

NEW BUSINESS PROCEDURES

· Prospect calls in to agency and is directed to appropriate agent for evaluation or quotation.  Agent determines eligibility, per individual company and agency underwriting guidelines, and proceeds with quote if appropriate.  Appropriate underwriting information is obtained.

· Prospect is created in agency management system.

· Quote is prepared and prospect is advised of need for any further information or documentation that will be required prior to binding coverage or issuing policy.  Quote letter is sent to prospect.

· Suspense for 30 days or effective date of quote, whichever is earliest.

· Activity created in agency management system.  

· If no action taken by prospect in 30 days, change to Suspect in system and send letter confirming coverage not placed. No further action necessary.

· If prospect wishes to purchase, appointment is set by agent to complete and sign application and obtain necessary underwriting information/documentation.

· If necessary, re-rate based on current documentation and provide prospect with updated quote.  Advise that if documentation is provided, an endorsement will be issued to the policy.

· If application is complete and payment is received, coverage is bound by agent.  (NOTE:  Agent is responsible to determine binding authority with carriers and must not exceed expressed authority.)

· If coverage is placed with a nonadmitted carrier, REFER TO SURPLUS LINES NEW BUSINESS AND RENEWAL PROCEDURE.

· Convert Prospect to Customer in agency management system.  Create ID cards, Evidence of Property Insurance, or other items and deliver to client and/or lender, bank, additional insured, etc.

· Application, payment, and pertinent documents are transmitted to carrier immediately using company memo.  Activity created in system and suspense set for 30 days for receipt of policy.

· Create paper file for permanent records or scan and attach to client e-file.

· Send thank you note to customer.

· When policy is received from company, either via download or by mail, open customer file and update application by entering policy number.

· Agent reviews policy against application and system information for accuracy.  Items to check include:

· Carrier and policy number

· Named insured (make sure it is complete)

· Description of operations

· Type of entity (individual, corporations, LLC, etc.)

· Effective and expiration dates

· Retroactive date if claims-made policy

· Rates and premiums

· Minimum earned premium

· Minimum premium

· Limits of liability (including aggregates, if applicable)

· Deductibles and self-insured retentions

· Property valuation clauses (ACV, Replacement Cost, Agreed Amount)

· Covered auto symbols

· Classification codes and exposures bases

· Experience modification (Workers Compensation only)

· Description of property covered including scheduled items

· Review all endorsements

· Any unexpected endorsements?

· Any restrictive endorsements?

· Any missing endorsements?

· Any reductions in coverage or increased deductibles?

· Any state-specific endorsements missing?

· Any endorsements requiring signature (e.g. UM waiver)?

· Commission amounts

· Enter premium amount and bill if necessary.

· Send form letter to client along with policy or deliver policy (and bill if necessary). 

· Clear suspense.
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