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CERTIFIED PAYROLLS 
 

Prevailing wage requirements and submission of certified payrolls are applicable to all prime 
contractors, subcontractors, service providers and owner operators.  For trucking, prevailing 
wage requirements and submission of certified payrolls must be determined in accordance with 
Chapter 9.      
 
Prevailing wage requirements are applicable to all federally funded contracts over $2,000, and 
all state funded contracts over $250,000 (AB 172 effective June 9, 2015).  LCPtracker is 
required for all prevailing wage contracts. 
 
The contractor must submit a certified payroll each week (applies to federally funded and state 
funded contracts).  If no work was performed for that week, a non-performance payroll must be 
submitted.  Payroll and non-performance payrolls must be entered into LCPtracker within 
fourteen (14) calendar days of the week ending date.  No additional calendar days are allowed 
for payrolls ending on Saturday, Sunday or a holiday.   
 
Each week, the Resident Engineer will check the payrolls and document payrolls submitted late 
or not submitted at all, and notify the prime contractor in writing.  If errors are found on the 
payrolls, contact the prime contractor immediately and request they be corrected.    
 
In addition, if payrolls for a particular month are not submitted by the 15th of the following month, 
penalties may be assessed in accordance with NRS 338.  (Example:  payrolls for week ending 
June 4, 11, 18 and 25, 2016 must be entered by July 15, 2016).  If the 15th of the month falls on 
a Saturday, Sunday or holiday, the time allowance extends to the next regular business day.   
Contract Compliance will review the payrolls and 1) prepare a late payroll determination letter to 
the Labor Commissioner or 2) apply the considerations and prepare a letter to the prime 
contractor informing them of the late payroll requirement and the violation, and why penalties 
were waived.   
 
When the same contractor is a subcontractor to the prime and 2nd tier to another subcontractor, 
separate payrolls are required in LCPtracker.  (Example:  Dipsy Concrete and W3 Construction 
are both subcontractors to the prime Cutie Construction, and Dipsy Concrete is a 2nd tier service  
Provider to W3 Construction; therefore, Dipsy Concrete will need two sets of paperwork and two 
sets of payrolls entered into LCPtracker.)       
 
Manufacturing representatives responsible for installation, certification, calibration and 
startup/testing; training operations personnel for manufactured equipment and devices; portable 
toilet rental employees; salesmen; suppliers, etc. are not subject to prevailing wage unless they 
are physically performing work on the contract.  (See Labor Commissioner’s Advisory Opinion 
AO 2015-05 dated November 10, 2015 
at http://labor.nv.gov/uploadedFiles/labornvgov/content/About/AO%20SERVICE%20PROVIDER
S%20AO%202015%2005.pdf). 

http://labor.nv.gov/uploadedFiles/labornvgov/content/About/AO%20SERVICE%20PROVIDERS%20AO%202015%2005.pdf
http://labor.nv.gov/uploadedFiles/labornvgov/content/About/AO%20SERVICE%20PROVIDERS%20AO%202015%2005.pdf
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The term “laborer and mechanic” includes those workers whose duties are manual or physical in 
nature (including those workers who use tools or who are performing the work of a trade), as 
distinguished from mental or managerial duties.  The term includes apprentices, trainees and 
helpers.  
 
If a contractor is locked out of a payroll previously submitted, they must contact Contract 
Compliance to unlock the payroll so revisions can be made.  Contract Compliance will notify the 
Resident Engineer when they unlock a payroll so the Resident Engineer can recheck the 
revisions.    
 
As discussions occur between the Resident Engineer and the contractors, it is important to be 
proactive and provide assistance to the contractors as needed.  To prevent delays in entering 
certified payrolls, encourage the prime contractors, subcontractors and service providers to 
assign their lower tier contractors to LCPtracker when they submit the subcontract agreement or 
Request to Utilize Service Provider.  If a contractor requests additional training or guidance on 
LCPtracker, direct them to Contract Compliance.   
 
Questions concerning working out of classification, overtime, incorrect wages, etc. will be 
directed to Contract Compliance.  
 
NDOT’s goal is to assure that certified payrolls are submitted timely.  With correspondence sent 
to the prime contractors weekly requesting that payment may be held, the hope is that payrolls 
will be submitted prior to the 15th of the following month, thereby avoiding late payroll 
determination letters to the Labor Commissioner.    
  
Responsibilities for the inspector are shown on page 7 - 3.  
Responsibilities for the office person are shown on pages 7 - 3, 7 - 5, 7 - 6, 7 - 7 and 7 - 22.   
Responsibilities for the Resident Engineer are shown on pages 7 - 22 and 7 - 34.   
Responsibilities for the District Engineer are shown on page 7 - 24. 
Responsibilities for the Construction Division are shown on page 7 - 34.  
Responsibilities for the Assistant Director, Operations are shown on page 7 - 24.  
Responsibilities for Contract Compliance are shown on pages 7 - 26, 7 - 28 and 7 - 34.  
Responsibilities for Project Accounting are shown on page 7 - 35. 
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On a daily basis, the inspector’s responsibility is to: 
 
A. be familiar with which prime contractor, subcontractors, service providers and 

owner operators have been approved to work on the contract. 
  
B. record the prime contractor, subcontractors, service providers and owner 

operators working on the contract on an Inspector’s Daily Report (IDR) in 
FieldBook.  If new subcontractors, service providers or owner operators are 
working on the contract, notify the Resident Engineer for further guidance. 

   
C. provide exported IDRs file to the office person.  
 

 
On a daily basis, the office person’s responsibility is to: 
 

A. import IDRs file to FieldManager and review. 
 
B. record the Contractor’s Name on the CERTIFIED PAYROLL LOG for all 

contractors working at least one day in the appropriate week (see page 7 - 4). 
 
C. enter yes on the CERTIFIED PAYROLL LOG under the applicable Week column 

(a contractor may work one or more days per week, but only enter yes once for 
that week) (see page 7 - 4). 

 
NOTE: In lieu of reviewing IDRs, run a Business Intelligence (BI) report, Weekly 
Contractor Status, to obtain names of contractors, subcontractors and service providers 
working in a specific week.  Contact the Construction Division - Business Process 
Analyst III, at 775-888-7460 for access to BI or for further assistance.    
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On a weekly basis, the office person’s responsibility is to: 
 

A. check the fringe benefit statement (see pages 7 - 8 thru 7 - 12)    
1. a fringe benefit statement is uploaded into LCPtracker eDocuments for all 

prime contractors, subcontractors, service providers and owner operators 
(after the first check, spot check as additional or revised fringe benefit 
statements are uploaded).  

2. information is complete and correct (contract no., date, contractor, 
Resident Engineer, name and title of preparer, etc.).     

3. if fringe benefits are not listed separately for apprentices, fringe benefits 
must be paid at 100%. 

4. spot check hourly rates listed on the fringe benefit statement against the 
fringe benefits listed on the payroll.  

5. owner operators will show n/a or zeroes. 
NOTE: A fringe benefit statement must be uploaded into LCPtracker 

eDocuments in order for the contractor to certify their payrolls.  
 

B. check certified payrolls   
1. a payroll or non-performance payroll must be entered for each week. 
2. payrolls must be numbered sequentially beginning with 1 (including non-

performance payrolls) (no duplicates allowed). 
3. no gaps in payroll numbers once all payrolls are submitted. 
4. last payroll (and only the last payroll) is indicated with a “Yes” in Final 
 column. 
5. the date in the Submitted column is within fourteen (14) calendar days of 

the Week End column with no extra allowance for payrolls ending on 
Saturday, Sunday or a holiday.  If payrolls are late, click on View Details 
of the late payroll for any noted comments pertaining to the delay. 

6. compare the CERTIFIED PAYROLL LOG (with contractors that worked 
that week) with payrolls entered into LCPtracker for the same week. 

7. record the Payroll No., Week End Date, Date Due and Date Submitted on 
the CERTIFIED PAYROLL LOG (see page 7 - 17). 

8. record any additional contractors (Payroll No., Week End Date, Date Due 
and Date Submitted) that entered payrolls but were not previously 
entered on the CERTIFIED PAYROLL LOG (see page 7 - 17). 

9. italicize, bold or hi-lite late payrolls and payrolls not submitted on the 
CERTIFIED PAYROLL LOG (see page 7 - 17). 

10. click on PDF under View CPR column to review each payroll. 
11.  if apprentices are listed, refer to Item C. on page 7 - 6. 
12. if owner operators are listed, refer to Item D. on page 7 - 6 and 7 - 7. 
13. if employees are working 4-10 hour days, verify a request is uploaded into 

LCPtracker eDocuments for the appropriate prime contractor, 
subcontractor or service provider (see page 7 - 13).   
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14. spot check to ensure hourly base rates and overtime rates meet or 
exceed prevailing wage, spot check Gross Amount Earned This Project 
and Net Paid Week columns. 

 
 C. check each apprentice (LCPtracker does not verify wage) (see Chapter 8) 

1. an apprenticeship agreement has been uploaded into LCPtracker 
eDocuments for each apprentice. 

2. an Apprentice Verification form has been uploaded into LCPtracker 
eDocuments for each apprentice (make sure form is updated and 
uploaded every 60 days). 

3. contact contractor for the classification group (if not shown on the payroll) 
and to verify the percentage of prevailing wage. 

4. multiply the percentage by the prevailing wage for the appropriate 
classification and group to ensure that apprentices are paid correctly.  If 
the wage cannot be verified, contact contractor for clarification. 

5. spot check the apprentice to journeyman ratios on the Apprentice 
Verification form to the payroll. 

6. spot check Gross Amount Earned This Project and Net Paid Week 
columns. 

NOTE: Although a Request for Verification form is required for each apprentice 
for each contract, LCPtracker will allow the contractor to certify their payroll as 
long as one form has been submitted for that apprentice on any contract. 
 

D. check each owner operator (LCPtracker does not verify anything) (see 
Chapter 10)  

  Owner operators (excluding trucking) 
  1. all owner operators must report their own time in LCPtracker. 
  2. a Work Classification must be shown. 
  3. “owner operator” must appear in the Name or Work Classification column.  

4. Total Hours This Project (all hours can be listed as straight time, separate 
designation for overtime hours is not required). 

5. Base Hourly Rate of Pay (the total hourly rate agreed upon between the 
next higher tier contractor and the owner operator, and may include 
equipment rental, fringe benefits, profit, overhead, etc.) (hourly rate must 
meet or exceed the appropriate prevailing wage for that particular NDOT 
contract). 

6. check math in Gross Amount Earned This Project. 
7. Deduction Contribution and Payments must show zeroes (automatically 

populated by LCPtracker). 
8. Check No. should be “N/A” (if payroll shows anything other than “N/A”, 

notify owner operator and ask that they enter “N/A” on all future payrolls).  
9. fringe benefit statement is required for owner operators. 
10. 4-10 hour days approval letter is not required for owner operators.  
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Owner operators (trucking) 
  1. all owner operators must report their own time in LCPtracker. 
  2. a Work Classification must be shown. 
  3. “owner operator” must appear in the Name or Work Classification column.  

4. Check No. should be “N/A” (if payroll shows anything other than “N/A”, 
notify owner operator and ask that they enter “N/A” on all future payrolls).  

5. fringe benefit statement is required for owner operators. 
6. 4-10 hour days approval letter is not required for owner operators.  
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On a monthly basis, the office person’s responsibility is to:  
 

A. print out CERTIFIED PAYROLL LOG after the last payroll for the month is due.  
Sign and date form (see page 7 - 25).  Forward CERTIFIED PAYROLL LOG to 
Resident Engineer for review and signature.   

 
 
On a weekly basis, the Resident Engineer’s responsibility is to: 
 

A. prepare correspondence (letter or email) to the prime contractor identifying the 
payrolls that were entered late or payrolls that have not been entered at all (see 
page 7 - 23).  Each letter or email will represent one week only and include 
verbiage that future progress payments may be withheld if issues are not 
addressed.  Forward a copy to the Assistant Director, Operations.  When the 
progress payment is due, the Assistant Director, Operations will email the 
Resident Engineers of progress payments to be withheld.  The Assistant 
Director, Operations will notify the Resident Engineers only when they are 
to withhold the progress payment. 

 
 If the progress payment or any portion of the progress payment is held, email 

Contract Compliance when the money is held.  Additionally, email Contract 
Compliance when the money is returned to the prime contractor.   

 
 If payrolls are entered late or payrolls have not been entered at all and there are 

no more progress payments to be processed by the Resident Engineer, continue 
with the weekly letters without the sentence “recommending to hold payment”.   

 
B. enter the date letter is sent to the prime contractor on the PAYROLL VIOLATION 

LOG (see page 7 - 41). 
 
C. enter the date on the PAYROLL VIOLATION LOG if a response is received from 

the Assistant Director, Operations to withhold the progress payment (see page  
 7 - 41). 
 
D. document any conversations about late payrolls in daily diaries, safety meeting 

minutes, IDRs, etc.   
 

 
On a monthly basis, the Resident Engineer’s responsibility is to: 
 

A. review CERTIFIED PAYROLL LOG (see page 7 - 25).  Sign and date the form.  
Forward CERTIFIED PAYROLL LOG to District Engineer for review and 
signature.   
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On a monthly basis, the District Engineer’s responsibility is to: 
 

A. review the CERTIFIED PAYROLL LOG (see page 7 - 25).  Sign and date the 
form.  Return CERTIFIED PAYROLL LOG to Resident Engineer for his contract 
file.   

 
 
On a monthly basis, the Assistant Director, Operations’ responsibility is to: 
 

A. review the Resident Engineers’ weekly correspondence to the prime contractors 
addressing late payrolls and payrolls not entered at all (see page 7 - 23). 

 
B. email the Resident Engineer only when he is to withhold the progress 

payment.  The email shall include the contract number and the dollar amount to 
be held.   
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Upon notification, Contract Compliance’s responsibility is to: 
 
 A. review 4-10 agreements and approve in LCPtracker.  
 
 B. review Request for Apprentice Verification forms and approve in LCPtracker. 
 
 
On a monthly basis, Contract Compliance’s responsibility is to: 
 

A. review payrolls in LCPtracker for payrolls entered late or not entered at all, within 
eight (8) business days of the 15th of each month. 

 
B. compare the late payrolls with the LATE PAYROLL LOG (maintained by Contract 

Compliance).  If considerations are applicable, they shall be applied uniformly.  
 
 CONSIDERATIONS:   

1. a violation occurs as a result of the prime contractor, subcontractor, 
service provider or owner operator, being a first time user to LCPtracker 
regardless of the NDOT contract number.  This consideration is a one 
time use per contractor and shall only apply to one payroll.  

2. a violation is the first time violation for a prime contractor, subcontractor, 
service provider or owner operator regardless of the type of violation.  
This consideration is a one time use per NDOT contract and shall only 
apply to one payroll. 

3. a violation is a result of a subcontractor, service provider or owner 
operator not being able to enter payrolls due to the prime contractor not 
assigning them in LCPtracker.  This consideration is a one time use for 
each contractor (excluding the prime contractor) per NDOT contract, and 
shall only apply to one payroll. 

4.  a violation is the result of an LCPtracker failure and the prime contractor, 
subcontractor, service provider or owner operator could not enter his 
payroll.  The date and time of the failure (print screen) must be properly 
documented. 

 
C. If considerations apply, prepare a letter to the prime contractor informing them of 

the requirement and violation, and why penalties were waived (see page 7 - 27).  
Include a copy of considerations with the letter to the prime contractor. Distribute 
copies to the applicable recipients, including the violating subcontractor, service 
provider or owner operator, and the Resident Engineer.  No late payroll 
determination letter to the Labor Commissioner will be processed.   
 

D. Update the LATE PAYROLL LOG for each violation.  
 

E. If considerations do not apply, continue with Item F. on page 7 - 28. 
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F. calculate penalties each month for late payroll determination letter 
1. obtain PRIME CONTRACTOR’S License Monetary Limit (go 

to http://www.nvcontractorsboard.com/, select Contractor Info & 
Searches, drop down will allow several options to search by). 

2. establish the price per calendar day or portion thereof, on the License 
Monetary Limit in accordance with NAC 338.120, paragraph 1. 

 a.   if monetary limit is less than $250,000, then $20. 
 b.   if monetary limit is $250,000 or more but less than $500,000, 

 then $30.  
 c.   if monetary limit is $500,000 or more but less than $750,000, 

 then $40. 
 d. If monetary limit is $750,000 or more, then $50. 

 3. determine the number of days late for each payroll. 
 4. determine the number of employees on each payroll. 

5. multiply penalty price per day by number of days late by number of 
employees on each payroll. 

 6. establish the maximum. 
  
G. prepare late payroll determination letter to Labor Commissioner for each prime 

contractor, subcontractor, service provider and owner operator.  List each payroll 
separately, the total dollar value for each payroll, and the maximum penalty 
allowed per NRS 338.060, paragraph 3. (a) first failure to comply is $1,000 
maximum, and (b) subsequent failures to comply is $5,000 maximum (see pages 
7 - 29 and 7 - 30).  Each late payroll determination letter to the Labor 
Commissioner shall represent one month only.   

 
H. Distribute copies of the late payroll determination letter to appropriate recipients, 

including the Resident Engineer.   
 
I. If an NDOT action or inaction causes a prime contractor, subcontractor, service 

provider or owner operator’s payroll to be late, and a late payroll determination 
letter is not processed, Contract Compliance must email the Resident Engineer.  

 
 
 
 
 
 

 

  

http://www.nvcontractorsboard.com/
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The Resident Engineer will enter the date that a response (letter to the prime contractor stating 
that no late payroll determination letter will be issued and / or late payroll determination letter to 
the Labor Commissioner) is received from Contract Compliance on the PAYROLL VIOLATION 
LOG (see page 7 - 41).   
 
After the Labor Commissioner has reviewed the late payroll determination letter, they will 
prepare and send an Affirming Order to Contract Compliance, which will affirm, modify or 
dismiss the penalty (see pages 7 - 31 thru 7 - 33).  If the contractor disputes the violation, he 
must notify the Labor Commissioner, who will contact Contract Compliance to request an 
investigation.  After the investigation is complete, Contract Compliance will notify the Labor 
Commissioner, at which time an Affirming Order will be prepared and sent to Contract 
Compliance.    
 
If the contract is ongoing: 
 Contract Compliance will forward a copy of the Affirming Order to the Resident Engineer 

and request the Resident Engineer assess the penalty amount as a liquidated damage 
on the next progress payment (see page 7 - 36 and 7 - 38).  The Resident Engineer will 
enter the penalty in FieldManager as Item No. 9992500 Penalty (Labor Compliance), 
adding the name of the violating firm in the Supplemental Description field, and the type 
(wage determination, penalty to NDOT, late payroll, etc.) in the Reason field.  Once the 
penalty is assessed on the progress payment, the Resident Engineer must email 
Contract Compliance (including contract number, name of contractor, penalty amount 
assessed and payment number), who will then notify the Labor Commissioner 
referencing the order and confirming that the penalty was assessed.   

 
The Resident Engineer will enter the date the Affirming Order was received from 
Contract Compliance, the approved penalty amount, payment number and date of email 
to Contract Compliance on the PAYROLL VIOLATION LOG (see page 7 - 41).   

 
 If there are no more progress payments to be processed by the Resident Engineer, he 

will notify Contract Compliance so they can forward their request to the Construction 
Division.  The Resident Engineer will enter the date of his email to Contract Compliance 
on the PAYROLL VIOLATION LOG (see page 7 - 41).   

 
If the contract is picked up by the Construction Division or there are no more progress payments 

from the field: 
 Contract Compliance will request that Construction Division assess the penalty amount 

on the final payment / retention release (see page 7 - 37 and 7 - 39).  Once the penalty 
is assessed on the final payment / retention release, the Construction Division must 
email Contract Compliance (including contract number, name of contractor, penalty 
amount assessed and payment number), who will then notify the Labor Commissioner 
referencing the order and confirming that the penalty was assessed.  
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If the contract is final paid through Accounting: 
 Contract Compliance will prepare a billing request utilizing the coding provided by 

Project Accounting.  Contract Compliance will deliver the billing request to Project 
Accounting for processing.  Once payment is received for the penalty, Project 
Accounting must email Contract Compliance, who will then notify the Labor 
Commissioner referencing the order and confirming that the payment was received.  

     
NOTE:  If the Affirming Order is returned from the Labor Commissioner dismissing the penalties, 
Contract Compliance will prepare a memo (with Affirming Order attached) to the Resident 
Engineer (see page 7 - 40).  No further action is required.     
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