criteria:
1. The project is funded in whole or in part by HUD Community Planning (CPD) funding.
2. The funding is used for one of the following types of projects:
-

Housing rehabilitation (including reduction and abatement of lead-based paint
hazards, but excluding routine maintenance, repair, and replacement)

-

Housing construction

-

Other public construction (includes, but not limited to, construction of buildings,
facilities, and infrastructure such as water, wastewater system, roadways, and
drainage)

3. The total amount of the assistance cost of the project exceeds $200,000, or $100,000 for a leadbased paint project.
If a project does not meet all three of the above criteria, Section 3 is not applicable. Additionally,
Section 3 is determined at the project level, which “is the site or sites together with any building(s) and
improvements located on the site(s) that are under common ownership, management, and financing”. If
a local government or organization undertakes multiple projects that include federal funding, but are
unrelated, Section 3 applicability is determined for each project.
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Section 3 does not apply to all project types. The following types of projects are specifically exempt
from complying with Section 3 requirements:
1. Contracts for materials.
2. Contracts for professional services (engineering, architecture, and non-construction services
that require an advanced degree or professional licensing).
3. Procurement of equipment not related to housing rehabilitation, housing construction, or
other public facilities construction, including fire trucks, ambulances, etc.
However, recipients who undertake projects that are not subject to Section 3 are encouraged to
consider ways to support the purpose of Section 3.

Employment, Training, and Contracting Requirements
For qualifying projects that receive federal assistance, Section 3 has requirements pertaining to
employment and training. To the greatest extent feasible, and consistent with existing Federal, state,
and local laws and regulations (24 CFR §§ 75.9 & 75.19), recipients covered by this subpart shall
ensure that employment and training opportunities in connection with Section 3 projects are provided
to Section 3 workers within the metropolitan area (or nonmetropolitan county) in which the project is
located.
Whenever possible, priority for opportunities and training should be given to:
-

Section 3 workers residing within the service area or the neighborhood of the
project, and

-

Participants in YouthBuild programs

To the greatest extent feasible, and consistent with Federal, state, and local laws and regulations (24
CFR §§ 75.9 & 75.19), recipients covered in this subpart shall ensure contracts for work awarded for
Section 3 projects are provided to business concerns that provide economic opportunities to Section 3
workers residing within the metropolitan area (or nonmetropolitan county) in which the project is
located.
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When feasible, priority for contracting opportunities should be awarded to:
-

Section 3 business concerns that provide opportunities to Section 3 workers residing
within the service area or the neighborhood of the project, and

-

YouthBuild programs

All subrecipients, contractors, and subcontractors must meet the above requirements, regardless of
whether Section 3 language is included in recipient or subrecipient agreements, program regulatory
agreements, or contracts.
Subrecipients/Grantees receiving Federal funds passed through Contra Costa County must include
language applying Section 3 requirements in any agreement or contract for a Section 3 project.
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Section 3 and Targeted Section 3 Workers
To meet the Section 3 reporting requirements, all workers at the project must be classified as one of 3
worker categories – report the most restrictive category that is appropriate for an individual worker:

All individuals performing applicable work / labor hours for the Federally funded project that do not meet one of the Section 3
designations are reported only under the “All Workers” category.

Criteria for Section 3 Worker Designation
To comply with Section 3 reporting requirements, the grant recipient must determine whether each
individual performing construction or administrative work on the project meets the criteria for a Section
3 Worker. A Section 3 Worker is any worker who currently, or when hired by the current employer
within the past five years, fits at least one of the following categories:
•

The worker’s individual income for the previous or annualized calendar year is below the
income limit published annually by HUD. NOTE: Income of family members other than the
employee are excluded from this determination.

•

The worker is employed by a Section 3 business concern.

•

The worker is a YouthBuild participant.
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Criteria for Targeted Section 3 Worker Designation
The Targeted Section 3 Worker is a worker that is:
•

Employed by a Section 3 business.

•

Currently fits or when hired fit in at least one of the following categories, as documented
within the last five years:
-

Low- or very low-income worker living within the service area of the project. The
service area is 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.

-

A YouthBuild participant.

All Targeted Section 3 Workers are also considered Section 3 Workers. When comparing the two
definitions above, the only difference between a Section 3 Worker and a Targeted Section 3 Worker lies
in how close in proximity the worker resides to the Section 3 project.
The status of workers on the Section 3 project will be determined by one of the following methods:
1. Worker income self-certification: The use of certification forms provided to contractors and
subcontractors working on the project. Each worker on the project must complete the provided
certification form to be kept in the grant record for reference when tracking and aggregating
labor hours worked. One form will be provided for a Section 3 Worker Certification and a
Targeted Section 3 Worker Certification (Exhibit A).
2. Worker is employed by a Section 3 Business Concern: The contractor or subcontractor can
provide documentation that it qualifies as a Section 3 Business Concern (Exhibit B). All
employees of a qualifying business will be considered Section 3 Workers.
3. Worker self-certification of participation in a means-tested program such as public housing or
Section 8-assisted housing.
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4. Certification from a public housing authority (PHA), or the owner or property manager of projectbased Section 8-assisted housing, or the administrator of tenant-based Section 8-assisted
housing that the worker is a participant in one of their programs.
5. Worker is a YouthBuild participant: Verifiable documentation must be provided by the worker or
the employer showing the worker is participating in a YouthBuild program.
6. Employer wage records: The employer can provide certified documentation that the worker’s
income from that employer is below the income limit for the corresponding area median income
when based on an employer’s calculation of what the worker’s wage rate would translate to if
annualized on a full-time basis.

Section 3 Service Area
To correctly identify Targeted Section 3 Workers, the grant recipient must first confirm the Section 3
Service Area. A Section 3 Service Area for a project is determined as follows:
•

Identify the project site. For infrastructure projects, the project site is the area included in the
Environmental Review project description. The center point of this project is the basis for the
Section 3 Service Area.

•

Identify a circle with a one-mile radius, with the project site central point as the origin.

•

Calculate the population that resides within the one-mile circle. If it is less than 5,000 people
(according to the most recent U.S. Census), then aggregate census block group
geographies totaling a minimum of 5,000 persons that both:
-

Surrounds all components of the project site, AND

-

Most closely approximates a circle shape.
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Criteria for Section 3 Business Designation
The Section 3 Final Rule has changed the definition of a Section 3 Business Concern to meet one of the
following criteria, documented within the past 6 months:
•

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

•

Over 75% of the labor hours performed for the business over the previous three-month
period are performed by Section 3 Workers; or

•

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

Contractors or subcontractors who wish to be identified as a Section 3 Business must complete the
Section 3 Business Self-Certification form and provide requested backup documentation.
Documentation of Section 3 status can also be met by inclusion on any list or database published by
HUD reporting Section 3 status.
Section 3 Business status will be reported once for each contract for services. Once a business is
determined to be a Section 3 Business, the designation will remain in effect for the life of the contractor
for services. Records supporting this status must be made available upon request to Contra Costa
County, HUD, or other state and federal authorized officials. Please redact personally identifiable
information (PII) from payroll records prior to releasing any documentation under this requirement.
For construction contractor certified payroll reports, HUD requires the first payroll on which each
employee appears to include the employee’s name and an individually identifying number. Afterward,
the identifying number does not need to be reported unless it is necessary to distinguish between
employees.
NOTE: Section 3 Businesses may only be selected in accordance with procurement standards including
price, ability, and willingness to comply with program requirements to be considered the lowest
responsible bidders on contracting opportunities. Grant recipients should make every effort to ensure
that Section 3 Businesses are able to effectively participate in the opportunity. Contractors and others
should direct their efforts to award subcontracting opportunities generated from the expenditure of
housing and community development financial assistance to Section 3 Businesses.
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Establishing Section 3 Status
A Section 3 Business Concern Status
Businesses verify their status as a Section 3
Business Concern at the time the contract is
awarded. Documentation proving status must be
provided within 6 months.

A Section 3 Worker Status
Workers are established as Section 3 Workers or
Targeted Section 3 Workers at either the date of
initial hire/contract or Employee Certification
date.

Once verified, a Section 3 Business Concern
maintains its Section 3 status for as long as it
continues to meet the definition. (24 CFR § 75.5)

Established Section 3 Workers or Targeted
Section 3 Workers may count their labor hours
for five years from the date used to establish their
status.*

Section 3 defers to local, state, and other federal
rules and regulations.
(24 CFR §§ 75.9 & 75.19)

Workers may re-establish their status as a
Section 3 Worker or Targeted Section 3 Worker
at the end of the five-year period.

* Do not look back prior to the effective date of
the New Rule, November 30, 2020.

Determining Income Levels
Low income is defined as 80% or below the median income of that area. Very low income is defined as
50% or below the median income of that area. Please see Exhibit H for the current Section 3 income
levels.

Benchmarks and Minimum Numerical Goals
HUD has established benchmarks for labor hours worked for both Section 3 Workers and Targeted
Section 3 Workers for qualifying Section 3 projects as part of the revised Section 3 rule:
-

Section 3 Workers = 25% of total labor hours

-

Targeted Section 3 Workers = 5% of total labor hours

Targeted Section 3 Workers are a subset of Section 3 Workers and any labor hours counted toward the
total for Targeted Section 3 Workers will also count toward the total for Section 3 Workers.
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HUD and Contra Costa County consider all subrecipients who meet or exceed both benchmarks for
Section 3 Workers and Targeted Section Workers to be in compliance. If a subrecipient is unable to
meet the benchmarks, the subrecipient must report on the qualitative nature of its activities and those
its contractors and subcontractors pursued. Such qualitative efforts may, for example, include but are
not limited to the following:
1. Engaged in outreach efforts to generate job applicants who are Targeted Section 3 Workers.
2. Provided technical assistance to help Section 3 Workers compete for jobs (resume assistance,
coaching, etc.).
3. Provided training or apprenticeship opportunities.
4. Directed Section 3 Workers to obtain financial literacy training and/or coaching.
5. Connected Section 3 Workers with assistance in seeking employment by helping them prepare
for interviews, connecting residents to job placement services, or pointed them towards job
fairs.
6. Provided or referred Section 3 Workers to services supporting work readiness and retention
(e.g., work readiness activities, interview clothing, test fees, transportation, childcare).
7. Engaged in outreach efforts to identify and secure bids from Section 3 Business Concerns.
8. Hosted job fairs.
9. Divided contracts into smaller jobs to facilitate participation by Section 3 Business Concerns.
10. Provided technical assistance to help Section 3 Business Concerns understand and bid on
contracts.
11. Provided application assistance for attendance at a community college, a four-year educational
institution, or vocational/technical training.
12. Provided bonding assistance, guarantees, or other efforts to support viable bids from Section 3
Business Concerns.
13. Contacted business assistance agencies, minority contractors’ associations, and community
organizations to inform them of contracting opportunities and request their assistance in
identifying Section 3 Business Concerns.
14. Provided written notice to all known Section 3 Business Concerns of the contracting
opportunities. The notice should be in sufficient time to allow Section 3 Business Concerns to
respond to the bid invitation or request for proposal.
15. Used the services and assistance of the U.S. Small Business Administration and the Minority
Business Development Agency of the U.S. Department of Commerce (http://www.mbda.gov/)
16. Promoted the use of the HUD Opportunity Portal (https://hudapps.hud.gov/OpportunityPortal/).
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Reporting
For Section 3 covered contracts, contractors must submit the Section 3 Labor Hours Tracking Form
(Exhibit F) on a monthly basis, and the Section 3 Year-End Report annually. The information required
includes:
•

The total number of labor hours worked

•

The total number of labor hours worked by Section 3 Workers

•

The total number of labor hours worked by Targeted Section 3 Workers

•

The percentage of labor hours worked by Section 3 Workers

•

The percentage of labor hours worked by Targeted Section 3 Workers

•

If benchmarks are unmet, qualitative efforts and explanation of those efforts

1. Monthly Reporting
a. Contractors are required to submit a monthly labor hours report (Exhibit F) to the HCI staff
contact for your project by the last day of each month.
2. Annual Reporting
a. Once a year, contractors must submit a final Section 3 cumulative report for the program
year (Exhibit G). This report is due July 10. If the contractor or subcontractor’s portion of
work on the project ends before July 10, the report should be submitted after work is
completed.
b. Upon completion of a project, Contra Costa County’s Section 3 Coordinator will conduct a
final review of the project’s overall performance and compliance
c. Contra Costa County will submit the Section 3 data to HUD for the reporting period.
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Section 3 Opportunity Portal (formerly Business Registry)
The Section 3 Opportunity Portal is a listing of firms that have self-certified that they meet one of the
regulatory definitions of a Section 3 business. This publicly published list can be used by agencies that
receive HUD funds, developers, contractors, and others to facilitate the award of certain HUD-funded
contracts. It also enables HUD grantees to meet their Section 3 obligations by reducing some of the
burden associated with locating eligible businesses.
While HUD maintains the Opportunity Portal database, it has not verified the information submitted by
the businesses and does not endorse services they provide. Accordingly, it is recommended that users
perform due diligence before awarding contracts to firms that have self-certified on this registry by
ensuring that they meet the definition of a Section 3 Business Concern as defined earlier.

County Responsibilities
The County will undertake the following activities:
1. Design and implement procedures to comply with the requirements of Section 3. Create forms
and manuals to maintain and verify compliance. Ensure contractor and subcontractor awareness
of and compliance with Section 3 benchmarks and responsibilities.
2. Verify Section 3 Workers, Targeted Section 3 Workers, and Section 3 Business Concerns
(Exhibits A and B).
3. Facilitate compliance among developers and contractors through pre-construction meetings.
4. Provide contractors with resources to locate certified Section 3 Workers and Section 3
Businesses.
5. Incorporate Section 3 Clause (Exhibit D) into all contracts.
6. Review funding applications for Section 3 applicability, capacity, and appropriate planning.
7. Prior to award of construction contract, require submittal of Pre-Award Compliance Certification
(Exhibit E) and current staff list from all contractors scheduled for project.
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8. Check scheduled contractors and subcontractors against the federal Debarment list
(www.sam.gov).
9. Collect Section 3 Compliance Reports/Labor Hours Tracking Form (Exhibit F) from all Section 3
Covered Projects.
10. Submit annual Section 3 Summary Report (Exhibit G) to HUD for each program (CDBG, HOME,
ESG and NSP) with annual CAPER.
11. Document files for compliance efforts, including records of job vacancies, solicitation for bids or
proposals, selection materials, and contracts.

Subrecipient – Developer – Contractor – Subcontractor Responsibilities
Section 3 applies to all projects that are receiving federal funding in excess of $200,000 (or $100,000
for lead-abatement projects). Subrecipients, developers, contractors, or subcontractors that receive
contracts with federal funding are required to comply with the Section 3 regulations in the same manner
as the County. Subrecipients, developers, contractors, and subcontractors are responsible for
communicating Section 3 information and regulations to everyone involved in the project.
Responsibilities of the subrecipient/developer/contractor/subcontractor include the following:
1. Notification of Section 3 opportunity shall be advertised with one or more of the following:
-

Daily Pacific Builder, or similar publication

-

Job training and placement agencies

-

Previously funded affordable housing sites

-

Local union halls

-

List of certified Section 3 Workers and Section 3 Businesses

-

Small business development agencies

2. Incorporate Section 3 Clause (Exhibit D) into all contracts.
3. Ensure subcontractors are aware of Section 3 requirements and responsibilities.
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4. Certify Section 3 Workers, Targeted Section 3 Workers, and Section 3 Business Concerns
(Exhibits A and B).
5. Attend pre-construction meetings with the County.
6. Register on the HUD Opportunity Portal for Businesses/Contractors
(https://hudapps.hud.gov/OpportunityPortal/).
7. Post all projects and new hire requests on the Section 3 Portal.
8. Prior to award of construction contract, submit Pre-Award Compliance Certification (Exhibit E)
and current staff list for Prime Contractor to County.
9. Submit Section 3 labor hours tracking (Exhibit F) to the County.
10. Document files for compliance efforts including records of job vacancies, solicitation for bids or
proposals, selection materials, and contracts. Maintain records for a minimum of five years.
11. If reporting indicates that the contractor has not met the Section 3 benchmarks described in §
75.23, the contractor must report the qualitative efforts pursued such as engaging in outreach
efforts to generate Section 3 Workers, providing training or apprenticeship opportunities,
engaging in outreach efforts to identify and secure bids from Section 3 business concerns, and
promoting the use of business registries designed to create opportunities for disadvantaged and
small businesses.

Complaints
Per §75.33, complaints alleging failure of compliance with Section 3 may report to the HUD program
office responsible for the Section 3 project (https://hud.gov), or to the local HUD field office.
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Region IX HUD Local Field Office
San Francisco Regional Office
One Sansome Street, Suite 1200
San Francisco, CA 94104
415-489-6400
CA_Webmaster@hud.gov
HUD Washington
Assistant Secretary, Fair Housing and Equal Opportunity
Office of Economic Opportunity
Room 5100, Dept. of HUD
451 Seventh Street, SW
Washington, DC 20410
202-708-1112

County Section 3 Contact
Any questions about Contra Costa’s Section 3 Plan can be directed to the following staff member:
Cathy Remick, Planner
Department of Conservation & Development
Housing and Community Improvement Division
cathy.remick@dcd.cccounty.us

Exhibits
Exhibit A – Section 3 Worker Self-Certification
Exhibit B – Section 3 Business Self-Certification
Exhibit C – Section 3 Business Owner Certification
Exhibit D – Section 3 Clause
Exhibit E – Section 3 Pre-Award Compliance Certification
Exhibit F – Section 3 Labor Hours Tracking Form
Exhibit G – Section 3 Summary Report
Exhibit H – Section 3 Income Limits
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FAQs
How can I find Section 3 business concerns in my area?
Section 3 business concerns can be found on the Section 3 Business Registry available on the Section
3 Registry website. You can also contact the County for a list of Section 3 businesses on file.
Does a business have to be incorporated to be considered a Section 3 eligible business?
No. A Section 3 business concern can be any type of business, such as a sole proprietorship,
partnership, or a corporation, properly licensed and meeting all legal requirements to perform the
contract under consideration.
What recordkeeping responsibilities do contractors and subcontractors have if they receive
Section 3 covered contracts?
Contractors and subcontractors should maintain and provide any documentation that will assist the
County in demonstrating Section 3 compliance to HUD including documentation that shows hours
worked by all workers, Section 3 workers, Targeted Section 3 workers, and any qualitative efforts to
comply with Section 3. Examples of documentation can be found in 24 CFR § 75.31
(https://www.ecfr.gov/cgi-bin/retrieveECFR?n=pt24.1.75#se24.1.75_131).
What if my company does not meet all benchmark goals for employment or contracting?
If reporting indicates the company has not met the Section 3 benchmarks, the company should report
on the qualitative nature of its activities such as those listed on pages 9-10 of this manual.
Can a nonprofit organization be considered a business concern for the purposes of Section 3?
Yes. A nonprofit organization can be a business concern. Nonprofit organizations must meet the criteria
of a Section 3 business concern as defined in 24 CFR § 75.5 in order to receive Section 3 preference.
Can contracting with a Minority Business Enterprise (MBE) or a Women Business Enterprise
(WBE) count towards Section 3 benchmarks?
It depends. Section 3 is race and gender neutral. Only Minority Business Enterprises (MBEs)/Women
Business Enterprises (WBE) that meet the eligibility criteria as a Section 3 business concern set forth in
the regulation can be counted towards the Section 3 labor hour calculation.
Do Section 3 requirements apply to material only contracts?
No. Section 3 does not apply to material only contracts or those that do not require any labor. For
example, a contract for office or janitorial supplies would not be covered by Section 3. In this example,
Section 3 would be encouraged, but not required. However, a contract to replace windows that includes
the removal of existing windows, and the installation of new windows would be covered due to the
involvement of labor.
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Are Section 3 workers or business concerns guaranteed employment or contracting
opportunities under Section 3?
Section 3 is not an entitlement program; therefore, employment and contracts are not guaranteed. Lowand very low-income individuals and Section 3 business concerns must be able to demonstrate that
they have the ability or capacity to perform the specific job or successfully complete the contract that
they are seeking.
What documentation must be maintained by contractors and subcontractors certifying that lowand very low-income individuals and business concerns meet the regulatory definitions under
Section 3?
There are many ways a worker can be certified as either a Section 3 Worker or Targeted Section 3
Worker under 24 CFR Part 75. Please see pages 6-8 of this manual.
Will there be changes to the benchmark requirements?
The Secretary of HUD is required in the Benchmark Notice published in the Federal Register to review
and update the Benchmarks by Federal Register no less frequently than once every three years.
If a project is funded with non-HUD assistance, do the requirements of Section 3 still apply?
Section 3 applies to projects that are fully or partially funded with HUD financial assistance. Projects that
are financed with state, local, or private matching or leveraged funds used in conjunction with HUD
funds are covered by Section 3 if the amount of HUD funding for the project exceeds $200,000 (or
$100,000 for a lead-abatement project).
Are developers, contractors, and subcontractors required to provide long-term employment
opportunities, and not simply seasonal or temporary employment?
Developers, contractors, and subcontractors are required, to the greatest extent feasible, to direct
employment opportunities to low- and very low-income persons, including seasonal and temporary
opportunities. Benchmark goals include the calculation of all Section 3 Worker and Targeted Section 3
Worker labor hours as a percentage of all labor hours worked on a project. Developers, contractors,
and subcontractors are encouraged to provide long-term employment to ensure that they meet the
benchmark goals.
Are all public housing residents considered Section 3 Workers regardless of their income?
No. To qualify as a Section 3 Worker, an individual must meet one of the following criteria:
1. The worker’s income for the previous or annualized calendar year is below the income limit
established by HUD;
2. The worker is employed by a Section 3 business concern; or
3. The worker is a YouthBuild participant.
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Do the benchmark requirements only count toward new hires?
No. The rule does not apply to only new hires, but if someone is currently on staff and qualifies as a
Section 3 resident under 24 CFR part 135, they will need to re-certify as either a Section 3 Worker or a
Targeted Section 3 Worker under 24 CFR part 75.
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EXHIBIT A

Contra Costa County Section 3 Worker and Targeted Section 3 Worker
Self-Certification
A person seeking preference in training and employment shall certify or submit evidence to the recipient sub-recipient,
contractor, or subcontractor that they meet eligibility as a Section 3 Worker, as defined in Section 24 CFR § 75.
Date (month and year): ______________________________________
Worker Name: _________________________________________________________________________________
Worker Apartment Complex Name (if applicable):___________________________________________________
Worker Address: _______________________________________________________________________________
_______________________________________________________________________________________________
Worker Email Address: __________________________________________________________________________
I live within a 1 mile radius or less from project site (circle): Y N
Employer/Company Name: ______________________________________________________________________
Trade/Job Interest: ____________________________________________________________________________
Experience (circle):

Y N

Years Experience: ________________________

To meet the income qualifications, you must earn 80% of the area median income or below for Contra Costa County. This limit is
updated annually. A Section 3 Worker can be anyone, but the income is based on where the worker lives.

Section 3 Income Limit for Contra Costa County Residents as of June 15, 2022
1 Person

$74,200

Place a checkmark beside any of the following that applies below:
______ My income for the previous year was below the amount listed above*.
______ I am employed by a Section 3 Business Concern.
______ I am a YouthBuild participant.
______ I reside in public housing or Section 8-assisted housing.
______ I reside within one mile of the work site.
______ I am not a Contra Costa County resident. My County is _______________ and my income is $_______________
* Section 3 income qualification limits are based on where the worker lives and not the location of the project.

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

________________________________________________________
Signature

_______________________
Date
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EXHIBIT B

Contra Costa County Section 3 Business Self-Certification
To self-certify as a Section 3 Business Concern, per 24 CFR § 75, the company or firm must meet at least one
of the categories below. Supporting documentation must be provided with this form to be confirmed as a
Section 3 Business.
Check if
Applies

Section 3 Business Category
Business is at least 51% owned by low- or very
low-income persons.
Over 75% of the labor hours performed for the
business are low- or very low-income persons.
Business is at least 51% owned by current public
housing residents or residents who currently live
in Section 8-assisted housing.

Additional Required Data
Proof of ownership showing all owners and their percentages and a
completed Section 3 Business Owner Self-Certification form for all low- and
very low-income owners.
Provide the last 90 days’ full payrolls for the entire company. Provide a list of
employees who worked the last 90 days with the total hours worked for each
employee and an indication of which employees are Section 3 Workers.
Proof of ownership showing all owners and their percentages and
documentation of residence in public housing or a Section 8 unit.

I hereby certify that all the information on this form is true and correct. I attest that my business meets the
Section 3 definition and understand proof of this information may be requested. If found to be inaccurate, I
understand that I may be disqualified as a Section 3 Business.

____________________________________________________

____________________________

Authorized Signature
____________________________________________________

Date
____________________________

Printed Name

Title

Business Name: ________________________________________________________________________
Business Address: ______________________________________________________________________
Telephone Number: ___________________________ Type of Business:

____

Corporation

____

Sole Proprietorship

____

Partnership

____

Joint Venture
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EXHIBIT C

Contra Costa County Section 3 Business Owner Certification
A business owner seeking Section 3 Business Certification shall certify and submit this form in conjunction with
the Section 3 Business Self-Certification form.
Owner Name: _________________________________________________________________________________
Business Name: _______________________________________________________________________________
Business Address: ______________________________________________________________________________
Business Email Address: ______________________________
Percent Ownership of Business: __________
To meet the income qualifications, the business owner must earn 80% of the area median income or below for Contra Costa
County. This limit is updated annually. The income of the business owner is based on where the owner lives.

Section 3 Income Limit as of June 15, 2022
1 Person

$74,200

Place a checkmark beside any of the following that applies below:
______ My income for the previous year was below the amount listed above.
______ I am currently a resident of public housing or live in Section 8-assisted housing.
I hereby certify that all the information on this form is true and correct. I attest that my business and my
business ownership meet the Section 3 definition and understand proof of this information may be requested. If
found to be inaccurate, I understand that I may be disqualified as a Section 3 Business and Section 3 Business
Owner.
____________________________________________________
Authorized Signature

____________________________________________________
Printed Name

____________________________
Date

____________________________
Title
EXHIBIT C | Revised July 2022

EXHIBIT D

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 economic opportunities, most importantly employment, generated by certain HUD
financial assistance shall, to the greatest extent feasible, be directed to low- and very low-income persons,
particularly those who are recipients of government assistance for housing or residents of the community in
which the Federal assistance is spent.
B. The parties to this contract agree to comply with HUD's regulations in 24 CFR part 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 Section 3 regulations.
C. The Award Recipient, Contractor, or Development Owner agrees to send to each labor organization or
representative of workers with which the Award Recipient, Contractor, or Development Owner has a
collective bargaining agreement or other understanding, if any, a notice advising the labor
organization or workers' representative of the Award Recipient, Contractor, or Development Owner’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 the 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 Award Recipient, Contractor, or Development Owner agrees to engage in qualitative efforts
including but not limited to:
a. Engaging in outreach efforts to generate job applicants who are Targeted Section 3 Workers.
b. Providing training or apprenticeship opportunities.
c. Providing or referring Section 3 Workers to services supporting work readiness and retention
(e.g., work readiness activities, interview clothing, test fees, transportation, childcare).
d. Engaging in outreach efforts to identify and secure bids from Section 3 business concerns.
e. Promoting the use of business registries designed to create opportunities for disadvantaged
and small businesses.
f. Engaging in outreach and referrals with the state’s one-stop system of the workforce
Innovation and Opportunity Act.
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EXHIBIT D
E. The Award Recipient, Contractor, or Development Owner agrees to include this Section 3 clause in
every subcontract subject to compliance with regulations in 24 CFR part 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 part 75. The
Award Recipient, Contractor, or Development Owner will not subcontract with any subcontractor
where the Award Recipient, Contractor, or Development Owner has notice or knowledge that the
subcontractor has been found in violation of the regulations in 24 CFR part 75.
F. The Award Recipient, Contractor, or Development Owner must meet the requirements of 24 CFR
part 75.19, regardless of whether Section 3 language is included in agreements, program regulatory
agreements, or contracts. These requirements include:
a. Employment and Training
i. To the greatest extent feasible and consistent with existing Federal, state, and local
laws and regulations, contractors covered by this subpart will ensure that employment
and training opportunities arising in connection with Section 3 projects are provided to
Section 3 Workers within the metropolitan area (or nonmetropolitan county) in which
the project is located.
ii. Where feasible, priority for opportunities and training should be given to:
1. Section 3 Workers residing within the service area or the neighborhood of the
project; and
2. YouthBuild participants.
b. Contracting
i. To the greatest extent feasible and consistent with existing Federal, state, and local
laws and regulations, recipients covered by this subpart shall ensure contracts for
work awarded in connection with Section 3 projects are provided to business
concerns that provide economic opportunities to Section 3 Workers residing within
the metropolitan area (or nonmetropolitan county) in which the project is located.
ii. Where feasible, priority for contracting opportunities should be given to:
1. Section 3 business concerns that provide economic opportunities to Section 3
Workers residing within the service area or the neighborhood of the project;
and
2. YouthBuild programs.
G. The Award Recipient, Contractor, or Development Owner 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 75
require employment opportunities to be directed, were not filled to circumvent the contractor's
obligations under 24 CFR part 75.
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EXHIBIT D
H. Noncompliance with HUD's regulations in 24 CFR part 75 may result in sanctions, termination of this
contract for default, and debarment or suspension from future HUD-assisted contracts.
I.

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 and section 7(b) agree to comply with Section 3 to the maximum
extent feasible but not in derogation of compliance with Section 7(b).

J. The Award Recipient, Contractor, or Development Owner agrees to comply with all monitoring,
reporting, recordkeeping, and other procedures specified by Contra Costa County and the
United States Department of Housing and Urban Development (HUD). All documentation,
contracts, and records should be retained for a minimum of five years from the date the project
has been completed or seven years from the date of the contract if the completion date is
unknown. The Award Recipient, Contractor, or Development Owner is responsible for providing
Section 3 performance metrics and supporting documentation for all its subrecipients,
contractors, and subcontractors, as applicable.
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EXHIBIT E

Pre-Award Compliance Certification
To be completed and returned to the County.

Project Name: ____________________________________ Developer/Owner: ___________________________
Contractor Name: ______________________________________________________________________________
Contractor Address: ____________________________________________________________________________
Contact Person: ___________________________ Phone: __________________ Email: __________________
Contract Amount ($): _____________________________ Date of Contract: _____________________________
The undersigned owner and general contractor of the above-referenced project are committed to complying
with the Section 3 Act and Section 3 regulations. Contra Costa Couty will work with the owner and the general
contractor to ensure compliance, to the greatest extent feasible, through the employment of Section 3 Workers
and Targeted Section 3 Workers. Furthermore, the owner hereby agrees to implement at least the following
actions directed towards employing Section 3 Workers and Targeted Section 3 Workers:
•

The owner or general contractor must submit the Section 3 Year End Monitoring Report by July 10th of
each fiscal year.

•

The general contractor and subcontractors must submit monthly reports (Exhibit F: Labor Hours
Tracking Form) on all Section 3 covered projects. Reports are due at the end of each month. Reports
shall be submitted to the HCI staff contact for your project.

•

The owner or general contractor shall maintain comprehensive documentation of their Section 3
outreach efforts and implementation activities. Section 3 files should be clearly maintained and be
available for review by Contra Costa County and/or HUD officials.

•

The owner and general contractor will make their best efforts to ensure that all Section 3 Business
Concerns and Targeted Section 3 Workers within the Service Area are notified of pending
opportunities.

•

The owner and general contractor will ensure all subcontractors are aware of their obligation to meet
Section 3 benchmarks laid out in Contra Costa County’s Section 3 Guidance Manual. Subcontractors
will consult with the general contractor instead of the County regarding questions and reporting.

EXHIBIT E| Revised July 2022

EXHIBIT E
•

The owner and general contractor agree to register on HUD’s Section 3 Opportunity Portal to help
match Section 3 workers to jobs and training opportunities and Section 3 businesses to contracting
opportunities (https://hudapps.hud.gov/OpportunityPortal/).

We the undersigned, have read and fully agree to this Section 3 Compliance Certification, and become party to
the full implementation of this program.

Owner
Signature: ___________________________________________
Title: ________________________________________________
Date: ________________________________________________

General Contractor
Signature: ___________________________________________
Title: ________________________________________________
Date: ________________________________________________

Subcontractor
Signature: ___________________________________________
Title: ________________________________________________
Date: ________________________________________________
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EXHIBIT E
Section 3 Contractor Estimated Project Workforce
The employment and training component of Section 3 applies to the prime contractor and all subcontractors
providing construction services or professional services to Contra Costa County’s CDBG, HOME, HOPWA,
ESG, and NSP Programs. It is the responsibility of the Prime Contractor to enforce these same requirements
within any subcontracts.
To be in compliance with HUD’s new Section 3 benchmarks, 25% of total labor hours must be Section 3
Workers and 5% of total labor hours must be Targeted Section 3 Workers. Please note the Section 3 Workers
and Targeted Section 3 Workers must meet the minimum qualifications for the available job.
Complete the table below.

Job Category

Total Estimated
Positions

Number of
Positions
Currently
Occupied by
Permanent
Employees

Number of Vacant
Positions

Number of
Positions to be
Filled with
Targeted and/or
Sec. 3 Workers

Estimated
Hiring Date for
Targeted
and/or Sec. 3
Workers

Officers/Supervisors
Professionals
Technicians
Office
Clerical
Trade
Journeymen
Apprentices
Trainees
Others
Others
Others
TOTAL
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EXHIBIT F

Labor Hours Tracking Form for All Workers
This form or a similar spreadsheet must be submitted to your HCI staff contact at the
County by the end of each month. All worker hours (Section 3 or not) should be reported.
Date: __________________________________________________
Month and Year Reporting: ________________________________________________________________
Project Name: ___________________________________________________________________________
Project Address: _________________________________________________________________________
Business Name/Contractor-Subcontractor Name: ____________________________________________
Business/Contractor-Subcontractor Address: ________________________________________________
Name and Position of Person Preparing Report:_______________________________________________

Name of Employee

Worker
Classification

Targeted
Section 3
Workers
Yes or No

Section 3
Workers
Yes or No

Labor
Hours
Worked
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EXHIBIT F

Name of Employee

Worker
Classification

Targeted
Section 3
Workers
Yes or No

Section 3
Workers
Yes or No

Labor
Hours
Worked

TOTAL
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EXHIBIT F
Were Section 3 Worker Benchmarks Met (25% of total labor hours worked)?
_______ Yes

________ No

Were Targeted Section 3 Worker Benchmarks Met (5% of total labor hours worked)?
_______ Yes

_________ No

If NO for either benchmark, please check any “Good Faith Efforts” in the form below along with any associated
information:

Outreach efforts to generate job applicants who are Public Housing Targeted Workers
Direct, on-the-job training (including apprenticeships)
Indirect training such as arranging for, contracting for, or paying tuition for off-site training
Technical training such as arranging for, contracting for, or paying tuition for off-site training
Outreach efforts to identify and secure bonds from Section 3 Business Concerns
Technical Assistance to help Section 3 Business Concerns understand and bid on contracts
Division of contracts into smaller jobs to facilitate participation by Section 3 Business Concerns
Provided or connected residents with assistance in seeking employment, including drafting resumes,
preparing for interviews, finding job opportunities, and connecting residents to job placement services
Held one or more job fairs
Provided or connected residents with supportive services that can provide direct services or referrals
Provided or connected residents with supportive services that provide one or more of the following: work
readiness health screenings, interview clothing, uniforms, test fees, and/or transportation
Assisted residents with finding childcare
Assisted residents to apply for/or attend community college or a four-year educational institution
Assisted residents to apply for/or attend vocational or technical training
Assisted residents to obtain financial literacy training and/or coaching
Bonding assistance, guarantees, or other efforts to support viable bids from Section 3 Business Concerns
Provided or connected residents with training on computer use or online technologies
Provided technical assistance to help Section 3 Workers compete for jobs (resume assistance, job coaching,
etc.)
Promoting the use of a business registry designed to create opportunities for disadvantaged or small
businesses
Outreach, engagement, or referrals with the state one-stop system, as designed in the Workforce Innovation
and Opportunity Act
Other. Please Specify:
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EXHIBIT F
Documentation Checklist
Contractors and subcontractors must maintain documentation to ensure the workers meet the definition of a
Section 3 Worker or a Targeted Section 3 Worker, at the time of hire or the first reporting period. Please check
off the documents provided:

For a worker to qualify as a Section 3 Worker, ONE of the following must be maintained:
☐
☐
☐

☐

☐

A worker’s self-certification that their income is below the income limit for the prior calendar year;
A worker’s self-certification of participation in a means-tested program such as public housing or
Section 8-assisted housing;
Certification from a PHA (Public Housing Authority), the owner or property manager of project-based
Section 8-assisted housing, or the administrator of tenant-based Section 8-assisted housing that the
worker is a participant in one of their programs;
An employer’s certification that the worker’s income from that employer is below the income limit when
based on the employer’s calculation of what the worker’s wage rate would translate to if annualized on a
full-time basis; or
An employer’s certification that the worker is employed by a Section 3 business concern.

For a worker to qualify as a Targeted Section 3 Worker, ONE of the following must be maintained:
☐

☐
☐

An employer’s confirmation that a worker’s residence is within one mile of the work site, or if fewer than
5,000 people live within one mile of a work site, within a circle centered on the work site that is sufficient
to encompass a population of 5,000 people according to the most recent U.S. Census;
An employer’s certification that the worker is employed by a Section 3 business concern; or
A worker’s self-certification that the worker is a YouthBuild participant.

A Section 3 business concern means meeting ONE of the following criteria, documented within the last
six-month period:
☐
☐
☐

Proof that the business is at least 51 percent owned and controlled by low- or very low-income persons;
Proof that over 75 percent of the labor hours performed for the business over the prior three-month
period are performed by Section 3 Workers; or
Proof that the business is at least 51 percent owned and controlled by current public housing residents
or residents who currently live in Section 8-assisted housing.
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Exhibit G

Contra Costa County

Section 3 Annual Report
Recipients use this form to provide the County the information necessary to report Section 3 Benchmarks.
This is information based on July 1st to June 30th and due July 10th of each year.
Year Reporting:
Recipient Name:
Project Name:
Contact Person:
Date Report Submitted to County:
Project Address:
Phone:

Project Number:

Section 3 is an initiative to employ local low- and very low-income workers and create economic opportunities for businesses owned by
low-income individuals.

PART 1: EMPLOYMENT AND TRAINING (All fields are mandatory)

Job Category

A

B

C

Total Labor Hours Worked
on Project

Total Labor Hours Worked
on Project by Section 3
Workers

Total Labor Hours Worked
on Project by Targeted
Section 3 Workers

D

E

% of Total Labor Hours
Worked by Section 3
Workers *

% of Total Labor Hours
Worked by Targeted Section 3
Workers

Professionals
Technicians
Office/Clerical
Officials/Managers
Sales
Craft Workers (skilled)
Operatives (semiskilled)
Laborers (unskilled)
Service Workers
Other
Total
* Includes hours worked by Section 3 Workers and Targeted Section 3 Workers

PART 2: SUMMARY OF EFFORTS
Indicate the efforts made to direct the employment and other economic opportunities generated by HUD financial assistance for housing and community
development programs, to the greatest extent feasible, Section 3 Workers and Targeted Section 3 Workers. Check all that apply.
Attempted to recruit low-income workers through: local advertising, signs prominently displayed at the project site, contacts with community
organizations and public or private agencies operating within the metropolitan area in which the Section 3 covered program or project is located
(Contra Costa County), or similar methods.
Participated in a HUD program or other program which promotes the training or employment of Section 3 residents.
Participated in a HUD program or other program which promotes the award of contracts to business concerns which meet the definition of
Section 3 Business Concerns.
Coordinated with YouthBuild Programs administered in the area in which the Section 3 covered project is located.
Provided or connected Section 3 Workers with employment search assistance such as resume writing, interview preparations, or connecting with
placement services.
Engaged in outreach efforts to generate job applicants who are Targeted Section 3 Workers.
Promoted use of business registries designed to create opportunities for disadvantaged and small businesses.
Engaged in outreach efforts to identify and secure bids from Section 3 business concerns.
Outreach, engagement, or referrals with the state one-stop system as defined in Section 121(e)(2) of the Workforce Innovation and Opportunity
Act.
Provided training or apprenticeship opportunities for Section 3 Workers or Targeted Section 3 Workers.
Is there any supplemental information you would like to provide?

EXHIBIT H

Contra Costa County Section 3 Income Limits 2021
Low income is defined as 80% or below the median income of that area. Very low income is defined as 50% or
below the median income of that area. Below are the current 2022 HOME income limits for Contra Costa
County. This income limit changes annually. Section 3 worker and Section 3 business owner income limits are
based on where they live. This income limit only applies to workers and owners in Contra Costa County.

2022 Section 3 Income Limit
1 Person

$74,200
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Section 3 Process
For Contra Costa County

24 CFR 75

Meeting
Owner/Developer/Contractor attends pre-construction
meeting with the County. Owner/Contractor completes PreAward Certification form and receives Exhibit A-E and G-H.

Contract
Contract is granted to the Owner/Contractor. Contractor
reviews Section 3 Plan provided by the County in order to
comply with Section 3 regulations.

Clause
Section 3 Clause is incorporated into contract and in all
future subcontractor contracts the Owner/Contractor
creates. Contractor ensures all subcontractors are aware
of Section 3 requirements and responsibilities.

Advertise & Document
Contractor advertises job opportunities. Contractor

posts Section 3 information at job site. Contractor
registers on the HUD Opportunity Portal. Contractor
retains all documentation for compliance efforts.

Certification

Monthly Reporting

Contractor/Developer/Owner/Subcontractor must

Contractor submits the labor hours tracking form

submit a completed Pre-Award Compliance Certification

(Exhibit F) to County by the end of each month.

(Exhibit E) before work starts.

Yearly Reporting
The County’s fiscal year is July 1 – June 30. The
Contractor submits Section 3 Summary Report
(Exhibit G) to County by July 10th of each year.

Calculating Your 1-Mile Radius Around the Project
1. Go to https://www.calmaps.com
2. Choose Measure Radius on Map. With this tool, you can see the radius of a circle anywhere
on Google maps.
3. Enter project address into the search bar and choose the radius miles you are looking for.
4. Press search to see the 1-mile radius surrounding the project.
5. You can print or download the map from this page.

UPDATES TO HUD OPPORTUNITY PORTAL AND BUSINESS REGISTRY
The Section 3 Business Registry was integrated into the Opportunity Portal on November 12, 2021,
and now allows users to access their business registry profiles, make edits, and create and edit new
opportunities.
Below is a summary of the changes. It is important to follow the action items to ensure your
business has integrated successfully with the point of contact and email address used at the time of
registration.
CHANGES:
•

Businesses registered since July 31, 2021, will be found in the Opportunity Portal via “Search
Businesses”.

•

Businesses can now use the Opportunity Portal to log in and view their businesses as an
Employer profile.

•

Employers can create, edit and remove job/contract opportunities.

•

Employers can view their businesses and make edits to their business registry profiles.

•

If an Opportunity Portal user is both an employer and a sole proprietor worker, they will
need to make two separate profiles using two different email addresses, one profile as
“worker” and one as “employer”.

ACTION ITEMS:
To manage registered businesses and confirm your business is integrated successfully, access the
Opportunity Portal, and proceed to signing in or creating a login.gov account.
•

The email used to create or log in via login.gov in the Opportunity Portal must be the same
as the Point of Contact email used at the time of registration for the business to connect to
the account.

•

Select “Employer” upon account set up.

•

Select “My Section 3 Portal” followed by “My Business”.

•

If your registered business is not listed under “My Businesses”, please contact HUD at
Sec3biz@hud.gov.

Instructions for Registering for Section 3 Self Certification
The Section 3 Business Registry is a listing of firms that have self-certified that they meet one of the regulatory
definitions of a Section 3 business and are included in a searchable online database that can be used by agencies
that receive HUD funds, developers, contractors, and others to facilitate the award of certain HUD-funded
contracts. The database can also be used by Section 3 residents to identify businesses that may have employment
opportunities.
This registry is a helpful tool to assist recipients of HUD funding (Public Housing Agencies, local government
agencies, property owners, developers, etc.) and others in locating Section 3 businesses within their community.
It also enables HUD grantees to meet their Section 3 obligations by reducing some of the burden associated with
locating eligible businesses.
ARE YOU A SECTION 3 BUSINESS?
Complete the information located on this site to see if you qualify as a Section 3 business:
https://portalapps.hud.gov/Sec3BusReg/BRegistry/AmISection3
START YOUR CERTIFICATION

Public reporting for this collection of information is estimated to average 1 hour per response, including the time
for reviewing instructions, searching existing data sources, gathering, and maintaining the data needed and
completing and reviewing the collection of information.
Complete the certification here: https://portalapps.hud.gov/Sec3BusReg/BRegistry/RegisterBusiness
Instructions are below:
All box fields with * are required fields that must be filled in before an application can be submitted.
Box 1:

Business Name *

Box 2:

Street Address *

Box 3:
Box 4:
Box 5:
Box 6:
Box 7:
Box 8:
Box 9:
Box 10:
Box 11:

City *
State *
Zip *
County *
Business Telephone Number *
Business Website Address
Business Point of Contact *
Business Email *
Contact Phone Number *

Enter the name of your business as it appears in your state’s
registered business database, DBA (Doing Business As), LLC, or
Corporation.
Enter the address as it appears in your state’s registered business
database, DBA, LLC, or Corporation. No P.O. Boxes.

Enter the business contact number
Enter the business website/URL
Enter the name of the primary contact person
Enter the email address of the primary contact person
Enter the number of the primary contact person

Box 12:

Number of Employees *

Box 13:

NAICS

Box 14:

DUNS Number

Box 15:

Metropolitan Area Locations
NOT Willing to Serve

Box 16:

Business License

Box 17:
Box 18:

Year Business Established *
Employer Identification
Number (EIN)

Box 19:

Business Capabilities Narrative

Box 20:

Small Business

Box 21:
Box 22:
Box 23:
Box 24:

Business Designations
Provided Services *
Currently Hiring *
Section 3 Business Criteria *

Enter the total number of currently employed staff, including
yourself and any partners.
North American Industry Classification System (NAICS).
http://www.naics.com. NAICS is a system to classify
establishments by industry.
DUNS is a unique 9-digit universal numbering system that is used
by businesses and the federal government to keep track of more
than 70 million businesses worldwide. DUNS number assignment is
free for all businesses required to register with the federal
government for contracts or grants. For more information on
DUNS numbers, go to http://www.SBA.gov.
Please note any locations within the County and/or City area that
your business is NOT willing to serve. Must be less than 200
characters.
Enter your business license number. Virtually every business needs
some form of license or permit to legally operate in a given
jurisdiction. However, licensing and permit requirements vary
depending on the type of business you are operating, location, and
specific regulations. Please visit
http://www.sba.gov/content/search-business-licenses-andpermits to learn more about obtaining a business license. If a
business license number is not required, please enter “NOT
APPLICABLE”.
Enter the year the business was established.
An Employer Identification Number (EIN) is also known as a
Federal Tax Identification Number and is used to identify a
business entity. Generally, businesses need an EIN. You can apply
for one at https://sa.www4.irs.gov/modiein/individual/index.jsp.
This is a free service offered by the Internal Revenue Service.
Capability Narrative is a summary of a company’s ability to
perform. What services does my business provide relative to my
primary NAICS code? Your narrative must be less than 4,000
characters.
Check this box if you identify as a small business. If you are not
sure if you are a small business, visit https://www.sba.gov/sizestandards.
Check any of these boxes if they pertain to your business.
Check at least one box. If other, please provide description.
Check either Yes or No.
At least one of the criteria must be checked. If you are unsure you
are eligible, visit
https://portalapps.hud.gov/Sec3BusReg/BRegistry/AmISection3 to
determine if your business is able to receive preference as a
Section 3 Business.

After reading the disclaimer at the bottom of the web page, tap the “Register Business” button. The next page will
ask you to verify your information and allow you the opportunity to make any necessary corrections. Once you
have verified your information you can select “Submit Registration” to continue or “Cancel” to return to the form
and make any corrections. Once submitted, your business will be added to the registry.
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The HUD Section 3 Opportunity Portal is intended to
help HUD grantees and Section 3 businesses meet their
Section 3 obligations for employment and contracting. The
site is to be used by either Section 3 Workers or Employers.
Section 3 Workers may use the site to Search for Jobs, post
their profile/employment history for companies to search
or post their business(es). Employers may use the site for
posting opportunities or business(es) or search for Workers
to fill positions. Authentication has been implemented
using GSA’s Login.Gov service. Login.gov is an
authentication service that offers the public secure and
private online access to participating government
programs, including the HUD Section 3 Opportunity
Portal.

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

Create a Login.gov UserID
To access certain features in the Opportunity Portal such
as creating a Worker profile so that businesses can search
for you, posting Job and Contract opportunities, or search
for Workers seeking employment, you must create a
Login.gov account. If you only wish to search for open Job
and Contract opportunities, you do not need a Login.gov
account. To create an account:
a. Open a web browser such as Chrome, Edge, Firefox or
Safari.
b. [Enter] https://hudapps.hud.gov/OpportunityPortal in
the URL box.

c. [Click] the Create an account button. Note: if you
already have an account, you can [Click] the Sign in
button.
d. Enter your email address in the Email address field
(Note: this must be a valid email address that you can
access at that time), then [Click] Submit.
e. You can now close the tab or window you are currently
working in.
f. Go to your email account and look for a new email
from no-reply@login.gov with the Subject: Confirm
your email and open it.
g. In the email, [Click] the Confirm your email address
button. (Note: this will open in your default browser;
if you wish to use a different browser, simply copy this
URL and paste it into the browser you wish to use.)
h. Create a new password. It must be at least 9 characters
long and not be a commonly used password. Type the
password into the Password field and [Click]
Continue. (Note: you will not be able to move forward
unless your password is “strong” enough).

Quick Guide

i.

j.

HUD SPEARS – Opportunity Portal - Business - Page 2

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

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

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

k. If you chose Text Message/SMS then enter your
security code that you received via text message/SMS
in the One-time security code field, then [click]
Submit. (Note: you must do this within 10 minutes of
receiving the code, or you will need to generate a new
one).
l. Write down, print out, or take a screen shot of your
personal key; you may need this to log in later to regain
access to your account if you lose your phone, for
example.
m. [Click] Continue.

a. Once you have an account, you can go to
https://hudapps.hud.gov/OpportunityPortal in your
web browser, then [Click] the Sign in button.
b. [Enter] your Email Address and Password that you
used when signing up for Login.gov and [Click] Next.
c. Follow the steps for multi-factor authentication.
d. You will then be logged into the application and the
Section 3 Opportunity Portal home page will appear.

Quick Guide

Add Employer/Contractor Role, Add
Contact Information
Businesses must select one or more roles. One role gives
the ability to add, edit, and delete Opportunities and
Businesses. Another role gives the ability to search for
Section 3 Workers seeking employment (this role must be
approved by a HUD SPEARS system administrator before
being granted). When you log in for the first time, you will
need to select a role. You can also get to this page by
[Selecting] My Account from the upper menu and then
[Selecting] View Profile.
a. On the Role page, [Select] “I want to participate as
an employer/contractor that posts job, training
and/or contracting opportunities” AND/OR “I want
to participate as an employer/contractor that
searches for Workers seeking employment. (This
requires approval by HUD)” and [Click] Save.

b. [Scroll] down to the Contact section and [Click] the
Edit button.
c. [Enter] data into, at a minimum, all Required fields.
[Click] Save.

Post a Job Opportunity
If you selected the “I want to participate as an
employer/contractor that posts job, training and/or
contracting opportunities” role, you can post job
opportunities for the public to search.
a. [Click] My Opportunities in the upper menu.
b. [Scroll] down to the Job Opportunities section and
[Click] Add New Job Opportunity.

c. In the Section 3 Recipient Details section enter either
a Recipient Tax ID Number, a Recipient Agency
Name, or a Recipient Agency Location and [Select]
an agency from the resulting suggestions. Note: This
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would be the grantee that is receiving HUD Section 3
funds.
d. [Scroll] to the Organization and Contact Details
section and fill in the requested information in the
form. You must fill in all fields marked Required.
e. If you have already created a prior Job or Contract
opportunity, you can [Select] your prior information
from the Autofill from prior entries dropdown.

f.

For the Organization ZIP field, enter the first 3 (or
more) numbers of the ZIP code, then [Select] the ZIP
code you desire. This will automatically enter the
proper Organization City, State.
g. Enter data in all Required fields under Organization
Details, Contact Details, and Job Opportunity
Details. You may also enter data in any optional fields.
h. If you enter a standard job title in the Title field, you
will get a list of suggestions. [Select] a job Title, and
this will automatically fill the Occupation
Classification field with the appropriate federal
classification. Otherwise, you may choose this
manually if you wish to do so.
i. The Description and Requirements fields allow you
to enter rich text (e.g., bold, italic, bullets, links).
Highlight the text you wish to embellish, and [Click]
the proper icon in the gray bar at the top of the field to
make the change.
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You can submit a URL where users can apply directly
to your job if you have such a link on a different job
site. To do this, enter the full URL (starting with http://
or https://) in the Apply Directly URL field. This will
put a direct link to the application URL in your job
posting.
k. If you have the same job listing posted to a different
job site or your own web site, you can submit a link
that goes directly to this job posting. To do this, enter
the full URL (starting with http:// or https://) in the
Posting URL field. This will put a direct link to the
original job post in your new job posting.
l. Enter a Posting Start Date and Posting Expire Date
by [Clicking] in the appropriate field and [Selecting]
the date from the calendar popup. You can also enter
the date directly in the following format:
mm/ddd/yyyy. Note that job postings can be up to 1
year, and you can extend them as needed at a later date.
m. When all required fields and any optional fields are
filled in and you are ready to save the information,
[Click] “The above information is true/accurate.”
Then [Click] Submit.
n. Your Job posting will be saved and viewable only by
you. Each time you add or edit a Job posting, it will
have a Pending status for 24 hours, after which it will
be available for the public to search.

View and
Posting

Edit

Job

a. [Click] My Opportunities in the upper menu.
b. On the My Opportunities page, find the Job
opportunity you wish to view or edit by entering a
keyword from your job title in the Search field (just
under the Job Opportunities heading). You can also
[Click] the numbers below the listing, or [Click]
Previous or Next to page through your listing of Jobs.
c. If you wish to view the public view of the Job, [Click]
on the title, then [Select] View Public Post from the
context menu.
d. If you wish to edit your Job posting, [Click] on the
title, then [Select] Edit from the context menu.
e. You can now edit any data as needed, then [Click]
Submit to save the updates.
f. Your Job posting will be saved and viewable only by
you until it is approved. Each time you add or edit a
Job posting, it will have a Pending status for 24 hours,
after which it will be available for the public to search.

Delete a Job Opportunity Posting
Following are the steps to delete a Job opportunity posting.
a. [Click] My Opportunities in the upper menu.
b. Find one of the Job Opportunities you wish to delete
by entering a keyword from your job title in the Search
field (just under the Job Opportunities heading), if it is
not visible on the screen. You can also [Click] the
numbers below the listing, or [Click] Previous or
Next to page through your listing of Jobs.
c. Once you have found the desired posting, [Click] on
the title, then [Select] Delete from the context menu.

Opportunity

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

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

Quick Guide
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Post Contract Opportunity

Highlight the text you wish to embellish, and [Click]
the proper icon in the gray bar at the top of the field to
make the change.

If you selected the “I want to participate as an
employer/contractor that posts job, training and/or
contracting opportunities” role, you can post contract
opportunities for the public to search.
a. [Click] My Opportunities in the upper menu.
b. [Scroll] down to the Contract Opportunities section
and [Click] Add New Contract Opportunity.
c. In the Section 3 Recipient Details section enter either
a Recipient Tax ID Number, a Recipient Agency
Name, or a Recipient Agency Location and [Select]
an agency from the resulting suggestions.

j.

d. [Scroll] to the Organization and Contact Details
section and fill in the requested information in the
form. You must fill in all fields marked Required.
e. If you have already created a prior Job or Contract
opportunity, you can [Select] your prior information
from the Autofill from prior entries dropdown.
f. For the Organization ZIP field, enter the first 3 (or
more) numbers of the ZIP code, then [Select] the ZIP
code you desire. This will automatically enter the
proper Organization City, State.
g. Enter data in all required fields under Organization
Details, Contact Details, and Contract Opportunity
Details. You may also enter data in any optional fields.
h. For the NAICS Code, [Enter] either a partial NAICS
Code OR [Enter] a keyword for the code (such as
“paint”, “plumbing”, etc.), then [select] one of the
suggested codes.
i. The Description and Requirements fields allow you
to enter rich text (e.g., bold, italic, bullets, links).

If you have the same contract listing posted to a
different job site or your own web site, you can submit
a link that goes directly to this contract posting. To do
this, enter the full URL (starting with http:// or https://)
in the Posting URL field. This will put a direct link to
the original contract post in your new contract posting.
k. Enter a Posting Start Date and Posting Expire Date
by [Clicking] in the appropriate field and [Selecting]
the date from the calendar popup. You can also enter
the date directly in the following format: mm/dd/yyyy.
Note that contract postings can be up to 1 year, and you
can extend them as needed at a later date.
l. When all required fields and any optional fields are
filled in and you are ready to save the information,
[Click] “The above information is true/accurate.”
Then [Click] Submit.
m. Your Contract posting will be saved and viewable only
by you. Each time you add or edit a Contract posting,
it will have a Pending status for 24 hours, after which
it will be available for the public to search unless it is
flagged by HUD management.

View and Edit Contract Opportunity
Posting
You may view the public view or edit your Contract
opportunity posting at any time.
a. [Click] My Opportunities in the upper menu.
b. On the My Opportunities page, find the Contract
opportunity you wish to view or edit by entering a
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c.
d.
e.
n.

keyword from your contract title in the Search field
(just under the Contract Opportunities heading), if it is
not visible on the screen. You can also [Click] the
numbers below the listing, or [Click] Previous or
Next to page through your listing of Contracts.
If you wish to view the public view of the Contract,
[Click] on the title, then [Select] View Public Post
from the context menu.
If you wish to edit your Contract posting, [Click] on
the title, then [Select] Edit from the context menu.
You can now edit any data as needed, then [Click]
Submit to save the updates.
Your Contract posting will be saved and viewable only
by you. Each time you add or edit a Contract posting,
it will have a Pending status for 24 hours, after which
it will be available for the public to search unless it is
flagged by HUD management.
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My Businesses
Any user may register their Section 3 self-certified
business listing within the Section 3 Opportunity Portal.
Any registered businesses are listed on the My Businesses
page.
a. [Click] My Section 3 Portal in the upper menu, then
[Click] My Businesses.
Along with self-registered businesses, the application will
Claim any businesses that match with the user’s email
address. Upon caiming, a checkmark will appear beside the
business for the next 3 days. After claiming, the user may
edit and re-post the business similar to any other entries.

Delete Contract Opportunity Posting
a. [Click] My Opportunities in the upper menu.
b. Find one of the Contract Opportunities you wish to
delete by entering a keyword from your contract title
in the Search field (just under the Contract
Opportunities heading), if it is not visible on the
screen. You can also [Click] the numbers below the
listing, or [Click] Previous or Next to page through
your listing of Contracts.
c. Once you have found the desired posting, [click] on
the title, then [Select] Delete from the context menu.

Add Business
You can add a Section 3 self-certified business listing
within the Section 3 Opportunity Portal.
b. [Click] My Section 3 Portal in the upper menu, then
[Click] My Businesses.
c. [Click] Add Business.

1. Business Information.
a. [Enter] Business Name, Business Street Address, City,
State
b. Enter the first 3 (or more) numbers of the ZIP code,
then [Select] the ZIP code you desire. This will
automatically update the City and State fields.

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

[Enter] Business Telephone Number, Business Point of
Contact and Business Email.
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Add a Business (cont.)
3. Business Details

8. Section 3 Business Criteria
The selection (one or more) of the following
checkboxes is required.

[Enter] Business Details in the following fields.
Optionally,

a.
[Enter] County
and/or City Area(s) that
the business is not willing
to serve. Entries must be
less than 200 characters.
b.
The Capabilities
Narrative is a summary of
a company's ability to
perform. Narratives must
be less than 4,000
characters.

4. Small Business
[Check] if you identify as a small business.

5. Business Designations
[Check] one or more checkboxes (optional) to select
business designations.

[Check] The above information is true/accurate
[Click] Submit

Edit a Business
a. [Click] My Section 3 Portal in the upper menu, then
[Click] My Businesses.
b. [Click] the Title of a business, from the pop-up menu,
[Click] Edit
c. Revise the Business listing’s data as needed.
d. [Check] The above information is true/accurate
e. [Click] Submit

View a Business
a. [Click] My Section 3 Portal in the upper menu, then
[Click] My Businesses.
b. [Click] the Title of a business, from the pop-up menu,
[Click] View Public Post

Delete a Business
6. Provided Services
The selection (one or more) of the following
checkboxes is required.

7. Business Currently Hiring
[Select] the appropriate option for the business’ hiring
status. (The default radio option is No).

a. [Click] My Section 3 Portal in the upper menu, then
[Click] My Businesses.
b. [Click] the Title of a business, from the pop-up menu,
[Click] Delete
c. In the pop-up dialog, [click] OK

Quick Guide

Search for Section 3 Businesses
[Click] Search in the upper menu, then
[Click] Search Business
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b. Depending on the browser, the file will either open in
a viewer or can be downloaded and saved.
c. When opening the file in MS Excel, it may open in a
Protected View.
d. If so, [Click] the Enable Editing option at the top of
the screen.

1. Select Metropolitan Area.
a. In the Location text box, start entering the name of a
state, metro area, county or zip code, then select the
Location for the Business from the auto loaded drop
down list. Selection of a Location is required.

2. Select Filters.
a. [Click] the “+” on the Filters section

b. [Check] on one or more Check Boxes
for Designations or Services to filter (optional)
c. [Click] Search to view Search Results.

3. Export Results to Excel.
a. To export the results of the business search to
Microsoft Excel, [Click] the Download search results
link, which is just before the table.

Quick Guide

Search for Workers
If you selected the role “I want to participate as an
employer/contractor that searches for Workers seeking
employment. (This requires approval by HUD)” and
you are approved, you can search for Workers who have
created a profile on the site.
a. [Click] Search Workers in the upper menu (Note: this
menu option will only be available once you are
approved by a system administrator).
b. [Enter] Keywords and a Location related to the job
for which you are seeking employees (e.g., job title
keyword, skills needed, etc.) and [Click] Search.
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d. You can also remove bookmarks on this page by
[Clicking] Remove next to the bookmark you wish to
remove.

Flag Workers—Notify HUD
If you notice a profile that you believe violates HUD’s
standards (such as a fake profile, spam, etc.) you can “flag”
the profile for HUD review by doing the following steps.
a. Once you have found a Worker profile you would like
to flag, [Click] Notify HUD at the top of the Worker’s
profile to flag the Worker profile and notify HUD.

c. In the results, [Click] a Name link from the search
results to view the Worker’s profile.
d. You can contact the Worker via the contact
information in their profile.

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

b. To remove a bookmark, go to the Worker profile and
[Click] Remove Bookmark at the top of the page.
c. To see a list of all Workers you have bookmarked,
[Click] Bookmarked Workers in the upper menu.

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

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

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

Create a Login.gov UserID
To access certain features in the Opportunity Portal such
as creating a Worker profile so that businesses can search
for you, posting Job and Contract opportunities, or search
for Workers seeking employment, you must create a
Login.gov account. If you only wish to search for open Job
and Contract opportunities, you do not need a Login.gov
account. To create an account:
a. Open a web browser such as Chrome, Edge, Firefox or
Safari.
b. [Enter] https://hudapps.hud.gov/OpportunityPortal in
the URL box.

c. [Click] the Create an account button. Note: if you
already have an account, you can [Click] the Sign in
button.
d. Enter your email address in the Email address field
(Note: this must be a valid email address that you can
access at that time), then [Click] Submit.
e. You can now close the tab or window you are currently
working in.
f. Go to your email account and look for a new email
from no-reply@login.gov with the Subject: Confirm
your email and open it.
g. In the email, [Click] the Confirm your email address
button. (Note: this will open in your default browser;
if you wish to use a different browser, simply copy this
URL and paste it into the browser you wish to use.)
h. Create a new password. It must be at least 9 characters
long and not be a commonly used password. Type the
password into the Password field and [Click]
Continue. (Note: you will not be able to move forward
unless your password is “strong” enough).
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Login.gov requires “two factor authentication”,
meaning you need to provide an additional way to
prove you are the owner of your account when logging
in (this adds an additional layer of security to your
account). Choose one of the 3 options presented (the
simplest is usually Text Message/SMS if you have a
cell phone; otherwise, the next simplest is to get a
phone call). Then [Click] the Continue button.
If you chose Text Message/SMS then enter your
mobile phone number in the Mobile phone number
field, then [Click] the Send code button.

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

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

k. If you chose Text Message/SMS then enter your
security code that you received via text message/SMS
in the One-time security code field, then [click]
Submit. (Note: you must do this within 10 minutes of
receiving the code, or you will need to generate a new
one).
l. Write down, print out, or take a screen shot of your
personal key; you may need this to log in later to regain
access to your account if you lose your phone, for
example.
m. [Click] Continue.

a. Once you have an account, you can go to
https://hudapps.hud.gov/OpportunityPortal in your
web browser, then [Click] the Sign in button.
b. [Enter] your Email Address and Password that you
used when signing up for Login.gov and [Click] Next.
c. Follow the steps for multi-factor authentication.
d. You will then be logged into the application and the
Section 3 Opportunity Portal home page will appear.

Quick Guide
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Choose Worker Role
When you log in for the first time, you will need to select
a role. The Worker Profile role allows you to post
information that only approved employers can search for,
such as your skills, interests, preferences, employment
information and resume.
a. On the Role page, [Select] “I want to participate as a
Section 3 Worker by posting a resume with my
employment history/experience, skills, and training
for approved employers/contractors to review for
possible employment.”, [Click] “I certify that I meet
HUD’s Section 3 eligibility requirements”, then
[Click] Save.

f.

[Scroll] down to the Employment History section and
[Click] the Add Employment History button.
g. [Enter] data into all of the fields. [Click] Save.

Edit Worker Profile
a. [Click] My Section 3 Portal in the upper menu, then
[Click] My Worker Profile.
b. [Scroll] to the Contact section and [Click] the Edit
button.
c. [Enter] data. You must enter data in all of the Required
fields. [Click] Save.

d. [Scroll] down to the Profile Details section and
[Click] the Edit button.
e. [Enter] data into all of the relevant fields. [Click] Save.

Employment History will be displayed with the most
recent starting date at the top of the list.
h. To edit employment history,
[Scroll] down to the Employment History section and
[Click] the Edit button next to one of your entries.
[Update] data in the fields you want to change. [Click]
Save.
i. To delete an Employment History entry, [Scroll] to the
Employment History section and [Click] the Delete
button next to one of your entries.When prompted,
[Click] OK to confirm.

Quick Guide
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j.

If you have a Document to add, [Scroll] down to the
Documents section and [Click] the Add Document
button.
k. [Click] Browse… and choose a file to upload (PDF or
.docx), then [Enter] data into all of the relevant fields.
[Click] Upload.

Add Business
b. [Click] My Section 3 Portal in the upper menu, then
[Click] My Businesses.
c. [Click] Add Business.

1. Business Information.
a. [Enter] Business Name, Business Street Address, City,
State
b. Enter the first 3 (or more) numbers of the ZIP code,
then [Select] the ZIP code you desire. This will
automatically update the City and State fields.

2. Contact Information.
l.

NOTE: Each file upload is limited to 2MB in size, but
unlimited in the number of files that may be uploaded.
m. To edit a Document’s properties,
[Scroll] down to the Documents section and
[Click] the Edit button next to one of your documents.
[Update] data in the fields you want to change.
[Click] Save.
n. To delete a Document,
[Scroll] down to the Documents section and
[Click] the Delete button next to one of your
documents. When prompted, [Click] OK to confirm.

[Enter] Business Telephone Number, Business Point of
Contact and Business Email.

3. Business Details
[Enter] Business Details in the following fields.
Optionally,

a.
[Enter] County
and/or City Area(s) that
the business is not willing
to serve. Entries must be
less than 200 characters.
b.
The Capabilities
Narrative is a summary of
a company's ability to
perform. Narratives must
be less than 4,000
characters.

My Businesses
Any user may register their Section 3 self-certified
business listing within the Section 3 Opportunity Portal.
Any registered businesses are listed on the My Businesses
page.
a. [Click] My Section 3 Portal in the upper menu, then
[Click] My Businesses.

4. Small Business
[Check] if you identify as a small business.

5. Business Designations
Along with self-registered businesses, the application will
Claim any businesses that match with the user’s email
address. Upon caiming, a checkmark will appear beside the
business for the next 3 days. After claiming, the user may
edit and re-post the business similar to any other entries.

[Check] one or more checkboxes (optional) to select
business designations.
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View a Business
a. [Click] My Section 3 Portal in the upper menu, then
[Click] My Businesses.
b. [Click] the Title of a business, from the pop-up menu,
[Click] View Public Post

Delete a Business
6. Provided Services
The selection (one or more) of the following
checkboxes is required.

a. [Click] My Section 3 Portal in the upper menu, then
[Click] My Businesses.
b. [Click] the Title of a business, from the pop-up menu,
[Click] Delete
c. In the pop-up dialog, [click] OK

Search for Section 3 Businesses
[Click] Search in the upper menu, then
[Click] Search Business

7. Business Currently Hiring
[Select] the appropriate option for the business’ hiring
status. (The default radio option is No).

8. Section 3 Business Criteria
The selection (one or more) of the following
checkboxes is required.

[Check] The above information is true/accurate
[Click] Submit

1. Select Metropolitan Area.
a. In the Location text box, start entering the name of a
state, metro area, county or zip code, then select the
Location for the Business from the auto loaded drop
down list. Selection of a Location is required.

2. Select Filters.
a. [Click] the “+” on the Filters section

Edit a Business
b. [Click] My Section 3 Portal in the upper menu, then
[Click] My Businesses.
c. [Click] the Title of a business, from the pop-up menu,
[Click] Edit
d. Revise the Business listing’s data as needed.
e. [Check] The above information is true/accurate
f. [Click] Submit

b. [Check] on one or more Check Boxes
for Designations or Services to filter (optional)

Quick Guide

Search Businesses (cont.)
c. [Click] Search to view Search Results.
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Search and View Job and Contract
Opportunities
a. [Click] Search Jobs/Contracts in the upper menu.
b. [Choose] either the Job Search or Contract Search
tab for your search.

3. Export Results to Excel.
a. To export the results of the business search to
Microsoft Excel, [Click] the Download search results
link, which is just before the table.
b. Depending on the browser, the file will either open in
a viewer or can be downloaded and saved.
c. When opening the file in MS Excel, it may open in a
Protected View.
d. If so, [Click] the Enable Editing option at the top of

c. To search for an opportunity, [Enter] one or more
keywords and a location related to the type of job or
contract you are seeking and [Click] Search. Note that
you can limit the results by clicking the Filter panel
and clicking any of the options.

the screen.

d. [Click] a Job or Contract Title link from the search
results to view the read-only view of the posting.
e. Contact details are available in the posting, and some
postings will have clickable URLs for more
information.

