
Monthly Verification of Internal Capacity Status 
 

 

This form is to be completed and submitted by the 10
th 

of each month by every Subcontractor claiming Internal 

Capacity, for the duration of their contract. Always report for the previous month; for example, when the form is 

due on July 10
th

, you will be reporting the activity of June. 

 

Reporting Month: Project Name 

Subcontractor Contracted With 

By signing below, I hereby verify that my company has remained in the qualifying Internal Capacity 

parameters stated below: 

 No Lower-Tier Subcontracts have been awarded, and/or 

 No New Hires (employees placed on payroll) have been hired to work specifically on the project 

stated above. 

 
By signing below, I also verify that I understand that in the event my company has the need for lower-tier 

subcontracts and/or new hires, I will immediately alert the General Contractor and will follow the below 

Section 3 Procurement Processes. I also understand that my company can no longer claim Internal Capacity 

and will be required to comply with all Section 3 requirements that are now applicable. 

 

Section 3 Procurement Process for Lower-Tier Subcontractors 

1. Subcontractor will submit Bid Announcement that lists scope of work, contact information and a bid due date 

(minimum is two weeks). Subcontractors should submit bid directly to General Contractor. 

a. Bid will be forwarded to JPCDD, and will then be sent to all Section 3 Businesses. 

2. Subcontractor will review all bids received and will award contract based on the Section 3 procurement 

guidelines, depending if bids are construction or non-construction: 

a. 10% of construction contract must be awarded to Section 3 Business. 

b. 3% of soft cost (non-construction) budget must be awarded to Section 3 Business. 

3. Subcontractor will submit a Bid Tabulation after all bids have been received. The bid tabulation should indicate 

which awarded contracts were to a Section 3 Business. 

4. Subcontractor will submit a Utilization Plan that lists all Lower-Tier Subcontractors, Professional Services and 

Suppliers being utilized. The template is provided on page 34 of the Section 3 Contractor Orientation Guide. 

 

Section 3 Procurement Process for New Hires 

1. Subcontractor will submit an Employment Opportunity Announcement (EOA) that lists position details, 

applicant qualifications, contact information and application deadline. EOA will be submitted directly to the 

General Contractor. 

a. EOA will be forwarded to JPCDD and will then be sent to all certified Section 3 Residents. 

2. Subcontractor will hold interviews and determine how the 30% New Hire Goal will be met. 

a. For example, if 10 new hires are needed, at least 3 must be either: 

i. Currently certified as a Section 3 Resident 

ii. Qualifies as a Section 3 Resident (required to complete Section 3 Resident Application) 

3. Subcontractor will notify the General Contractor of hiring results and will submit the following: 

a. Statement indicating how the 30% New Hire Goal was met, list of new hire names and Section 3 

Resident status. 

b. Section 3 Resident Applications for new hires that must be certified in order to meet the 30% New Hire 

Goal. 

4. Subcontractor will start submitting monthly reporting and any other additional documents needed for the duration 

of their contract. 

 

 

 

                  Print Name                                      Title/Company                                         Signature                                  Date                                       

 
Jefferson Parish Community 
Development Department 


