Bound & Completed Policy Checklist 

Commercial & Personal Lines


Name Insured:





 FORMCHECKBOX 

Date Policy Received: 



Cross check HS hazards, premium, binder & NAIC
 FORMCHECKBOX 

Copy & Update Master COI in HS.

 FORMCHECKBOX 

Label, Extract policy docs & Endt.

See sample for correct labels
 FORMCHECKBOX 


“Policy Issued Correctly” Log in 
HS.Input policy information & attach. 
 FORMCHECKBOX 

Create Proof Cert
 FORMCHECKBOX 

Cert to CSLB for WC  
Check Client Name w/ how it is on License. Released:



 FORMCHECKBOX 

Released Policy & Proof COI

Date sent:


 

 FORMCHECKBOX 

Loss Payee & Mortgagee AI
Create EOP/COI from Cert List, send to insured &/or bank with
correct Endt: 



 FORMCHECKBOX 

Scheduled AI Endt
Issue COI and released to Insured 
with AI:


 FORMCHECKBOX 

Set up ECerts for Policy Renewal
Attached ENDT to profile. 

 FORMCHECKBOX 

Contact Insured to advise that Ecerts is Updated:



 FORMCHECKBOX 

Large accounts with several COI Renewals

Issue Top Priority COI 1st:: 


 FORMCHECKBOX 

Confirm COI Holders that need copy of Dec Pgs with client
 FORMCHECKBOX 

Release Dec Pg to COI cc client-Issue from HS.
 FORMCHECKBOX 

CSLB Follow Up (15 Days)/(20 Days)
Accepted/Rejected:



Report any policy discrepancies to Producer.

Always create notes/logs in HS so everyone knows the status of the policy.
NOTES:









































Completed by/Date:





COMPLETED CHECK LIST TO BE PLACED IN HS/WORKING DOC

