
California Department of Transportation 
Labor Compliance Program 

Electronic Transmission of Certified Payroll Records 
Pursuant to California Code of Regulations, Title 8, Section 16404, (8 CCR 16404) “Use of 
Electronic Reporting Forms,” contractors may electronically transmit certified payroll records for 
work performed on California Department of Transportation (Caltrans) projects directly to 
Caltrans using a secure file transfer protocol (FTP) client. Electronic transmission of certified 
payroll records must meet all the following criteria: 
• Submit records in a non-modifiable PDF.
• Include all data elements required by the California Labor Code, Section 1776. Records

must contain the full names, addresses, and complete social security numbers of
employees.

• Include a signed Form CEM-2503, “Statement of Compliance” with each weekly record.
• Records must be received by close of business on the 15th day of the month for the

previous month’s work for all prime and subcontractors.
• Contractors must complete and sign the Request for Electronic Submission of Certified

Payroll Records form for each Caltrans contract before submitting electronic payrolls.
Blanket request forms covering multiple contracts will not be accepted.

• Each file is named appropriately using the following format:
Contract Number - Week Ending Date – type of document. (i.e. 01-000001 - WE 07-11-
09 – Fringe Benefit Statement)

How It Works 
FileZilla is a free and secure FTP client that allows the secure transfer of files to Caltrans. 
Instructions for installation and use of FileZilla can be downloaded from: 

 Caltrans Labor Compliance 
1. The prime contractor or subcontractor must complete a Contractor’s Acknowledgment and

email it to the appropriate Labor Compliance District Office requesting approval for submittal
of electronic payroll records. Contact information for District Labor Compliance Offices can
be found at:

Caltrans Labor Compliance 
2. The District Labor Compliance Office will respond with an email containing a username and

password for future submissions by the contractor. Each district or region has its own secure
transfer file that can only be accessed with the above referenced username and password.

3. The contractor may download and install FileZilla. The contractor can then use the
program’s site manager to set up transfer files for each district or region using the provided
username and password.

4. If the contractor performs work in multiple Caltrans districts, steps 1–3 must be repeated for
each district before electronically transmitting certified payroll records.

Electronic transmission of certified payroll records is not mandatory, Caltrans continues to 
accept paper records. For questions concerning electronic transmission of certified payroll 
records, contact Kimberley Olson at Kimberley.Olson@dot.ca.gov or (916) 653-3134. 
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