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Premium Audit System: Login Instructions  
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Premium Audit Overview 
Our Premium Audit process verifies your business operations and validates the duties of your employees. The Premium Audit 
team correctly classifies your business to ensure compliance with regulatory requirements.  
You’ll have peace of mind knowing you’re paying the correct premium for the coverages purchased. 
• When your policy is first written or renewed, the figures used are estimates for the policy term. 
• After the policy term ends, that previous term policy is audited for the actual figures. At this time, you might owe 

additional premium, or you could receive a refund. 

Example: You just purchased a policy with a term of 04/01/2022 to 03/31/2023. After the policy term ends, we’ll audit the 
2022-2023 policy for actual figures. An audit will be sent to you approximately 10-30 days after the end of the prior term 
(approximately 05/01/2023 at the latest in this example). 

 
Our goal is to obtain actual figures for the 
following items: 
• Payroll and Sales/Receipts 
• Number of Employees / Total units 
• Total Cost (labor and materials for 

subcontractors) 
• Applicable Additional insured/Waiver charge  

These are the policy types we audit: 
• CPP – Commercial General Liability 
• Business Owners (BOP) 
• Auto Dealer 
• Commercial Auto 
• Workers’ Compensation 
• Business Personal Property Reporting Form coverage 
• Inland Marine 

− Builders Risk Reporting Form 
− Dealers Inventory Reporting Form 

Prepare for a successful audit 
When your policy was written, your representative likely explained the audit process and helped answer your questions. This 
reduces surprises and any confusion you might feel when the audit process begins. 
You can also do some simple things to help an audit go smoothly:  

•  Maintain complete and accurate records that match the exact dates of your policy term.  
Example: You’ve received your audit on your previous policy term that was effective 6/11/2022 to 6/11/2023. Records 
are required showing payroll or sales for this specific time frame. If your records follow the calendar year, we’ll need 
records from 2022 and 2023 to ensure we have an accurate representation of your business. 

• If you have a change in your operations, hire additional employees, or take on additional work, be sure to notify your rep. 
• When you receive the audit request, be ready to do your part and ask your rep for help in complying with any 

requirements.  
• Use this guide to help you navigate through the information you need to provide. 

  



Premium Audit System Job Aid for Clients 11/2024 p. 2 

Get started: Online login 

 
 

Sample letter 
 

 
 

Important! 
• Complete your premium audit report online using a tablet or computer. A Chrome or Edge browser is 

recommended for the best experience. 
• You'll receive a letter with your login information for your premium audit. 
• Reps can help you with online access and navigation (log in, information review, etc.). They can also provide 

support to complete the necessary screens.  

Your login 
information 
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You or Your rep can send questions to 
the Premium Audit team mailbox. 

Info prefills from the policy. If you 
update here, details will update 
in the policy system. 

Enter a brief description of your operations. 

TIP! Provide more than just one or two words. 
 Carpentry and framing of single-family  
      dwellings and 2-story apartment buildings 
      Carpentry 
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Owner/officer names prefill on this screen from the current policy.  
You will enter:  
− Title and duties 
− Code (limited to current policy class codes) 
− Description 

Enter information about your employees:  
Name, duties, class code, dates employed, 
gross wages & overtime. 

Provide your FEIN (tax ID number) & payroll 
tax information by quarter. 
Note: Special characters are not recognized 
by the system and cannot be used when 
inputting payroll or sales information. 
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After clicking Update and if the subcontractor number is more than zero, this table opens so you can enter full information.  

 
 
 

 
 
 

Enter number of subcontractors & click Update. 

You can easily submit other needed documents in 
their original format. Examples: Payroll reports, 
941 copies, Certificates of Insurance, etc. 

You can choose to download an 
Excel template, enter the 
information, and upload.  
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After you’ve entered all business information, the 
system will generate a report. This reflects all the details 
you provided, and you can print for your records.  

Click Finish to submit to the 
COUNTRY Premium Audit team 
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