
INSTRUCTIONS FOR COMPLETING IDOL’S CERTIFIED TRANSCRIPT OF PAYROLL FORM. 
THIS FORM MUST BE COMPLETED AND SUBMITTED FOR ALL WORK ON PROJECTS 

COVERED BY THE PREVAILING WAGE ACT. 
 
1. Complete all items contained on the form pertaining to the project. 

 
2.  Please note that pertinent information is required on the second sheet including the full legal and correct name of 

the contractor/subcontractor as well as fringe benefit information where contributions are not made to a fringe 
benefit fund that is jointly administered by one or more employers or one or more labor organizations in 
accordance with the federal Labor Management Relations Act. It is IMPERATIVE that the AFFIDAVIT information 
on page 2 be completed in its ENTIRETY including SIGNATURE. The second sheet including affidavit must 
accompany every certified transcript of payroll. 
 

3.  Please note that ALL hours worked during the week (Prevailing Wage "PW" and Non Prevailing Wage “N") have 
to be recorded. 

 
4. If a contractor pays into a fringe benefit fund for such fringe benefits as health insurance, pension, 401(k), and/or 

vacation fund, for which the contractor/subcontractor wants to take credit and the fund is jointly administered by 
one or more employers or one or more labor organizations in accordance with the federal Labor Management 
Relations Act, place the letter "F" behind the hourly rate. If contributions for fringe benefits for which you seek 
credit are not paid to a fringe benefit fund that is jointly administered by one or more employers or one or more 
labor organizations in accordance with the federal Labor Management Relations Act, then 1) the name and 
address of the benefit fund, 2) the plan sponsor of each benefit if applicable, and 3) the plan administrator of each 
benefit must be included on the certified transcript of payroll in the place indicated on page 2. 

 
5. If a contractor/subcontractor wants to take credit for contributions for fringe benefits and contributions are not 

made on a per hour worked basis for all hours worked, then the contractor must convert the rate of contribution to 
an annualized per hour rate for purpose of reporting. The annualized rate is calculated by dividing the total 
amount of contributions by the total hours worked (including all hours worked both prevailing and non prevailing 
wage work) during the twelve month period ending with the month preceding the month in which the work was 
performed for which the certified transcript of payroll is being completed. If employees make co-payments for 
benefits, the contractor/subcontractor’s contributions cannot include the employee co-pays in the calculation. The 
only amount that may be included in the calculation of the contractor’s contributions is the net amount (amount of 
contractor contribution not including employee co-pays). 

 
6. Credit for fringe benefits cannot exceed the sum of the hourly rate of all the fringe benefits set forth in the 

schedule for the appropriate classification and amounts in excess of the total cannot be used as an off-set to the 
required amount to be paid in wages. 

 
7. Contributions for training may only be credited where the contributions are made to apprenticeship and training 

programs approved by the U.S. Department of Labor, Bureau of Apprenticeship and Training. An apprentice rate 
where applicable may only be paid for those persons in programs approved by the U.S. Department of Labor, 
Bureau of Apprenticeship and Training. 

 
8.  The items requested under the heading, "Contract Information", help to correctly identify the project. If a Contract 

or Project Number is not known please do your best to secure the information. The information requested for 
"Project” and "Project Location" should always be completed. 
 

9. No later than the 15th of each calendar month following a month in which construction on the project has occurred, 
a contractor/subcontractor must file a certified payroll with the public body in charge of the project. 

 
10. The contractor/subcontractor must maintain the original copies of all Prevailing Wage and Non-Prevailing Wage 

time and payroll records required under the Prevailing Wage Act and which will verify the information contained in 
this form for a period of five years. 

 
You are invited to visit IDOL'S web site at http://labor.illinois.gov for more detailed information regarding application of the 
Prevailing Wage Act. 
 
PLEASE NOTE: THE SUBMISSION OF FALSIFIED CERTIFIED TRANSCRIPT OF PAYROLL IS A CRIMINAL OFFENSE. IN ADDITION FILING A 
FALSIFIED CERTIFIED PAYROLL CONSTITUTES A VIOLATION OF THE PREVAILING WAGE ACT AND THE SUBMISSION OF FALSE 
RECORDS AND/OR THE FAILURE TO MAINTAIN THE RECORDS REQUIRED UNDER THE ACT CAN RESULT IN A NOTICE OF VIOLATION AND 
SUBSEQUENT DEBARMENT ON ALL PUBLIC WORKS FOR A PERIOD OF UP TO FOUR YEARS. 


