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CHAPTER 6 

ONLINE TOOLS  

 
Prime Contractor and Subcontractor Requirements 

for Web-based Certified Payroll Reporting 
 
ubcontractors must know the terms of the contracts they enter with Prime 

Contractorsðin addition to LAUSD contractual requirementsðprior to 

beginning work on LAUSD public works projects.  Be aware of the following 

points when considering Prime Contractor requirements: 

 Besides California Labor Code, regulatory and LAUSD contractual requirements, 

subcontractors also have contractual obligations to the Prime Contractor. 

 Prime Contractors may require submittal of hard copies of Certified Payroll 

Records (CPRs) generated via the web-based system. 

o Please note: once enrolled in the Electronic Signature, hard-copies of 

CPRs reported online are not required to be submitted to the Labot 

Compliance Department. 

 Prime Contractors may also require additional documentation. 

If a subcontractor has any questions regarding LAUSD contracts, web-based certified 

payroll reporting, or CPR preparation in general, they can contact their Prime Contractors 

or the LCD technical support staff, at (213) 241-4647. 

S 
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LAUSD Requirements for Web-based Certified 

Payroll Reporting 
 
Before beginning work on an LAUSD project, contractors and subcontractors must 

familiarize themselves with the terms of all LAUSD contracts.  Besides LAUSD 

contractual terms, contractors and subcontractors must also be knowledgeable of 

California Labor Code and regulatory requirements. 

 

As with certified payroll records in the past, contractors must do the following on 

LAUSD contracts that require online CPR submission: 

 

 Submit CPRs within 10 working days of the work week ending date. 

 Submit one CPR per school, per contract, per week. 

o For Job Order Contracts (JOC), contractors must submit one CPR per Job 

Order project, per contract per week. 

 Report all workers, including owners, partners and superintendents, who were on-

site. 

 All contractors must submit CPRs from the start of the project until the time that 

they finish their work on the project. 

 All contractors must submit a Statement of Non-Performance to certify that no 

work was performed by their company for any week of the project they are not 

working. 

 All contractors must submit a Final CPR for the last week they are working 

on-site. 

 All contractors must pay every worker by check on a weekly basis. 

1) If payment is made via Direct Deposit, contractors must indicate the 

transaction numbers. 

2) All tradespersons, including owners and superintendents, doing trade work 

on-site must be paid by check. 

 The Public Works Payroll Summary Form/Notice to Public Entity (Certification 

Form) must be electronically signed and submitted for each payroll record entered 

by contractors. 

o A hard-copy of the Electronic Signature Authorization Agreement/Request 

to Establish Personal Identification Number must be completed and 

signed by a company owner, partner, or executive officer before a 

contractor may establish a PIN and electronically sign documents online. 
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LAUSD Online Tools Registration and Usage 
 
Request for Access to LAUSD Online Tools 
 

Contractors must register to use the LAUSD Online CPR System.  This registration is a 

two-part process.  To begin with, contractors must submit a Request for Access to 

LAUSD Online Tools.   Go to www.laschools.org/contractor/lc to obtain the form. 

 

 
Select Request for Access to LCP Online Tools and two (2) forms will appear. 

Request for Access 

http://www.laschools.org/contractor/lc


Th e  L o s  A n ge l e s  U n i f i ed  S c h o o l  D i s t r i c t  ð L a b or  C om p l ia n ce  D ep a r tm e n t  

 

 

Chapter 6 ï Online Tools    69 

Form 1:  Request for Access to LAUSD Online Tools 

 
 

Print and complete the Request for Access to LAUSD Online Tools form and move on 

to the 2
nd

 form as shown below. 

Contact Information 

Contractor License Federal Tax ID 
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Form 2:  Online Certified Payroll Reporting Contract Add Form 

 
 

 

Completing the above form will grant you access to a specific contract on our Online 

CPR System.   

 

Once both forms are completed, fax them along with a copy of your companyôs 

Form W-9 to the Labor Compliance Department at (213) 241-8356. 

 

NOTE:  If you do not have a copy of your companyõs Form W-9 on hand, blank forms can be 
obtained from the Internal Revenue Service website at www.irs.gov. 

 

Prime Contractor 

Contact Information 

http://www.irs.gov/
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Electronic Signature Authorization Agreement 

 

Every contractor must have a signed E-Signature Authorization Agreement on file with 

the Labor Compliance Department to use the Electronic Signature feature.  A copy of this 

form can be obtained from the Labor Compliance website at 

www.laschools.org/contractor/lc. 

 

 
Select E-Signature Authorization Agreement and print and complete the following 

form: 

E-Signature Authorization Agreement 

http://www.laschools.org/contractor/lc

