Certificates and Evidence of Insurance
Update in Procedures

02/23/2007

Background
A task force has made an evaluation of how we handle Certificates of Insurance and Evidence of Insurance.  This was required due to:

· changes in the ACORD form wordings (some of which we’ll only see when we do the next update on Applied);
· elevated coverage requests from contractors;
· agencies and companies being held to a higher standard of care by the courts; and
· carriers limiting their exposure, including frequently not assuming the responsibility to notify certificate holders of coverage lapses.

Reminder – independent agents must not be generating binders, Certificates of Insurance or Evidence of Insurance, per their contracts.

The following procedures are to be put into place immediately.

Personal Lines
Never eliminate the “endeavor to” and “failure to” clauses on a Certificate of Insurance or an Evidence of Insurance form.

Both Personal Lines and Commercial Lines
· Always include the “disclaimer page” (on the back) of any form when sending it out by fax or hard copy.

· Never use more than 30 days as the term for notice.

· Always show the policy limits, even if the requested coverage amount is less.

· Only show an umbrella or additional policy if needed to meet the requested coverage amounts.

Commercial Lines

· Always send a copy of any Certificate or Evidence of Insurance form to the carrier (even if they respond they don’t need it).

· If the form includes Workers Comp, always include in the description “10 day notice on Workers Comp for non-payment of premium”.

· Always get prior approval from the carrier (usually requires endorsement) for requests to include:

· Additional Insureds

· Waiver of Subrogation

· Notice of Material Changes

· Specific endorsement forms or forms based on a specific date of the form

· Always send non-ACORD forms to the carrier to be handled.  Bishop Insurance will not complete those forms or take responsibility for them.

Routing of Reinstatement and Cancel Notices for Commercial Lines policies
· If a producer requests a policy be cancelled for non-payment, Barbara Theus generates the notices to the insured, additional insureds, and any loss payees or mortgagees.  For any CL policy, Barbara will email the underwriter (CSR) that such notice is being sent, including who she has notified.

· Kona Direct Bill policies – all reinstatements and cancel notices are routed to that office.  No change in routing will occur.

· For Oahu CL, all other reinstatements and cancel notices will first be routed to the underwriters, to evaluate if the following procedure will be followed.  As soon as possible, the underwriter will then forward the form to Barbara Theus for further normal handling.  Barbara will continue to do the Activity entry and T-File stamp the form.
· For Neighbor Island CL (other than Kona DB), all other reinstatements and cancel notices will continue to go to Barbara Theus for normal handling, including an Activity entry and stamping the form.  Barbara will send a copy to the branch underwriter for possible handling under the following procedure.  If a copy is needed to also provide the producer copy, the branch staff should make the copy.

Commercial Lines – Certificate Procedure Update for “Notifications” (only used if clauses were eliminated from the form)
1. If you are eliminating the “endeavor to” and “failure to” clauses on the form, include “NOTIFY” in the “title” of the form on Applied.  This will be your indication in the future that the clauses were eliminated.

2. If a notice of pending cancel is received on a policy included on a certificate that has “NOTIFY” in the “title”

a. Retrieve the original certificate(s) from the files (t-file or customer file), and make a copy(ies)
b. Within the customer on Applied, Attachments, “add” a “formletter”, using the “Holder Notice of Pending Cn” form letter.  (Only one letter per policy needs to be added, even if multiple copies are being sent out).
c. Either print the number of copies needed for multiple certificate holders, or make additional photocopies.  Follow the directions on the form letter for attaching to the copy of the certificate.
d. Using the “Applied/Save and Exit”, complete the attachment procedure.  Be sure to be specific in the “description” of the document when completing the dialog box – do not leave the default description.

e. One open activity “HNOC” will be created, with a follow up date 28 days in the future.  Describe in the activity to whom the notice(s) were sent.
3. If a reinstatement or notice rescinding the pending cancellation is received, close the open HNOC activity.

a. Make a copy(ies) of the reinstating notice, marked as a copy, and send it to any certificate holder that received the notice sent out in step 2.

b. Document on Applied with one closed MAIL activity that you sent the notice to the certificate holder(s).  Include in the description to whom you sent the notices.
4. If the policy does not reinstate, and is cancelled:

a. Retrieve the original certificate(s) from the files, and make a copy(ies)
b. Within the customer on Applied, Attachments, “add” a “formletter”, using the “Holder Notice of Final Cancel” form letter.  (Only one letter per policy needs to be added, even if multiple copies are being sent out).
c. Either print the number of copies needed for multiple certificate holders, or make additional photocopies.  Follow the directions on the form letter for attaching to the copy of the certificate.

d. Using the “Applied/Save and Exit”, complete the attachment procedure.  Be sure to be specific in the “description” of the document when completing the dialog box – do not leave the default description.

e. One closed activity “HREV” will be created.  Describe in the activity to whom the notice(s) were sent.
f. Follow all other normal procedures for documenting the policy being cancelled.
· If you are able to identify previously issued certificates with the phrases eliminated, please follow this procedure also.

