
FWCJUA
Policies serviced by Travelers

How to Complete Your Quarterly 
Wage and Subcontractor Reports 



Quarterly Payroll Information
Reporting Requirements

 Employers with FWCJUA workers 
compensation insurance policies must provide 
payroll information four times per year
 1st Quarter – Due May 11
 2nd Quarter – Due August 11
 3rd Quarter – Due November 11
 4th Quarter – Due February 11

 If we do not receive your payroll information 
within 7 calendar days after the due date, your 
workers compensation insurance policy will be 
cancelled.



Quarterly Payroll Information
Reporting Requirements

 You must submit your quarterly Payroll 
Report and Employer’s Affidavit even if 
you paid no wages during the quarter.



Quarterly Payroll Information
What to Expect From Us

 You previously received copies of the 
payroll reporting forms with your insurance 
policy 

 You will receive reminder letters from 
Travelers approximately 30 days before 
your payroll information is due

 The letters will include additional copies of 
the forms, checklists and other reminders or 
updates about the requirement to provide 
payroll and subcontractor information



Quarterly Payroll Information
What You Need to Do Each Quarter

 Complete and send in
 Quarterly Payroll Report
 Employer’s Affidavit

 Include proof of your subcontractors’ 
coverage or exemptions

 Tax Records
 Quarterly State Tax Wage Report  (UCT-6) 

or
 Form 941



Quarterly Payroll Reporting Form



Quarterly Payroll Reporting Form
Employer Information

 Fill in answers to all of the fields at the top of 
the form
 The date you are completing the form
 Your name and address
 Your agent’s name and address
 Your policy number and policy effective and 

expiration dates
 The payroll period being reported – for example, 

January 1, 2010-March 31, 2010



 List the full name of each person you employed 
during the quarter

 List any contractors you hired during the 
quarter, unless they provided you a certificate of 
insurance or certificate of exemption

 Do not list owners, officers, partners or LLC 
managing members in this section

Quarterly Payroll Reporting Form
Employee Wage Information



 Provide a detailed description of work 
performed by each employee

 List the wages paid to each employee during 
the quarter, including Salaries, Wages, 
Commissions, Vacation Pay and Sick Pay

 List any Overtime paid to employees in 
separate columns

Quarterly Payroll Reporting Form
Employee Wage Information



 List the Titles and Names of each Owner, 
Partner, Officer or LLC Managing Member

 List each owner if, even if he or she draws no 
salary or has elected to be excluded from 
workers compensation coverage

 Provide a detailed description of the specific 
duties of each owner

 List the actual earnings of each owner, including 
any earnings from company profits

Quarterly Payroll Reporting Form
Owner Wage Information



 Answer questions A, B and C
 If you answer “Yes” to any of the 

questions, answer the follow up 
questions
 For example, if you paid Overtime 

(question A) to an employee, answer 
whether you subtracted the overtime 
payment from the total wages paid to the 
employee

Quarterly Payroll Reporting Form
Additional Questions



 Make sure to sign the form
 An owner of your business must sign the report 

and provide the date, address and phone number

 By signing the form, you are certifying that all 
figures reported on the form are a true and 
complete statement of all earnings by all 
employees during the quarter

Quarterly Payroll Reporting Form
Signature



 The Quarterly Payroll Reporting Form 
is now complete
 Remember to submit your UCT-6 tax 

form with the Quarterly Payroll Reporting 
Form

 Next you will complete the Employer’s 
Affidavit

Quarterly Payroll Reporting Form
Complete / Attach Tax Forms



Employer’s Affidavit



Employer’s Affidavit
Your Responsibilities

 Under section 440.381 of the Florida 
Statutes, you are required to submit the 
Employer’s Affidavit each quarter

 Read the Employer’s Responsibilities
section of the Employer’s Affidavit 
carefully before completing the Affidavit

 You are required to report the payroll you 
paid to employees and to subcontractors



Employer’s Affidavit
Your Responsibilities

 If you hired uninsured subcontractors, you 
will be charged premium based on the 
wages you paid the subcontractors

 To avoid paying premium on 
subcontractors, provide a Certificate of 
Insurance or Certificate of Exemption for 
each subcontractor



 List the full legal name of the business
 If you have more than one business entity on your 

policy, you must complete a separate Employer’s 
Affidavit for each entity

 Include the Federal ID Number of the 
business or your Social Security Number if 
you are a sole proprietor

 List your business phone number

Employer’s Affidavit
Employer Information



 List your workers compensation 
insurance policy number

 List the effective date of your policy
 List the quarter and year being reported

(for example, “3rd quarter 2010”)

Employer’s Affidavit
Employer Information



 Do you have any full-time or part-time 
employees?
 If so, you must provide the UCT-6 or 

Form 941 for the quarter

Employer’s Affidavit
Question A



 Do you use subcontractors?
 If “Yes”:

 Complete the schedule (page 2 of the Affidavit), 
listing all subcontractors used

 If “No”:
 Explain how the work is performed (for example, 

“By employees”)

Employer’s Affidavit
Question B



 Do you lease employees?
 You must notify the FWCJUA and provide 

a copy of the leasing contract if you start 
leasing employees

 If “Yes”:
 Provide the name of the leasing company 

and the annual payroll paid to the leased 
workers

 If “No”:
 Be sure to check the “No” box

Employer’s Affidavit
Question C



 Make sure to sign the form
 An owner must print his/her name, sign the form and 

provide the date

 By signing the form, you are certifying that all the 
information reported on the Employer’s Affidavit is true 
and complete

 The form must be notarized

 If you hired subcontractors you must complete page 2, 
the Schedule page.  If you did not hire subcontractors, 
you are done and can submit the Affidavit

Employer’s Affidavit
Signature



Employer’s Affidavit
Page 2 - Schedule Page



 Start by completing the header at the 
top of the page:
 List the full legal name of the business
 List your current workers compensation 

policy number
 List the quarter and year being reported

(for example, “3rd quarter 2010”)

Employer’s Affidavit
Employer Information



 If you used any Subcontractors you must answer 
every question on the schedule page for each
subcontractor
 List the name and mailing address of the 

subcontractor
 List the Federal ID number of the subcontractor
 List the specific type of work performed by the 

subcontractor
 List the number of employees used by the 

subcontractor

Employer’s Affidavit
Subcontractor Information



 List the actual amount you paid the subcontractor 
for the quarter

 List the estimated amount you expect to pay the 
subcontractor for the entire policy year

 Check the box that describes what kind of workers 
compensation coverage the subcontractor has

Employer’s Affidavit
Subcontractor Information



 If the subcontractor provided a Certificate of 
Insurance:
 The Certificate must list a workers compensation

insurance policy
 The policy effective dates on the Certificate must cover 

the quarter the subcontractor worked for you

 If you listed the Federal ID Number of the 
Subcontractor on the Schedule page, you do not 
need to mail a copy of the Certificate

Employer’s Affidavit
Subcontractor Information



Employer’s Affidavit
Subcontractor Certificate of Insurance



 If the subcontractor provided a Certificate of 
Exemption:
 The subcontractor must provide an actual copy of his or 

her exemption card (not a printout from the state website)
 The exemption must be valid for the quarter the 

subcontractor worked for you
 The subcontractor must provide a notarized letter (dated 

during your policy year) stating that the subcontractor had 
no employees and no subcontractors of their own

 If the subcontractor used subcontractors of their own, the 
subcontractors must be listed on the notarized letter

Employer’s Affidavit
Subcontractor Information



 If the subcontractor provided a Certificate of 
Insurance from a Leasing Company:
 The Certificate must list a workers compensation insurance 

policy
 The policy effective dates must cover the quarter the 

subcontractor worked for you
 The subcontractor must be listed in the comments section 

of the Certificate, clearly showing that the subcontractor is 
insured by the Leasing Company’s insurance policy

 The subcontractor must provide a notarized letter (dated 
during your policy year) stating that all of his/her workers 
are covered by the Leasing Company’s insurance policy

 If a certificate and notarized letter are not provided, you will 
be charged additional premium for the wages paid to the 
subcontractor

Employer’s Affidavit
Subcontractor Information



Employer’s Affidavit

 The Employer’s Affidavit is now 
complete
 Remember to attach copies of the 

Certificates of Insurance and Exemptions 
for the subcontractors that you hired



Completed Payroll Reports
What to Send In

 Send in:
 Completed Quarterly Payroll Report
 Completed Employer’s Affidavit
 Quarterly State Tax Wage Report (UCT-6) or 941 

Form
 Include copies of Certificates of Insurance or 

Exemptions for subcontractors

 If you send incomplete forms, the forms 
will be returned to you to add the missing 
information



 Mail or fax completed reports to:

Travelers
P.O. Box 3556
Orlando FL, 32802
Fax: 1-877-634-3710

Completed Payroll Reports
Where to Send Them
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