REV 7/5/2010


OFC Form 3 – Payroll Log Sheet Instructions

Responsibility:  

The Payroll Collection Authority (NHDOT Contract Administrator, the Town, or the Town’s Hired Consultant) is responsible for maintaining the OFC Form 3, Payroll Log Sheet.  All payrolls and the Payroll Log Sheet (OFC Form 3) must be maintained on the project site at all times.  

IMPORTANT:  When Payrolls Are Due to Payroll Collection Authority:    

The Prime Contractor is responsible for ensuring payrolls (for themselves and all subcontractors/lower-tier subcontractors) are provided to the payroll collection authority no later than 7 calendar days following the end of the week in which work was performed. 

Purpose:  The purpose of the OFC Form 3 is to maintain daily accountability of Contractors that perform on site work.  This form is also used to record the date payrolls are received on site and which payrolls have been inspected by the NH DOT Federal Compliance Officer.

Form Instructions:

1. Begin by entering the “WEEK ENDING” date for the first week of on site work in the left-most column.  For uniformity, all week ending dates shall fall on a Saturday; therefore, each weekly payroll period covers Monday through Saturday. Continue by listing subsequent week ending dates through the last row of the Log Sheet.

2. In the heading where the table is separated, provide the Prime Contractor’s name. Then list all Subcontractors that have been approved by the NH DOT to perform work.  Indicate the “Date” each Subcontractor is approved to work by the NHDOT on the form.  If the contractor is a DBE, also enter the projected dollar amount of the subcontract.  

3. There are three (3) sub-columns provided for each contractor. The left-most column designated as “WORK” is marked with an “X” when a contractor appears on site to perform work in the pay period listed in the left-hand column of the table.  The “X” essentially serves as verification that the contractor worked and a payroll is due for this pay period.

4. As payrolls are received, the Payroll Collecting Authority enters the actual date the payroll is received (for example, 8-14) in the sub-column marked “DATE RECD.”  
5. Under the sub-column “OFC REV,” the NH DOT Federal Compliance Officer places his/her initials after reviewing each payroll. 
