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Instructions for Contract and Subcontract Activity Report

Date Contract Executed: Enter the date the contract was awarded.
CDBG Funds in Contract: Enter the dollar amount for the CDBG funds in the contract, rounded to the nearest dollar. If subcontractor ID number is provided, the dollar figure would be for the subcontract only and not for the prime contract.
Type of Trade: Enter the numeric code which best indicates the contractor's/subcontractor's service. If subcontractor ID number is provided, the type of trade code would be for the subcontractor only and not for the prime contractor. 
The "other" category includes supply, professional services and all other activities except construction and education/training activities.

Business Racial/Ethnic: Enter the numeric code which indicates the racial/ethnic character of the owner(s) and controller(s) of 51% of the business. 
When 51% or more is not owned and controlled by any single racial/ethnic category, enter the code which seems most appropriate. If the subcontractor ID number is provided, the code would apply to the subcontractor and not to the prime contractor.

Woman Owned Business: Enter Yes or No to indicate whether the owner(s) and controller(s) of 51% of the business are female.
If the subcontractor ID number is provided, gender would apply to the subcontractor and not to the prime contractor.
Contractor Identification (ID) Number: Enter the Employer (IRS) Number of the Prime Contractor as the unique identifier for the prime recipient of HUD funds. Note that the Employer (IRS) Number must be provided for each contract/subcontract awarded.  
Section 3 Contractor: Enter Yes or No.  A Section 3 Contractor/subcontractor is a business concern that provides economic opportunities to low and very low-income residents of the metropolitan area (or nonmetropolitan county), including a business concern that is 51% or more owned by low-income residents; or provides subcontracting or business development opportunities to businesses owned by low or low-income residents.  Low and very low-income residents; include participants in Youthbuild programs established under Subtitle D of Title IV of the Cranston-Gonzalez National Affordable Housing Act.  
The terms “low-income persons” and “very low-income persons” have the same meanings given the terms in section3(b)(2) of the United States Housing Act of 1937.  Low-income persons mean families (including single persons) whose incomes do not exceed 80%of the median income for the area, as determined by the Secretary, with adjustments for smaller an larger families, except that the Secretary may establish income ceilings higher or lower than 80% of the median for the area on the basis of the Secretary's findings that such variations are necessary because of prevailing levels of construction costs or unusually high or low-income families.  Very low-income families (including single persons) whose incomes do not exceed 50% of the median family income for the area, as determined by the Secretary with adjustments for smaller and larger families, except that the secretary may establish income ceilings higher or lower than 50% of the median for the area on the basis of the Secretary's findings that such variations are necessary because of unusually high or low family incomes.

Subcontractor Identification (ID) Number: Enter the Employer (IRS) Number of the subcontractor as the unique identifier for each subcontract awarded from HUD funds. When the subcontractor ID Number is provided, the respective Prime Contractor ID Number must also be provided.
Section 3 Subcontractor: Enter Yes or No.  See “Section 3 Contractor” above.
Contractor/Subcontractor Name and Address: Enter this information for each firm receiving contract/subcontract activity only one time on each report for each firm.
