
    

  
 

   
   

 

               
      

       
         

    
          

   

            
     

      
        

   

 

DEPARTMENT OF INDUSTRIAL RELATIONS 

Garment Manufacturing 
Registration 

Application Guide 
Division of Labor Standards Enforcement 

08/29/2016 

This guide is intended to be used as a reference or checklist while the applicant fills out the 
application. While this information will be relevant to the paper version of the Garment 
registration application, this guide is organized according to the layout of the online 
application form. The online version of the application consists of 7 tabs or screens. This 
guide provides a detailed explanation of the various sections of each page. Following the 
explanation will be an image of that screen with a corresponding label for each section 
referenced in the guide. 

Note that this guide mentions forms which are required to obtain necessary 
documentation. The online guide has links to the necessary forms and, where applicable, 
sample forms. It is the applicant’s responsibility to properly file the necessary forms and 
obtain the required documentation before completing the Garment Registration 
application. 

Please complete the Garment Registration application online at: 
https://permits.dir.ca.gov/Garment_External/ 

https://www.permits.dir.ca.gov/Garment_External/


 

  

     
        

  

  

 
  

  
   

 
  

   
 

List of Tabs/Screens: 

Tab/Screen 1: Application  
Tab/Screen 2: Ownership Screen  
Tab/Screen 3: Operations Capacity Screen  
Tab/Screen 4: Questionnaire 1  
Tab/Screen 5: Questionnaire 2  
Tab/Screen 6: Certification  
Tab/Screen 7: Payment 

This following list shows the forms that you might be asked to upload in order to complete your 
application.  You will need to scan the document(s) to your computer and saved a copy of it so you can 
upload that file, if requested. 

1. Employment Development Department (EDD) DE-9 or DE-9C Quarterly Report for the most 
recently filed quarter. 

2. Copies of your Fictitious Business Name Statements, if using DBAs. 
3. Copy of your leasing Contract and copy of your 24hr Cancellation Notice for leasing companies. 
4. Copy of your valid Driver’s license or Government issued Photo ID Card. 
5. Copy of your Workers Compensation Insurance (WCI) certificate or Self Insured Certificate from 

the Director of DIR. 
6. Copy of current Bond if asked to provide by the DLSE. 
7. Copy of your Public Health License for cities located within Los Angeles County except Pasadena, 

Vernon and Long Beach. 



  

  
    

     
     

            
   

       
             

        
    

  
     

  

    
               

     
     

 
 

 
     

               
 

 

Garment ManufacturingExplanation 

Page/Tab 1:Application 
Section Explanation Required forms for each step 

1A Input the legal entity name. If sole proprietor or partnership, use the name 
that appears on the applicant’s drivers’ license. Make sure to spellthe 
name correctly. If a corporation or LLC, enter your corporation or LLC 
name. If a partnership, enter partnership name. 

1B Enter your main office address. Do not provide a P.O. Box. 
1C Enter the email address where you want to receive correspondence from DLSE. 

1D This section on this page is optional. Enter the information of your 
representative to speak or act on your behalf. 

1D1:  Declaration Form Screen 
1E Enter your Branch locations, if applicable. 

1E1:  Pop-up Branch location, complete information. 

1E2:  Make sure to click on update button to go back to previous screen. 
1F Enter your “Doing Business As” name (DBA), if applicable. You will be required to 

upload your Fictitious Business Name Statement. 
1F1: Pop-up DBA. Complete DBA name and upload your Fictitious Business 
Name Statement. 

Fictitious Business Name 
Statement 

1F2: Click on update button to go back to previous screen. 

1G Upon completing all questions above, click on Save & Next to go to the next 
screen. 
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Below is a sample screenshot of the first page of the online application. The circled portions correspond to 
the sections of the explanation on the previous page. Note that you must fully complete the application. A 
portion may not be circled, because it is straight-forward and so requires no explanation. This does not mean 
that it does not need to be filled out. 

1A 

1B 

1C 

1E 

1F 

1D 

1G 
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Add Location  

1E1 

1E2 
 

 

 

 

1F1 

1F2  

 

Add DBA 
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Page/Tab 2: Ownership Screen 
Section Explanation Required forms for each step 

2A Select the business legal entity type. 
2B Type in your SEIN #, FEIN #, Type of Applicant’s business, total 

number of employees for all locations and answer question 
regarding Leasing Company 

2C To add the name of the sole proprietor or each partner, corporate 
officer, or LLC member of the business, click on “Add Individual”. 
2C1a:  Ownership Screen, provide name , title, % of ownership, Social 
Security # of sole owner, each corporate officer, each partners or each 

2C1b: iPro vide Driver’s License or ID# and upload a legible scan of each
owner’s current driver’s license. If unavailable, any government 
issued identification card can beprovided. 

Driver’s License 

2C1c:  Provide owner’s home address, phone number and email 
address. 
2C1d: Provide exam information. If someone else is taking the exam or 
has taken the exam, you do not need to complete this portion. 

2C1e:  Click on update to go back to previous screen. 

2D Click on Save & Next to proceed to the next screen. 

7 



                  
      

                  
         

   

 

 

 

 

 

Below is a sample screenshot of the second page of the online application. The circled portions correspond to 
the sections of the explanation on the previous page. Note that you must fully complete the application. A 
portion may not be circled, because it is straight-forward and so requires no explanation. This does not mean 
that it does not need to be filled out. 

Ownership Screen – Add Owner 

2A 

2B 

2C 

2D 
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Add Individual  

2C1a 

2C1b 

2C1c 

2C1d 

2C1e 
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Page/Tab 3: Operations CapacityScreen 
Section Explanation Required forms for each step 

3 If anyone in your family has applied for or received a Garment Manufacturing 
Registration, then input his/her information here. Only list family membersif 
they have separately applied for or received their OWN Garment Registration 
unrelated to this application. 

Below is a sample screenshot of the third page of the online application. 

Operations Capacity Screen 
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Page/Tab 4: Questionnaire1 
Section Explanation Required forms for each step 

4A Please answer all of the yes or no questions. 
4B Please select the amount of total gross sales receipts during the last 12 

months prior to the filing of this application. 
4C Please answer yes or no question. 

4D Click ADD button if you have listed the names and addresses of all firms 
engaged in the garment manufacturing industry with whom you have done 
business during the past three (3) years. 

4E If answered YES on question #5 of the application, you will have to complete 
items A – G. 

4F If answered YES on question #6, you will have to complete items A – C. 

4G If answered YES on question 7, provide Bankruptcy Case no. and the name of 
court. 

4H Click on Save & Next to proceed to the next screen. 

Below is a sample screenshot of the fourth page of the online application. The circled portions correspond to 
the sections of the explanation on the previous page. Note that you must fully complete the application. A 
portion may not be circled, because it is straight-forward and so requires no explanation. This does not mean 
that it does not need to be filled out. 
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Questionnaire 1 Screen 

4A 
4B 
4C 

4D 

4E 
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Questionnaire 1 Screen (Continued) 

4F 

4G 

4H 
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Page/Tab 5: Questionnaire2 
Section Explanation Required forms for each step 

5A Upload a legible scan of the applicant’s worker’s compensation insurance 
certificate. The policy number and expiration date must match that listed on 
the worker’s compensation certificate. The “Certificate Holder” must be 
listed as Division of Labor Standards Enforcement, Licensing and 
Registration Unit, 1515 Clay Street, Suite 401, Oakland, CA 94612. 

WC Certificate of Liability 

5B If business is leasing employees, upload a copy of the Signed Contract 
between you and the employee leasing company. 

5C Upload a current Workers’ Compensation Insurance Certificate that is 
provided to you by that leasing company. 

WC Certificate of Liability 

5D Upload a copy of your most recently filed Employment Development 
Department (EDD) DE-9 or DE-9C. 

EDD DE-9 or DE-9C 

5E Please answer all of the yes or no questions. 

5F Upload a copy of your public health license if your business is located in Los 
Angeles County (with the exception of Vernon, Pasadena and Long Beach). 

Public Health License 

5G If your company received any citations or any judgments filed against your 
company, DLSE may request a $5,000 Bond. Provide the Bond Type and Bond 
Amount. 

Bond 

5H Click on Save & Next to proceed to the next screen. 
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Page/Tab 6:Certification 
Section Explanation Required forms for each step 

6A Make sure to check thisbox. 

6B Enter the name of Individual owner, Partner, Member or Corporate 
Officer. 

6C Click on Save & Next to go to the next screen. 

6A 
6B 

6C 
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Below is a sample screenshot of the seventh page of the online application. The circled portions correspond to 
the sections of the explanation on the previous page. Note that you must fully complete the application. A 
portion may not be circled, because it is straight-forward and so requires no explanation. This does not mean 
that it does not need to be filled out. 

Page/Tab 7:Payment 
Section Explanation Required forms for each step 

7A Pay the amount as determined by your answers on the Application. NO 
REFUNDS are given. 

7B After paying fees, click on SUBMIT. Only for EFT payment to enter Reference# 

7C For Credit Card, will take you to 3rd party payment site. 

7D Message of a successful submission. 

7A 
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7B 

7C 
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