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@ 1. Establish contact via phone call or email. e Phone / Email
Start
2. Make Appointment/Call prospect.
\ 4
L, Bstablish Contact 3. Obtain the following information from the |e Supporting
prospects: - documents
. 2 - a) Existing policy details
2. Am;‘:}‘;z‘;g‘t“ with b) Past 3 years claims experience
c¢) Updated members listing
d) Any other underwriting information
y
3. Obtain existing In the event the copy of the existing prospects
policy details policy not obtainable, all relevant information must
be noted with supporting documents and placed in
the file.
4.  With information obtained, prepare Quotation | ¢ Quotation Slips
4. Prepare Slips, Schedule of Benefits and relevant supporting | e Schedule of
Quotation Slips documents. Benefits
5. Send Quotation Slips to at least 3 insurance | ¢ Letter/Fax/Email
companies (Licensed Ins Co) to obtain quotations | ¢ Quotation Slips
v based on:- e Schedule of
5. Send Quotation Slips Benefits

to Insurers

Continue

to step 6

a) Company with staff force between 5 to 50 :-
i. To propose and prepare comparison of
SME package
ii. Premium is CBC (Cash Before Cover)
iii. Client to fill up application form and
submit all the supporting document that
required by Insurance Company

b) Company with staff force more than 50:-
i. Quotation Slips and Schedule of Benefits
ii. Claims history
iii. Updated members listing

Note:
Insurer to revert the quotation within 3 to 5 days.
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Quotations
Received?

Follow up with
insurer

6. Prepare
report
& compile
terms

h 4

7. HOD check and
approve the report

Prospect
confirmed?

8. Send Placement Slips
to Insurer to Hold Cover

9. Prepare Debit
Notes

End

Upon receipt of quotations from Insurers, compile
the terms and prepare report.

Show comparison of rates between Insurers in
report.

. Report (Proposal)

Once report is ready, the Departmental Head will
check and approve the report/proposal and send to
insured.

For tender case, submit the proposal report by the
closing date and follow-up. For others, contact
prospect, arrange to meet client to explain the
proposal to them.

e Report (Proposal)

Once placement is confirmed by the prospect via
fax, email or signed quotation, prepare the
following for confirmation of holding cover: -

a) Placement Slips — Selected by Client
b) Updated Members Listing

Print copy of the email confirmation for records.

Insurer Quotation
Staff Listing
Placement Slips
Email

Upon receiving email confirmation from Insurer,
prepare the following within 20 days: -

a) Debit Notes

b) Summary of Insurance/Schedule of Benefits

¢) Follow up with insurer on policy to be ready
within 14 days from inception of cover.

Note:
The timeframe for billing,
Objective (2).(1).non motor.

refer to Quality

Debit Notes

e Summary of
Insurance/Schedule
of Benefits

e FEmail
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10. Send the Debit Notes with cover letter and/or | e Debit Notes
10. Send Debit Notes, Signed Placement Slips/Summary of Insurance. e Cover Letter
Cover Note and/or Signed " Signe d Plucersit
| i s y
FlsCHEnSTn KIV for Policy and client’s payment. Slips or Email
¢ confirmation or
: Note: ‘ Summary of
KIV for Policy & Payment a) Cover letter must be signed by 2 personnel — |  nsurance
Account Handler and HOD/Immediate
Superior.
I I b) Debit Notes above RM50,000 must be signed
by HOD/Immediate Superior.
Yes Payt
Reed? 11. KIV and follow-up with Insurer on issuance of | e Reminder Letters/
policy.(Exclude Personal Insurance) Fax/Email
th If policy is not received from Insurer, reminders
AT S — are sent until the policy is received:-
Reminder Reminder
Letters Letters/ a) Send 1* reminder within 30" day from the
= date of debit notes is issued
! b) Send 2™ reminder within 60" day, from the
TR 12. Check date of debit potes 1ssunded. .
Insurerif | L=  policy c) On the expiry of 2™ reminder, HOD to
premium not details resolve pending issues with Insurer.
received
12. Once policies are received from Insurer, check | e Insurance Policies
5| 17 Update v and initial the policy details against our | e Placement Slips
= Continue Placement Slips and update policy number to
to Step 13 IBS.
y
End If there is policy error, proceed to Step 14.
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13. Send policy to client within 15 days from policy ' Policies
received date and update in PTS.

Note
The timeframe for policy send out, refer to
Quality Objective (a).(3).non motor.

13. Send policy t :
| c;ieﬁto i 14. If errors is detected; e Initial/KIV Stamped

on policy copy

a) Place a “KIV Stamped” on Anika’s policy copy
(refer to System Procedure — Control of Non-
Conformance Product).

14. Place “KIV b) Request Insurer to issue endorsement on the
Stamp” & J error. Please refer to ‘Policy Change &
req;fg;:::;’:;tfm Termination’ workflow.
Note:
Policies with errors can still be sent to client upon
request.
Refer to “Policy
Change & 5 z = ? .
Termination” 15. Follow up with client on premium collection. If | ¢ Reminder Letters/
workflow. premium is not received by the 45" day from Fax/Email
policy inception, to send out a reminder
v Letter/Fax/Email to the client.
End
Note:
Verbal communication has to be recorded in pen
and to be filed in the file.
16. If premium is not received by the 61* day from the | ¢ Notification Letter/
inception, to send out a Letter/ Fax/ Email to the Fax/Email
Insurer informing them that the premium has not
been collected on the same day.
17. If premium is received from client, submit cheque | e Cheque
to Finance and update ClearMind Broker (CMB).
For direct payment, when received instruction from
Finance, update CMB.
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