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Introduction:  
 
The purpose of this Guide is to help members understand how to file their Quarterly Surcharge 
Remittance Form (“Form”). FWCIGA designed this process with the members in mind to make 
the reporting and remittance process simple to use and efficient for FWCIGA’s staff to track 
completion of Forms and collection of funds remitted.  DocuSign is the application that makes 
this all happen seamlessly.   
 
 
Process Overview 
 
We understand not all members share the same approval policy.  With DocuSign, member 
companies can either simply complete the automated reporting process or “Print and Sign “a 
hard copy of the Form for those members that choose not to sign electronically. What if you 
receive this our email notice and you are not authorized to sign and submit? Well, DocuSign has 
that covered too with a feature to assign the electronic form to someone else through DocuSign 
to complete.  This Guide will help you navigate through our reporting process efficiently while 
remaining compliant with any internal reporting practices your company may have.  
 
Before we diving into the step by step process, here is high level view how FWCIGA reporting 
and remittance process works. After you submit our Form, don’t forget to make a payment! 
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How to Submit a Quarterly Surcharge Remittance 
 
Our basic process that the majority of our members will follow to submit Form is explained 
below.  
 
Step 1: To begin the reporting process, open email and click on REVIEW DOCUMENTS. 
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Step 2: Click checkbox to agree to sign electronically. Later you will be able to Print and Sign if 
your company’s approval policy doesn’t allow you to sign electronically.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 3: Verify and update company and contact information. 
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Step 4: Enter Direct Premium Collected, Deductible Premium Adjustments, and Retrospective 
Policy Premiums Adjustments, if any.  
 

 
 
Step 5: Click checkbox if you plan not to write workers’ compensation during the Assessment 
Year. 
 

 
 
Step 6: Enter your work title then click Sign button. 
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Step 7: Select style type to adopt your signature. Next click, Adopt and Sign to finish the 
reporting process.  
 

 
 
Step 8: DocuSign returns the completed Form via email that can be used to process payment to 
FWCIGA via check or wire transfer using your normal disbursement process. 
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How to Assign Quarterly Surcharge Remittance to Someone 
 
FWCIGA may occasionally send the DocuSign Form to someone other than the individual who 
is authorize to sign.  FWCIGA exerts great effort to maintain a current contact list for all its 
members, but sometimes people change jobs. That is okay. To assign DocuSign Form to 
someone else, simply following these steps.  
 
Step 1: Click OTHER ACTIONS to route Form to someone else. 
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Step 2: Enter new recipient’s name and email address.  Adding a reason is optional. Next, click 
ASSIGN TO SOMEONE ELSE to complete the process. 
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How to Print and Sign Quarterly Surcharge Remittance 
 
What happens if your company’s practice doesn’t allow you to sign the Form electronically?  
DocuSign has you covered.  Here is what you should do to Print and Sign Form within 
DocuSign. 
 
Step 1: Follow steps 1 through 5 under How to Submit a Quarterly Surcharge Remittance above.  
 
Step 2: Click Print & Sign under OTHER ACTIONS to download completed Form ready for wet 
signature. 
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Step 3: Select how you would like to return signed Form. 
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Step 4: Click DOWNLOAD to download a copy of completed Form to store on your local 
computer.  Manually sign Form, enter Title, and then click RETURN DOCUMENT to proceed 
with upload.  
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Step 5: To upload Form, click UPLOAD A FILE and attach signed Form copied from your local 
computer. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 6: To complete the process, click FINISH. 
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How to Make Payment 
 
[ 
Step 1: Locate payment amount on line TOTAL ASSESSMENT SURCHARGE COLLECTED & 
REMITTED. 
 

 
 
Step 2: Mail or wire funds to FWCIGA using instructions below: 
 

Check Wire 
FWCIGA FWCIGA Operating Account 
P.O. Box 15159 Acct # 4729862433 
Tallahassee, FL 32317 Bank: Wells Fargo Bank, N.A. 
 ABA # 121000248 
 Bank contact: Kathy McCall 
 Contact phone: (904) 351-7483 
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Frequent Asked Questions (FAQ) 
 
Common questions that FWCIGA received about the assessment surcharge reporting process over the 
past 12 months are listed below. 
 

1) What makes Florida’s assessment process unique? 
 
Most guaranty association assessments are based upon a fixed percentage of prior year 
premiums as reported in an insurer’s statutory annual statement.  Insurers pay a percentage of 
prior year premiums to the guaranty association and are allowed to surcharge policyholders or 
receive some form of tax credit depending on state law.  Florida’s assessment is based on a 
uniform assessment surcharge rate applied to actual premium billed.  Insurers remit assessments 
either upfront or as surcharges are collected, depending on the Association’s funding needs.  
Collections and remittances are reconciled annually. 

 
2) Will assessments be payable prior to or after surcharges are collected (pass-through)? 

 
That determination is ultimately up to the Board and is based on the current and future cash 
needs of the Association.  Based on our current cash flow forecasts, a pass-through was 
approved for the 2020 assessment.  

 
3) When are assessment payments due? 

 
Member insurers will remit and/or report surcharges collected and a signed remittance form within 
30 days from the end of the reporting quarter. All insurers begin collecting and remitting 
assessments on the same date, as set forth in the levy order. 

 
4) Where do I send my assessment payment and remittance form? 

 
An assigned individual for each member insurer will receive a request via email to complete and 
sign the remittance form electronically. Assessment payment can be remitted via check or wire 
transfer. 
 
Check Wire 
FWCIGA FWCIGA Operating Account 
P.O. Box 15159 Acct # 4729862433 
Tallahassee, FL 32317 Bank: Wells Fargo Bank, N.A. 
 ABA # 121000248 
 Bank contact: Kathy McCall 
 Contact phone: (904) 351-7483 
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5) Can I remit assessment payment for multiple companies in a group? 

 
Yes, but each member insurer is required to complete a separate remittance form for each 
company in the group.  Please provide the NAIC number and assessment amount for each 
company included in the group either on the check remittance documentation or in the wire 
payment detail fields. 
 

6) What happens if assessments remitted are over / under reported? 
 
At the conclusion of an assessment year, a reconciliation will be conducted to compare 
assessments remitted to FWCIGA to assessments calculated based on assessable premium 
reported.  If the reconciliation results in assessments due in excess of assessments remitted, 
members must remit additional funds to FWCIGA.  If the reconciliation results in assessment due 
less than assessments remitted to FWCIGA, the excess will be refunded to members.  

 
7) Are companies required to complete a remittance form if they do not write any workers’ 

compensation business in Florida?  
 
Yes, initially. All members companies authorized to write workers’ compensation will receive a 
remittance form after the end of the first quarter. There will be a checkbox on the form for 
members to confirm if they are not writing workers’ compensation during assessment year. All 
they will need to do is enter zeros for collected premium and surcharges and check the box so we 
know not to send future remittance forms. 

 
8) Should companies round the assessment surcharge amount listed on the policy 

information page to either dollars or cents?  
 
FWCIGA’s recommendation is to round assessment surcharge similar to other premium amounts 
listed on the information page of the policy. 
 
 
 
 


