City of Albuquerque

Department of Health, Housing & Homelessness
ECONOMIC DEVELOPMENT

PRO #6: Job Creation /Retention Report – Part ‘B”- Instructions 
Instructions for Completing Form

1.  Enter the name of the business or non-profit agency submitting the report.

2.  Enter the mailing address of the business or non-profit agency completing the report.

3.  Enter the title of the component this report covers.

4.  Enter the contract number of the business or non-profit agency completing the report.

5.  Enter the beginning and ending dates of the quarter for which this report is being submitted.

6.  Enter the date the report is being submitted to the coordinating agency or the City.

7.  In the space provided, enter a brief narrative to explain how first consideration was given to low and moderate income persons hired during the quarter into jobs pledged.

If no persons, either low/moderate income, or other income ranges were hired during the quarter, explain what circumstances caused the delay in hiring persons and list the target date for hiring into the pledged positions.

Describe in detail the efforts made to recruit low and moderate income persons.  If no low or moderate income persons were hired during the reporting quarter, provide the reasons for not hiring low or moderate income persons.

Report narrative should be as clear and concise as possible, which at the same time, providing sufficient information to accurately report on project progress.  Additional sheets may be used as necessary.

8.  An authorized official must sign and date the report.  In the case of a business it may be an officer of the corporation.  For a non-profit agency, it must be the authorized representative of the Board of Directors.

Type or print the name and title of the authorized official who has signed the report.  Enter a telephone number where the authorized official may be reached.
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8.  Certification: The undersigned hereby gives assurance that to the best of my knowledge and belief, the date included in this report are true and accurate, and if a non-profit agency, has been approved by the governing body of the organization prior to submission
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