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Audit Process 
Workers’ compensation insurance is purchased to protect you and your employees if a workplace 
accident should occur. The premium for workers’ compensation is determined by the type of business 
performed and the amount of wages (payroll) paid to employees/contract labor through the business. 
Many factors go into determining the total premium amount. 

Each policy term begins with estimated payroll. These estimates determine the premium and can be paid 
annually, in installments, or through premium reports. The audit process is conducted at the end of each 
policy term to determine the correct premium amount. Maybe your business has grown, or maybe you 
have fewer employees. We want to make sure you are paying the correct premium. 

To help you prepare, here is a list of common record-keeping requirements. 

• Payroll Records 
o For policies with employee payroll who file 941s 

▪ Payroll summary, journal or book that includes employee name, gross pay, overtime 
pay, and severance pay. 

▪ For employees working in other states, please provide payroll and hours by state. 
o Employer’s quarterly reports | IRS Form 941 

▪ If Form 941 is not available, use the total page for the Form W-2, Form 940 or Form 
943. 

o For policies without employee payroll who do not file 941s 
▪ For any non-employees (1099 or non-W-2 workers) 

• Records that show the names of subcontractors, what they are paid and the 
date of payment. Ex. Vendor summary report 

▪ IRS Form 1099 and Form 1096 can be used for annual policies. 
▪ Workers compensation Certificate of Insurance (COI) for subcontractors. The COI 

should cover the period during which the work was performed. You may need 
multiple years of certificates. 

The online audit process is designed to make the audit process easier, giving you the freedom to 
complete the audit at a time that is convenient for you without the need of scheduling an appointment 
with a virtual auditor.  

This guide walks you through the audit process. If, after reviewing, you decide you would rather have a 
virtual audit with an auditor, email eAudit@mem-ins.com to request one. Please provide your policy 
name and a contact email and phone number. You will receive a new email with instructions on how to 
proceed.   
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Log in screen 

 

The Control ID and Password can be found in the eAudit Request letter or email that was sent from MEM 
Mutual Insurance Company (example on next page). Both the Control ID and the Password are required 
to log in to start completing the eAudit. 

For the best experience, Firefox or Google Chrome is recommended. 

Once the Control ID and Password have been entered, click . 
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Sample eAudit Letter 
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When logged in, the first screen to appear is General Information. There are several sections to review 
and questions to answer on this screen. 

 

Policy Information, including Policyholder name, policy number, and policy period, displays as the first 
section. The Policy Information section is informational and should not be changed.  
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Insured’s Contact Information 
The first screen of entry is Contact Information. Make any changes or additions to the contact 
information here. 

 

Contact Information is needed in case we have any questions about the audit. If the information 
displayed is incorrect, please update. You will be prompted later in the audit process to note that this 
information was changed. 

Continue to the next section by scrolling down the screen. 
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Preparer’s Contact Information 
If this information was not presented during policy issuance or the last audit, the default will be marked 
as Same as Insured. 

 

To add the contact information for the person preparing the audit, or for audit questions, remove the 
check mark from the Same as Insured box. The screen will expand and provide fields for entry. Enter the 
preparer’s information. 

 

Continue to the next section. 
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Business Information 

 

Select the Entity Type of the business from the drop-down menu. An entity is the type of business or legal 
structure the company uses. 

 



                                                                                                                       eAudit Instructions 
 

Page 9 of 22 
 

 

Enter the Federal Tax ID assigned to the business. If one is not assigned, enter the business owner's SSN. 

 

The Business Description explains what the business does daily. A good description is necessary to 
determine the correct classification code and to ensure the correct premium is charged. 

 

If any changes were made to the business during the policy period, select Yes, and provide the changes 
made. If none, select No. 
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The items marked as Yes will present a field, with instructions, for entry of the changes. 

 

Continue to the next section. 
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Locations 

 

Enter the Number of Employees for each location listed. 

Continue to the next section.  
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Payroll 

 

Provide the answers to the questions. Any "Yes" answers will provide additional instructions when 
marked. The fields for the “Yes” answers will appear when the payroll is entered. 

 

Only the first question requires an entry to be made in this section.  
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Contractors and Additional 
The remaining two sections are Contractors and Additional. 

 

If any subcontractors or contract labor were used, select Yes. A subcontractor or contract laborer is an 
individual or business that is not employed by the company but is contracted to perform work. 

Select Yes or No to allow MEM to send a copy of the audit forms to your insurance agent. 

Enter any additional comments in the Additional Comments that you would like to share with MEM. 

Select Save. 

Select the Payroll tab. 
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Payroll 
The payroll screen is used to enter the wages paid during the policy term. This screen will also show the 
principals (owner/officer/member/sole proprietor) on the policy as the first entries. 

 

In Missouri, the principals will be listed twice. This is due to a 90/10 split, with 10% of wages applied to a 
clerical class code and 90% to a business class code. List the principal's gross wages only once.   
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The remaining sections are where all employees’ gross payroll is placed.  

• Gross payroll should include all wages (ie: bonuses, time off with pay, commissions, etc.)  
• Overtime should be included in the gross payroll, and that same amount should be listed in the 

overtime column.  

Any payroll questions marked as Yes from the General section will add another column to the payroll grid.  

 

Gross wages should include all monies, including overtime, double-time, tips, and severance pay and 
should not be deducted from the gross wages as shown on the worksheet. After entering the gross wages 
in the Gross Wages column, enter the remaining types in other columns if applicable. 

Example: 

Employee One – Gross wages $15,000. Overtime wages $500.00. Severance $800.00.  

 

Select Save and continue to Contractors. 
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Contractors 
This screen is for entering contractors.  

Insured subcontractors provide the businesses they complete work for with a Certificate of Insurance 
(COI).  

Uninsured subcontractors are companies or individuals that have worked for you, do not have workers’ 
compensation coverage, and are not employees of the company. 
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The section highlighted above shows that this company has Workers’ Compensation insurance. Workers’ 
Compensation coverage is always shown in this section. If this area is blank the company does not have 
workers’ compensation coverage and is considered an uninsured subcontractor. The effective and 
expiration dates need to cover the period being audited. 

 

Select Save and continue to Documents.   



                                                                                                                       eAudit Instructions 
 

Page 18 of 22 
 

Documents 
The last step in the audit entry process is to upload the records that support the monies paid during the 
policy period. 

 

One or more files can be uploaded one at a time. To start the process, select Add Document. This opens 
File Explorer and lets you navigate to the location where the files are stored on your computer. Select the 
file, and the file will display on the screen. 

 

Select Add Documents. 
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The documents uploaded are now listed.  

 

If any documents need to be removed before submitting the audit, select Remove next to the document. 

A prompt opens asking for confirmation. To remove, select Remove Document; otherwise, select Cancel. 
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Submit 
The final step is to submit the audit information. When entering this screen, a message shows that the 
report is ready to submit. If there are any warnings they will also be displayed. 

 

If any changes are needed, return the screen noted in the Warnings section, or select the blue text to 
automatically return to the screen.  

To review the audit information that was entered, select the blue ‘click here’ message. 
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A new tab will open, and a PDF report will display with the information that has been entered. This can be 
downloaded, saved, or printed. A copy of this report is also added to the audit for the reviewer. 

 

When the review is complete, close this screen and return to the audit tab.  

Select Submit.  
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A prompt opens asking for confirmation. To submit, select Submit; otherwise, select Cancel. 

 

A final message is displayed noting the audit was submitted successfully. Close the browser tab or click 
on ‘Click here’ to leave this site. 
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