
LOCAL AGENCY/CONTRACTOR’S PAYROLL CHECKLIST

1. The payroll must be numbered and include the contract number issued by the CDBG grantor agency. (First payroll No. 1, and continue with last payroll “Final.”   Also, include project name and location.)

2. Contractor’s (subcontractor’s) name and address are on the top line.

3. Employees’ names, identifying number (e.g., last for digits of social security number) are legible. 
4. Employees’ work classifications are the same as listed on the wage determination.

5. Note in column 3 if workman is an apprentice, and furnish proof of registration with first payroll covering workweek.

6. Column 4, day and date and number of hours worked each day is properly and accurately completed.

a. All hours worked in excess of 40 hours per week are in the overtime column and time-and-a-half pay has been accurately figured.

7. The total hours worked is completed (straight time and overtime).

8. Employee’s rate of pay is completed on the payroll and is not less than the rates shown on the wage determination for the classification of work performed by the employee.

9. The gross amount earned is equal to the total number of hours worked multiplied by the rate of pay.

10. All appropriate deductions have been made, and authorization (s) for such deductions have been obtained and are reported and the appropriate block is checked regarding payment of fringe benefits. “Other Deductions Authorization(s)” must be submitted with the first payroll for which deductions are made and must authorize any and all deductions except taxes and those required by court processes.

11. Net wages paid equal the gross amount earned minus the total deductions.

12. Page 2 — Statement of Compliance — of the payroll is properly completed and manually signed by owner, partner or officer of the company. Authorization may be given by one of these parties for an employee to sign the payrolls. Written authorization must be submitted with the first payroll.

13. All payrolls must be date stamped upon receipt by the local agency and should be initialed at time of review.

14. Check the payrolls against HUD-11, Employee Interviews.



            PAYROLL AND WORKER INFORMATION
It is required that payrolls be submitted to the local agency no later than seven days following completion of every workweek by the contractor and all his subcontractors.

The prime contractor shall review all payrolls for completeness and for compliance with requirements, prior to submission.

Any laborer using tools to perform work in a specific trade must be paid not less than the journeyman’s wage rate as indicated on the wage determination. A good rule of thumb, do not allow laborers to utilize the tools of a trade unless they are paid for the time in which they use such tools (Split classification).

Laborers are not permitted to use any of the following tools unless the wage rate so designates:

trowels

levels


cutting knives 
hammers
 
Wrenches

putty knives    
knee kickers    
tape measures 
hand saws

power saws

air tools

power tools
floor rollers

screw drivers    
snips       

wirecutters       
pliers

A laborer may pour concrete, dig holes and trenches, rake asphalt, carry materials, hand the tools to a journeyman, use brooms, shovels and rakes to clean.

If a laborer is observed performing such work with tools listed above and/or other tools not allowed, the contractor and/or subcontractor will be required to pay back wages for the total number of hours worked on the job site.

Employee’s classifications may, however, be split. When splitting a classification, maintain accurate records of the worker’s number of hours worked in each classification every day. Failure to do this will result in the payment of journeyman wages for all hours. The employee must sign the payrolls to indicate that he agrees with the hours reported in each classification.

Journeymen may also work in split classifications. If accurate records are not kept and the same procedure outlined above followed, the journeyman will receive wages at the highest rate listed for any of the classifications in which worked.

Apprentices and trainees are allowed on the job only if they are registered in an approved program recognized by the U.S. Department of Labor, Office of Apprenticeship and Training. If you are not sure, check with the Department of Labor in Birmingham, O.A.T. office or the Labor Specialist at the ADECA.

The Office of Apprenticeship and Training must submit a copy of the certification to the contractor or the local agency prior to or with the first payroll.

Payrolls and basic records relating thereto shall be maintained during the course of the work and preserved for a period of three years thereafter for all laborers and mechanics employed in the construction of the project.

The contractor and all subcontractors shall make the records required under the labor standards clauses of the contract available for inspection by authorized representatives of the locality, the State and the Department of Labor, and shall permit such representatives to interview employees during working hours on the job. The subcontractors shall also make such records available to, and permit such interviews by, authorized representatives of the contractor.

The following is provided for your use:

ALABAMA DEPARTMENT OF ECONOMIC AND COMMUNITY AFFAIRS

Planning and Economic Development Division, CDBG

Post Office Box 5690

Montgomery, Alabama 36103—5690

Attn:
Labor Standards Specialist


(334) 242—5363
U.S. DEPARTMENT OF LABOR

Office of Apprenticeship and Training

Medical Forum Building, Room 648
950 22nd Street North
Birmingham, Alabama 35203
VIOLATIONS AND PENALTIES

SANCTIONS UNDER VARIOUS LABOR STANDARDS STATUTES. Any breach

of the labor standards contract provisions may result in contract termination. Specifically:

a.
Violations of the Copeland Act by contractors could be the basis for termination of contract and could result in criminal prosecution by the Federal Government pursuant to 18 U.S.C. 874. Fraudulent execution of the requisite statement of compliance could result in prosecution under the False Information Act 18 U.S.C. 1001, 18 U.S.C. 1020, or 31 U.S.C. 231. The making of a false statement is a felony.

b.
Violations of the Contract Work Hours and Safety Standards Act make contractors liable for unpaid wages and for liquidated damages to the United States, payable to HUD in the sum of $10.00 per worker per day for each violation. Intentional violations are a Federal misdemeanor, punishable for each and every offense by a fine of not more than $1,000 or by imprisonment for not more than 6 months, or both. Violations may also be grounds for termination of contract.

c.
Violations of the Davis—Bacon and Related Acts may result in (1) suspension of the project payment, advance, or guarantee of funds until such time as the violations are discontinued or until sufficient funds are withheld to compensate employees for the wages to which they are entitled, (2) withholding of insurance endorsement until deposit of funds, or (3) withholding of Section 8 HAP contract until escrow of funds. Violations may also result in contract termination, suspension or debarment of the contractor or subcontractor 29 CFR Part 5.

d.
The U. S. Criminal Code, Section 1010, Title 18, U.S.C., “Federal Housing Administration transactions,” provides that a conviction may result and not more than a $5,000 fine or imprisonment for not more than two years, or both, for making a false statement.
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