

CANCELLATION AND NONRENEWAL PROCEDURES

Company Request—Nonpayment of Premium—Midterm

· Notice of cancellation is received from carrier or premium finance company.  (NOTE:  Do not contact insureds to notify them that their premium is overdue).

· Update client file and suspense for 30 days for receipt of cancellation notice from carrier.

· If the cancellation is on a claims-made policy, send form letter offering Extended Reporting Period (tail) coverage and suspense for acceptance and receipt of premium.

· If ERP is accepted and payment is received, REFER TO POLICY CHANGE PROCEDURES for processing.

· If ERP is not accepted, send form letter to insured and document file.

· When cancellation is received from carrier, verify for accuracy and update client file.

· If policy is auditable, REFER TO POLICY AUDIT PROCEDURES.

· Clear suspense.

· Contact client and perform exit interview.

· If this was the only policy the client had with the agency, make client inactive and place in dead file.
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