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If you need m
ore inform

ation, or are interested in
attending an audit sem

inar, contact your N
YSIF office.
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M
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nysif.com
Rochester, N

Y 14604
585-258-2087/2070

Suffolk
8 C

orporate C
enter Drive - 3rd Fl.

Box306Suffolk@
nysif.com

M
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Thank you for choosing
N

Y
SIF as your w

orkers’
com

pensation carrier. W
e w

ill
m

ake every effort to ensure
that you receive the low

est
possible rates and the best
service in the business.
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D
IT

You w
ill be notified in w

riting or by phone
approxim

ately tw
o w

eeks prior to a scheduled 
audit date. Please advise us of the location and avail-
ability of records needed to perform

 your audit.
Som

eone fam
iliar w

ith your books and business
activities m

ust be present to w
ork w

ith our auditor.
C

ontact us to reschedule if the date is not convenient. 
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U

D
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To determ
ine the total am

ount of payroll subject
to prem

ium
 charge. 

To determ
ine the nature of your business and

ensure your em
ployees are classified correctly. 

To verify the division of payroll for each
em

ployee’s job classification.

To assist you in setting up accurate records so that
you w

ill pay the low
est possible prem

ium
.    

W
H

A
T R
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R
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R
E N

EED
ED

? 

A
com

plete set of business
incom

e and expense records
are required for the auditor to
reconcile payroll and deter-
m

ine prem
ium

.

Payroll book show
ing:

- Individual pay records
- O

vertim
e totals by em

ployee and by 
classification

- Payroll by type of w
ork perform

ed
R

ecords of Incom
e:

-Sales/receipts records
R

ecords of E
xpenses:

-C
heckbook

-C
ash disbursem

ents book
G

eneral ledger
C

ontracts (construction) 
1099s 
Tax returns

including:
- C

om
pany incom

e tax
- Q

uarterly payroll tax form
s 941, N

Y
S45

O
riginal certificates of insurance

for 
subcontractors. 

A
udits should be conducted at your place of 

business rather than at your accountant’s office 
to ensure accuracy of classifications applied. 

N
YSIF auditors are alw

ays w
illing to m

ake tim
e

to discuss your audit, related issues and to resolve
any potential differences.
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N
Y

SIF keeps the contents of your records 
confidential. W

e anticipate and appreciate your
cooperation in the audit process.

Prepare For Your Audit

Keep Records 

Separate Your Payrolls  

Track Overtime 

Validate Certificates

M
anhattan

Box304N
YC

@
nysif.com

Brooklyn, Staten Island
Box404BQ

SI@
nysif.com

Bronx, Q
ueens

Box504BXQ
@

nysif.com
212-587-7390

Ta
ke The A

ud
it Serio

usly
M

issed audit appoint-
m

ents and late filing of audit reports cause the m
ost

problem
s for em

ployers. D
o

n’t ig
no

re sched
uled

a
p

p
o

intm
ent no

tices; file rep
o

rts tim
ely

; d
o

n’t
enco

ura
g

e estim
a

ted
 a

ud
its.

A
vo

id
 Surp

rises
Im

m
ediately

notify us, in w
riting, of

m
aterial changes to your operations. Cha

ng
es in

ow
nership

, covered
 lo

ca
tio

ns a
nd

 entities, a
nd

size a
nd

 na
ture o

f the o
p

era
tio

ns m
a

y
 g

rea
tly

influence yo
ur a

ud
it b

illing
.



Farm
s, A

partm
ent H

ouses and H
otels—

A
dditional payroll w

ill be added for the fair 
rental value of any house or apartm

ent pro-
vided in lieu of pay to em

ployees.

C
asual labor—

w
orkers not on payroll w

ho 
are paid by cash or check

w
ill be charged. 

1099 labor—
Personal services or consulting 

provided to your business m
ay be considered 

chargeable payroll for w
hich appropriate 

charges w
ill be added.

R
etain a certificate in your files for each sub-

contractor for review
 by our auditor.

C
ertificate validation protects you and fights 

fraud by denying dishonest contractors an 
unfair com

petitive advantage.

Log onto
w

w
w

.nysif.com
 and locate 

C
ertificate of Insurance

to validate the certi-
ficate of any N

Y
SIF

insured subcontractor. 

Your audit has a basic classification, called the
G

overning C
lassification, w

hich represents the part
of your business that constitutes the greatest payroll.
O

ther occupations in your business m
ay or m

ay not
require additional classifications. For exam

ple, you
are required to place shop forem

en, w
arehouse, ship-

ping and m
aintenance crew

s in
the governing classi-

fication of a m
anufacturing operation. H

ow
ever,

clerical, outside salespersons and drivers are likely
to require separate classifications. 

Position yourself for potential low
er rates by

m
aintaining separated payroll records. 

Avoid liability and higher prem
ium

s. O
btain origi-

nal certificates of w
orkers’com

pensation insurance
coverage from

 subcontractors before w
ork is started.

If you don’t have proof of a subcontractor’s insurance,
you are responsible for their coverage.

C
overed corporate offi-

cers, as w
ell as individual

ow
ners and partners w

ho
request coverage, are 
classified like any other
w

orkers. 

The classifications of
these officers are deter-
m

ined by the actual duties perform
ed. Payrolls

are subject to m
inim

um
s, currently $500 w

eek-
ly or $26,000 annually, and m

axim
um

 lim
ita-

tions of $1,450 per w
eek or $75,400 annually.

These am
ounts, established by the N

ew
 York

W
orkers’C

om
pensation Insurance R

ating
B

oard, subject to periodic revision.

A
corporation w

ith a m
axim

um
 of tw

o offi-
cers w

ho are also the sole shareholders m
ay

elect to exclude one or both of the officers from
coverage. Each officer m

ust ow
n at least one

share of stock. The existence of any additional
officers or shareholders w

ill void the exclusion.
To take advantage of this exclusion, obtain and
file form

 U
-619, N

otice of Election To Exclude
Sole Shareholders or Executive O

fficers From
C

overage.

A
n individual ow

ner of a sole proprietorship,
and partners in a partnership, are excluded
from

 coverage on a w
orkers' com

pensation 
policy. H

ow
ever, the proprietor and each part-

ner m
ay request coverage by filing form

s
U

-
626, U

-627, N
otice of Election To Bring N

ew
York Sole Proprietors, Partners and M

em
bers of

Lim
ited Liability C

om
panies U

nder C
overage.

Find these form
s at w

w
w

.nysif.com
 by clicking

Form
s

then W
orkers' C

om
pensation U

nderw
riting

Form
s.

Certain m
iscellaneous occupations w

ithin your
business do not receive their ow

n individual classifi-
cations. These m

iscellaneous w
orkers, including

forem
en, m

aintenance, shipping and receiving clerks,
m

ay perform
 duties incidental to m

ore than one clas-
sification. Their entire payroll is placed in the gov-
erning classification. 

A
w

orker, other than a m
iscellaneous em

ployee,
w

ho interchanges duties in m
ore than one opera-

tion w
ill be placed in the highest-rated classifica-

tion pertaining to any part of those operations.
There are som

e exceptions to the Interchange of
Labor R

ule in fields such as construction, log-
ging, and installation and servicing aw

ay from
 the

em
ployer's prem

ises. W
hen exceptions apply, a

w
orker w

hose payroll is properly separated w
ill

qualify for m
ore than one classification. 

Separate payroll totals for each classification, 
and you m

ay be able to take advantage of 
low

er-rated classifications. 

Separate overtim
e from

 regular payroll for each
em

ployee and classification. You can deduct the
extra portion of overtim

e pay above hourly rates
from

 the gross pay w
hen calculating payroll. 

Provide your source payroll records to verify.

A
1998 law

 allow
s payroll lim

itation for
the 

construction industry.D
epending on the type 

of w
ork you do, your com

pany m
ay qualify. 

See N
Y

SIF’s The Construction
Em

ploym
ent 

Payroll Lim
itation Program

pam
phlet for 

specifics. Contact N
Y

SIF auditors for further 
inform

ation.

Providing contracts and invoices confirm
ing 

the nature of construction operations is essen-
tial to take advantage of any low

er-rated 
classification and/or payroll lim

itation.

You m
ay be subject to additional charges for non-

m
onetary benefits or contract labor that m

ay include,
but are not lim

ited to: 

Proper preparation of records can help keep your
w

orkers’com
pensation costs dow

n. H
ere’s how

: 
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A
ll unpaid relatives w

ork-
ing for your business are 
covered under the w

orkers’
com

pensation law
s. Relatives

cannot w
aive their rights to

be covered. The only exception is unincorporated
farm

s w
here the spouse and children under 18 are

not covered unless they execute an “express contract
of hire,” requesting coverage. Payroll is assigned and
billed based on the com

parable w
ages and classifica-

tions of non-relatives w
orking in the business. 

U
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N
ote:Separation of payrolls based on percentages

or estim
ates is not perm

itted. Separation m
ust be

show
n by w

orker hours, pay rate, overtim
e, gross

payroll and by classification.
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