
Below the top two rows, there are nine columns to be completed. A few notes:

Columns 1–3: 

Column 1: Some awarding bodies might require a phone number/address instead of SSN

Column 2: Not required by the USDOL; it is more of a convenience for the contractor

Column 3: Classifications must represent the nature of work actually performed – regardless of job
title. They also must match exactly with those included on the project’s wage determination(s). If
you cannot find the classification that was used on the wage determination, you should submit an
SF-1444 conformance request.

Rows 1-2:
In the first two rows, you must enter basic contractor/employer and project-specific
information. In the payroll number field, the project’s very first week of work would be considered
payroll #1, and each subsequent week’s payroll (regardless of whether work was performed) would be
numbered consecutively. For example, if work was only performed on weeks #1 and #3, the third
week would still be payroll #3 despite only being the second week with hours to report. It’s
considered best practice to still submit CPRs for weeks without any work.

The WH-347 Form Defined: The WH-347 form
is the standard U.S. Department of Labor
(USDOL) form contractors can fill out to
submit  certified payroll reports (weekly) in
accordance with the Davis-Bacon and Related
Acts (DBRA). While the USDOL encourages
awarding bodies to accept other formats
containing the same info, the WH-347 is the
most widely used. To view the full form, click
here.

How To
Complete a
WH-347 Form

Quick Guide:
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How To Complete a WH-347 Form: Continued

Column 8 is for employee deductions – like taxes or insurance. Deductions are added up and the
total is entered into the last box in the column. Column 9 is for net earnings for the week for each
employee; total deductions from column 8 are subtracted from the gross amount earned in the
bottom half of each cell of column 7.

Columns 8-9: 

Columns 4-7: 
Column 4 is the timecard section where you enter work hours for your employees. Fill the
top two rows in with the days of the week and their respective dates. Below that, there’s a row for
entering straight time hours (S) and another for overtime (O) for each day. In columns 5 & 6, enter the
total hours for the week and each employee’s base wage rate. Column 7 is split diagonally. In the top
half, enter the gross amount the employee earned that week for that particular project. In the
bottom half, enter gross earnings from all projects the employee worked on that week (if only one,
both amounts would be the same). 

Once all items above have been completed, the form is ready to be submitted. But remember:
You must also fill out and submit a Statement of Compliance (SOC) with each WH-347,
attesting that the data you submitted is accurate and compliant. It is crucial for the signee to
understand what the items on the SOC mean; if you would like to learn more about it, check
out our recent blog post here.
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