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SAMPLE CONTRACTOR'S/SUBCONTRACTOR'S NEW EMPLOYEE INFORMATION FORM
	One New Employee Information Form is to be completed by the employer for each new employee hired for work on this project during the construction phase of the project.  

This is a required form and should accompany the first payroll on which the name of the newly hired employee appears.

	1.
Name of Grant Recipient
	

	2.
DR-CDBG CEA Number
	

	3.
Name of Employer
	

	4.
Name of New Employee
	

	5.
Street Address or P. O. Box #
	

	6.
City and Zip Code
	

	7.
Date of Hire of New Employee
	

	
	

	8.
Methods of attempting to recruit local persons of low and moderate income include: advertisement in local media, public bulletin board, consideration of all applications received, U.S. employment service, a sign at the project site, and the posting of a notice at the project site.  On the line below, list the method(s) used.

	
	

	9.
Does the employee live within the corporate limits 
(boundaries) of the grant recipient listed on line 1?
	
	Yes
	
	
	No

	
If the answer to question 9 was “Yes” the following two questions should be answered.

	10.
Total employee family income per year prior to the date of hire, 
as determined by asking the employee.
	

	11.
Number of persons in employee’s family.
	

	
	
	
	

	(Signature of Employer or Employer Representative)
	
	
	(Date)

	If the answer to 9 is “Yes” and if the family income is less than the “above” category as defined in the original Disaster Recovery CDBG application for funding, then the employee is a Section 3 employee.

	12.  Is the above listed employee a “Section 3” employee?
	
	Yes
	
	
	No

	
	
	
	

	(Signature of Grant Recipient’s LCO or Employer)
	
	
	Date































































































