

CLAIMS PROCEDURES

(All Claims except Workers Compensation)

· Agency is contacted that a claim has occurred.  (NOTE:  If notice of loss is received from anyone other than an insured, contact insured for verification.)

· Open client file and complete appropriate ACORD loss notice.

· Transmit loss notice to carrier immediately.

· Suspense for 3 days to perform client follow-up, if appropriate.

· If client contact after three days is appropriate, contact insured to determine current status of claim.

· Contact carrier if necessary.

· Update claim file.

· Suspense for 60 days for resolution of claim.

· If claim is settled within 60 days, update file with closing claim information and clear suspense.

· If claim check or draft is received by agency, transmit to insured the same day using form letter.

· If claim is not settled within 60 days, contact carrier to determine current status and re-suspense for 60 days.

· If claim is not settled after 120 days, notify management to take appropriate action.

· When claim is resolved, update client file and clear suspense.

NOTE:  Any summons and complaint or other legal papers received on any claim must be transmitted to the carrier via overnight mail the day they are received in the office to avoid any default judgment being entered against our insured.
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