INSTRUCTIONS FOR COMPLETION OF THE MONTHLY SUBCONTRACTOR’S EMPLOYEE REPORT
This information is to be submitted by the general contractor for all subcontractors along with the general contractor’s utilization report no later than the 10th of each month. This report should be distributed to the subcontractor at the beginning of the project with instructions to submit before the 10th in order that the general contractor may send it to Office of Housing and Community Development (OHCD) by the 10th of the month. 
INSTRUCTIONS
1. Provide the project name, address, zip code and telephone in the adjacent boxes.
2. Provide the Contract and Federal ID number in the adjacent boxes.
3. Provide the email address for contact person.
4. Provide start and end date for contract. (Example; July 2004- June 2005).
5. List the Contractor’s name.
6. List the Subcontractor’s name.
7. Enter the month the report covers- (the report will always be for the previous month. For example, if due       

            by February 10th, the month ending will be January.)
8. Enter the name, address, zip code of the Subcontractor’s employee. 
9. Enter the social security number of the Subcontractor’s employee. 

10. Check yes or no if the Subcontractor’s employee is a Section 3 resident.
11. Check the gender of the Subcontractor’s employee.
12. Check the race of the Subcontractor’s employee. 

13. List the job category of the Subcontractor’s employee- (Laborer, plumber, etc.)
14. List the date the Subcontractor’s employee started.

15. List the total hours the Subcontractor’s employee worked in the month. 

16. List the hourly rate paid to the Subcontractor’s employee. (If you need more space for Subcontractors,  

            please enter the same information as A-G on a separate piece of paper and attach to the Subcontractor      

            report.)
17. A list of race codes for column 12.
18. Contractor’s authorized signature verifying that the information on the report is accurate. 
19. Date that the report was signed. 
