                                                                           Renewal Date________________

                                       GL    WC    Auto    Bond    Prop    XS____________
                    NEW / MID TERM    QUOTE/BIND CHECK LIST

                        Name Insured:



· Create Prospect in HS & R Drive

· Loss Runs Needed (90d prior):

1 year/ 2 year / 3 year/4 year / 5 year

Req:_____________________  

Rcvd:____________________

· Prior Prem$_______________________

Rated on____________________
· Submission in AMS
Gross Sales______________________
Payroll __________________________

Sb Costs ________________________
Endts_____________________

 Acord 125/126/130/140/146/127/137
· Supplemental Applications:
· Additional Information Needed

_______________________________

Date Received: __________________                                  
· Producer Submit to Market(s)
Create Submission Tracker in HS
1:
                               
                      
2:

                   
 
3:
                              
      
4:
             

 

· Received Quote

1:
                                
      
2:
                

 

3:
                               
         
4:

                      
 
· Finance Agreement generated 
· Release Quotes/ DocuSign
Date:




Broker Fee:




Commission: 



· Subjectivities Needed

D1    SL2   TRIA   Signed app   Loss

Financing    Deposit   Cert List

· Bind Order Received from Insured 


Date:

              


· Check by fax processed
Date:

              


· Copy Finance Agreement processed
Date:

              

· Bind Request to GA/Carrier
Date:

              


· Binder Received/HS Updated


Date:
____________
                       
· Check binder with quote-  
Verify coverage, premium, endorsements and named interests (AI Holders)
· Update HS to Active Policy

· Policy Summary Created
 FORMCHECKBOX 
 Start “Completed Policy Ck List”
· Premium Released to Carrier/GA
Date sent :

              


· Notes:_____________________________________________________________________












_________________________________ 
· Broker Initials file completed:________
COMPLETED CHECK LIST TO BE PLACED IN HS/Working Doc

