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 Notifying potential contractors of the Section 3 requirements and incorporating the Section 3 
Clause in §135.38 in all solicitations and contracts. 

 Facilitate the training and employment of Section 3 residents and the award of contracts to 
Section 3 Business concerns.  See Attachment D (Appendix to Part 135) for examples. 

 Obtain the compliance of contractors and subcontractors and do not enter into contracts when it 
has notice or knowledge that a contractor has violated part 135. 

 Document steps taken to comply with part 135, the results of actions taken and impediments. 

Note:  Two types of records should be kept: 

1) Documentation of efforts made by the recipient and its housing partners to comply with 
Section 3. This might include copies of direct mail solicitations, email and internet 
outreach efforts, formal advertisements, flyers or brochures about meeting, sign-in lists 
from job fairs and other public meetings, and agendas and/or meeting notes from 
meetings with contractors. 
 

2) Documentation of actual Section 3 hiring and all contracting activity. Specific data should 
be collected to document performance on meeting Section 3 contracting requirements. 
This data might be found in the form of reports from contractors, identifying 
documentation, and copies of executed contracts. 

 
 NDHFA must attempt to reach the numerical goals of §135.30; must inform recipients of Section 

3 requirements; assist them and their contractors to meet Section 3’s requirements and 
objectives; and monitor their performance with respect to the objectives and requirements of part 
135. 

At the time of project selection NDHFA will provide this Section 3 Compliance Plan that includes 
Attachments A-M to assist the owner in complying with Section 3 requirements. 

1.12 Contractor/Subcontractor Responsibilities 

 If the contractor/subcontractor must hire new employees to complete the project or needs to 
subcontract portions of the work to another business, they are required to direct their newly 
created employment and subcontracting opportunities to Section 3 residents and Section 3 
business concerns to try to reach the numerical goals specified above. 

 Undertake, document and report to the recipient their efforts to offer training and employment 
opportunities to Section 3 residents when hiring is required for the project; and their efforts to 
award contracts to Section 3 business concerns. 

 Report to the recipient their hiring and contracting results. 
 Include the “Section 3 Clause” in all their Section 3 covered contracts. 

Recipients must provide Attachment E (Contractor/Subcontractor Section 3 Compliance Checklist) to 
prospective contractors before bidding, but no later than acceptance of a contractor’s bid, to make them 
aware of all their Section 3 responsibilities. 

1.13 Sec. 135.38 Section 3 Clause 

All Section 3 covered contracts shall include the Section 3 clause contained in Attachment H in their bid 
package and contracts. 

1.14 Contract Requirements 

All contracts must include the required attachments contained in Attachment A (Section 3 Attachment 
Guide) 
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Additionally, Attachment L (Existing Employee List) must be submitted with each contract. Any Section 3 
attachments, or other requirement documentation, not provided with the contract will qualify as 
nonresponsive and therefore void.  

1.15 Request for Funds 

Attachment K (Section 3 Contracting Opportunities for Each Financial Draw) must be submitted with 
every request for funds. 

Additionally, Attachment G (Section 3 Resident Self-Certification) must be submitted with the draw 
following the hire of a new employee.   

Fund requests will be withheld until these documents are provided. 

 



ATTACHMENT A 

North Dakota Housing Finance Agency • 2624 Vermont Ave • PO Box 1535 • Bismarck, ND 58502-1535 
Ph: 701/328/8080 • Fax: 701/328-8090 • Toll Free 800/292-8621 • 800/366-6888 (TTY) 

 
 

SECTION 3 ATTACHMENTS GUIDE  
PLANNING AND HOUSING DEVELOPMENT  

04/17 
 

ATTACHMENT NAME PROVIDED TO COMPLETED BY SUBMIT WITH 

A) Attachment Guide for Section 
3 

 Owner/Developer 
 Contractor 

 N/A  Include in all contracts 

B) How, When, Where, and to 
Whom Section 3 
Applies/Section 3 Flowchart 

 Owner/Developer 
 

 N/A  N/A 
 Owner/Developer keeps for reference 

C) – Section 3 Recipient 
Compliance Checklist 

 Owner/Developer  Owner/Developer  Submit to NDHFA after contract award

D) Appendix to Part 135 – 
Examples of Efforts to offer 
Training and Employment to 
Section 3 Residents 

 Owner/Developer 
 Contractor/Subcontractor 
 Management and 

Administrative Jobs 

 N/A  N/A 
 Owner/Developer 
 Contractor/Subcontractor 
 Management and Administrative Jobs 

keep for reference 

E)  Contractor/Subcontractor 
Section 3 Compliance Checklist 

 Owner/Developer 
 Contractor/Subcontractor 
 Management and 

Administrative Jobs 

 Contractor/Subcontractor 
 Management and Administrative 

Jobs 

 Return signed original with contract 
 Send signed copy to NDHFA 

F) Certification for Business 
Concerns Seeking Section 3 
Preference in Contracting and 
Demonstration of Capability 

 Owner/Developer 
 Contractor/Subcontractor 
 Management and 

Administrative Jobs 

 Contractor/Subcontractor 
 Management and Administrative 

Jobs 

 Return signed original with contract, if 
applicable 

 Send signed copy to NDHFA  

G) Section 3 Resident Self-
Certification 

 Owner/Developer 
 Contractor/Subcontractor 
 Management and 

Administrative Jobs 

 All new hires 
 Must be completed by all new 

hires and submitted to NDHFA 
by contractor 

 Submit with every draw if applicable (new 
hire) 

 Retain copy – must have available during 
an audit  

H) – Section 3 Clause  Owner/Developer 
 Contractor/Subcontractor 

 N/A  Include in all contracts and subcontracts 
$100,000 or greater.  

I) Contractor/Subcontractor 
Section 3 Compliance Plan 

 Owner/Developer 
 Contractor/Subcontractor 
 Management and 

Administrative Jobs 

 Contractor/Subcontractor 
 Management and Administrative 

Jobs 

 Return signed original with contract 

J) Section 3 Data  Owner/Developer 
 Contractor/Subcontractor 
 Management and 

Administrative Jobs 

 Owner/Developer 
 Contractor/Subcontractor 
 Management and Administrative 

Jobs 

 Complete and return annually on June 
30 and at project completion 

 Final draw funds will not be released 
without this document. 

K) Section 3 Contracting 
Opportunities for Each Financial 
Draw 

 Owner/Developer 
 Contractor/Subcontractor 
 Management and 

Administrative Jobs 

 Contractor/Subcontractor 
 Management and Administrative 

Jobs 

 Submit with every draw 

L) Existing Employee List  Owner/Developer 
 Contractor/Subcontractor 

 Contractor/Subcontractor  Include in all contracts 
 Submit to NDHFA after contract award

M) Acknowledgement of Section 
3 Compliance 

 Owner/Developer 
 Contractor/Subcontractor 
 Management and 

Administrative Jobs 

 Contractor/Subcontractor 
 Management and Administrative 

Jobs 

 Include in all contracts and subcontracts 
$100,000 or greater 

 Send signed copy to NDHFA 

*Definitions per 24 CFR 135: 

Contractor means any entity which contracts to perform work generated by the expenditure of Section 3 covered assistance, or for work in connection 
with a Section 3 covered project. 

Employment opportunities generated by Section 3 covered assistance means all employment opportunities generated by the expenditure of Section 3 
covered public and Indian housing assistance (i.e., operating assistance, development assistance and modernization assistance, as described in 
§135.3(a)(1)). With respect to Section 3 covered housing and community development assistance, this term means all employment opportunities arising 
in connection with Section 3 covered projects (as described in §135.3(a)(2)), including management and administrative jobs connected with the Section 
3 covered project. Management and administrative jobs include architectural, engineering or related professional services required to prepare plans, 
drawings, specifications, or work write-ups; and jobs directly related to administrative support of these activities, e.g., construction manager, relocation 
specialist, payroll clerk, etc. 



ATTACHMENT B 

North Dakota Housing Finance Agency • 2624 Vermont Ave • PO Box 1535 • Bismarck, ND 58502-1535 
Ph: 701/328-8080 • Fax: 701/328-8090 • Toll Free 800/292-8621 • 800/366-6888 (TTY) 
 

SECTION 3 COMPLIANCE RULES DIAGRAM 

Planning and Housing Development Division 
4/15 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

   











ATTACHMENT F 

North Dakota Housing Finance Agency • 2624 Vermont Ave • PO Box 1535 • Bismarck, ND 58502-1535  
Ph: 701/328/8080 • Fax: 701/328-8090 • Toll Free 800/292-8621 • 800/366-6888 (TTY) 

SECTION 3 CERTIFICATION FOR BUSINESS CONCERNS  
SEEKING PREFERENCE IN CONTRACTING AND  

DEMONSTRATION OF CAPABILITY 
PLANNING AND HOUSING DEVELOPMENT DIVISION 

SFN 60813  04/15 
 
BUSINESS INFORMATION 

Name of Business 

Address City State ZIP Code 

Type of Business  
   Corporation  Partnership  Sole Proprietorship  Joint Venture 

Are you claiming Section 3 Status for Your Business? 
   Yes (if yes, complete the form and attach all applicable documentation) 
   No (if no, sign and date this form) 

 
Attached is the following documentation as evidence of status: 

For a business claiming status as a Section 3 resident-owed enterprise 
   Copy of resident lease 
   Copy of receipt of public assistance 
   Copy of evidence of participation in a public assistance program 
   Other evidence 

For business entity as applicable 
   Copy of Articles of Incorporation    Certificate of Good Standing  
   Assumed Business Name Certificate    Partnership Agreement 
   List of owners/stockholders and % ownership of each   Corporation Annual Report 
   Organization chart with names and titles and brief function statements  
   Latest Board minutes appointing officers 

For business claiming Section 3 status by subcontracting 25 percent of the dollar award to qualified Section 3 
businesses 
   List of subcontracted Section businesses and subcontract amounts 

For business claiming Section 3 status, claiming at least 30 percent of their workforce are currently Section 3 
residents or were Section 3 eligible residents within 3 years of date of first employment with the business 
   Copy of Articles of Incorporation   
   List of employees claiming Section 3 Status 
   PHA/IHA Residential lease less than 3 years from date of employment  
   Other evidence of Section 3 status less than 3 years from date of employment 

Evidence of ability to perform successfully under the terms and conditions of the proposed contract 
   Current financial statement     List of owned equipment 
   Statement of ability to comply with public policy   List of all contracts for the past two years 

 
 

Organization Name 

Representative Name Title 

Signature Date 

 



ATTACHMENT G 

North Dakota Housing Finance Agency • 2624 Vermont Ave • PO Box 1535 • Bismarck, ND 58502-1535  
Ph: 701/328/8080 • Fax: 701/328-8090 • Toll Free 800/292-8621 • 800/366-6888 (TTY) 

 SECTION 3 RESIDENT SELF-CERTIFICATION 
PLANNING AND HOUSING DEVELOPMENT DIVISION 

SFN 60814  (04/15) 
 

ELIGIBILITY FOR PREFERENCE 

A Section 3 resident seeking the preference in training and employment provided by this part, shall 
certify, or submit evidence to the recipient contractor or subcontractor, if requested, that the person is a 
Section 3 resident, as defined in Section 135.5. (An example of evidence of eligibility for the preference is 
evidence of receipt of public assistance, or evidence of participation in a public assistance program.) 
 
RESIDENT INFORMATION (Please Print) 

Name 

Permanent Address City State ZIP Code 

Do you meet the eligibility guidelines for a low- or very low-income person 
   Yes   No 

Date Hired  Company Name 

Before Hire Date You Were 
  Unemployed  Employed 

Your Previous Income was $ 
  Every  Week  Two Weeks   Month 

 
 
I certify under penalty of perjury that this statement is true and correct. 

Signature Date 

 

 

 

 















ATTACHMENT L 

North Dakota Housing Finance Agency • 2624 Vermont Ave • PO Box 1535 • Bismarck, ND 58502-1535 
Ph: 701/328-8080 • Fax: 701/328-8090 • Toll Free 800/292-8621 • 800/366-6888 (TTY) 

EXISTING EMPLOYEE LIST 
PLANNING AND HOUSING DEVELOPMENT DIVISION 

SFN 61222 (4/17) 

ENTITY INFORMATION 

Entity Name                                                                                                                                Contract Award Date 

Check One  
 Owner/Developer  Contractor/Subcontractor

Project Name Project Location 

CURRENT EMPLOYEES 

List all current employees as of the date of the award. 

Employee Name Identifier* Address Hire Date Job Category** 

     

     

     

     

     

     

     

     

     

     

     

*Examples include: Employee ID number, last four digits of SSN, etc. 
**Examples include:  Payroll Clerk, Bricklayer, Electrician, Plumber, Laborer, etc. 

 

I affirm that the above statements are true, complete and correct to the best of my knowledge and belief.  

Representative Name Title 

Signature Date 

 



ATTACHMENT M 

North Dakota Housing Finance Agency • 2624 Vermont Ave • PO Box 1535 • Bismarck, ND 58502-1535  
Ph: 701/328/8080 • Fax: 701/328-8090 • Toll Free 800/292-8621 • 800/366-6888 (TTY) 

SECTION 3 ACKNOWLEDGEMENT 
PLANNING AND HOUSING DEVELOPMENT 

SFN 60815  03/17 

 
 
The receipt and discussion of the following Section 3 documents provided by North Dakota Housing Finance 
Agency staff is acknowledged: 
 

 Section 3 Compliance Plan 

 Guide for Section 3 Compliance 

 Section 3 Compliance Rules Diagram/Section 3 Flow Chart 

 Section 3 Recipient Compliance Checklist 

 Section 3 Appendix to Part 135 – Examples of Efforts to Offer Training and Employment 

 Opportunities to Section 3 Residents 

 Contractor/Subcontractor Section 3 Compliance Checklist 

 Certification for Business Concerns Seeking Section 3 Preference in Contracting and Demonstration 

 of Capability 

 Section 3 Resident Self-Certification 

 Section 3 Clause  

 Contractor/Subcontractor Section 3 Compliance Plan 

 Section 3 Data  

 Contracting Opportunities for Each Financial Draw 

 Existing Employee List 

 

 

Print Name 

Title Company 

Signature Date 
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