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This workflow consists of :-
( Start )
(A) For new business, proceed to step 1 to 4.
o (B) For renewal business, proceed to step 6 to 7.
(A) New Business

A
1. Establish Contact

2. Appointment with
Prospect

3. Obtain existing
policy details

4. Prepare
Broking Slips/
Quotation Slips

Continue

to step 8

(A) New Business

1.

Establish contact.

Make Appointment/Call prospect.

. Obtain existing policy details/claims experience from

prospects (preferably try to obtain copy of existing
policies including rates, Insurer, discounts, etc.).

e Copy of prospects
policy/claims
experience

. With

information obtained, prepare Broking
Slips/Quotation Slips (improve coverage where
necessary, i.e.. add extra extensions, reduce existing
rates, etc.).

Note :

Persons who prepare the slips are responsible for
checking them before send them to insurance
companies.

e Broking Slips/
Quotation Slips

5. Proceed to step 8.
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@D (B) Renewal e Renewal Listing
6. Extract Renewal Listing from IBS at least 2 months
y before expiry date.
(B) Renewal

Y

6. Extract Renewal
Listing

: A 4
7. Retrieve and update
information in the Broking

Slips

8. Prepare

Placement Slips and
send to Insurer

Continue
to Step 9

7. Retrieve and update information in the Broking Slips
from existing file at least one month before expiry date

(All relevant documents to be checked by the person in
charge).

e Broking Slips

8. Send Broking Slips to at least 3 insurance companies

(Licensed Ins Co) to obtain quotations for premium
above RM50, 000.

a) For premium above RMS50,000, 3 quotations
are not obtainable if:-
i) For  certain risks, e.g., bailee
liability/Large Special Risk(LSR), etc.,
ii) Client requested to maintain with the
existing insurer.

b) For premium below RM50.,000, 3 quotations to
be obtained from insurance companies upon
client request and/or Department discretion.

Insurer to revert the Quotations Slips within 5 days for
standard classes of insurance and between 4 days to 10
days for non-standard classes of insurance.

Note:
Examples of ‘Standard classes of insurance’ are;

o Tariff classes
e Good risks, ie, no claims

e Letter/Email/Fax
Broking Slips
e Quotations
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Quotations
Recd?

No

y

Upon receipt of quotations from Insurers, compile the
terms and prepare report (for premium above
RMS50,000).

Show comparison of rates between Insurers in report.

e Report (Proposal)

Follow up with
insurer

9. Prepare
report
& compile
terms

10.

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

For tender case, submit the proposal report by the
closing date and follow-up. For others, contact
prospect, arrange to meet and to explain the proposal
to them. Report can be sent to the prospect in advance
of the meeting.

e Report (Proposal)

10. HOD check 11. Once Insured has confirmed to effect cover, prepare | e Placement Slips
approve the report and send Placement Slips (with brokerage amount) to | e I etter/Email/Fax
the selected Insurer to request them to confirm “Hold-
Cover” in writing.
Brosgest/ The Plagement Sl.ips must carry spe-ciﬁc the following
client information, applicable for each policy;
confirmed? e Serial Numbers,
e Gross Premium,
\ 4 .
o e Service Tax,
T e Stamp Duty,
. Send Placement .
Sitea to Jagrer 1o Hokd e Net premium and Brokerage
Cover
12. Insurer to provide Cover Note (optional) and confirm | ¢ Cover Note

4

12. Insurer confirms
Hold Cover

A 4

Continue to
Step 13

hold covers via email/fax confirmation or return
signed Placement Slips to us within 5 days.

Print copy of the confirmation for records.

Note:
Follow up with Insurer via phone call or email.

(optional)

e Signed Placement
Slips or Email/Fax
confirmation
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13. If business acquired by BDU, proceed to Step | e Cover Note
13. Prepare Debit Notes. 1 3(b) : ‘(Optioual)

v

14. Send Debit Notes,
Cover Note and/or Signed
Placement Slips

v

KIV for Policy & Payment

Yes
Payt
Recd?
No
19. Send 15. Send
Reminder Reminder
Letters Letters/
Email/Fax
A 4
20. Inform 16. Check
Insurer if L policy
premium not details
received
21.Update v
CMB

Continue
to Step 17

a) Upon receipt of Cover Note (optional) and
Signed Placement Slips or email
confirmation from Insurer, prepare Debit
Notes within 20 days from the inception
date. Check all the above documents and
sign the Debit Notes.

b) Upon receipt of the client file from BDU,
prepare Debit Notes within 20 days from the
inception date. Check all the above
documents and sign the Debit Notes.

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

refer to Quality

o Debit Notes

e Signed Placement
Slips or Email
confirmation

14. Send the Debit Notes with cover letter together | e Debit Notes
with the Cover Note and/or Signed Broking Slips. e Cover Letter
e Cover Note
KIV for Policy and client’s payment. (optional)
o Signed Broking
Note: Slips or Email
Anika must ensure that Insurer has confirmed hold confination
cover before Debit Notes/Cover Note/Signed
Broking Slips are sent to client.
15. KIV and follow-up with Insurer on issuance of | e Reminder Letters/
policy.(Exclude Personal Insurance) Fax/Email
If policy is not received from Insurer, reminders are
sent until the policy is received:-
a) Send 1* reminder within 30" day from the
date of debit notes is issued.
b) Send 2™ reminder within 60® day, from the
date of debit notes issued.
c) On the expiry of 2™ reminder, HOD to
resolve pending issues with Insurer.
16. Once policies are received from Insurer, check and | e Insurance Policies

initial the policy details against our Placement Slips
and update policy number to IBS.

If there is policy error, proceed to Step 18.

e Placement Slips
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17. Send policy to client within 15 days from policy | e Policies
received date and update in PTS.
Note
The timeframe for policy send out, refer to
Quality Objective (a).(3).non motor.
N I Sc;?eﬁfhcy W 18. Iferrors is detected; o Initial/KIV
Stamped on policy
a) Place a “KIV Stamped” on Anika’s policy copy copy
(refer to System Procedure — Control of Non-
Conformance Product).
18. Place “KIV b) Request Insurer to issue endorsement on the
Stamp” & error. Please refer to ‘Policy Change &
request Insurer for [ Termination’ workflow.
endorsement
Note:
Policies with errors can still be sent to client upon
request.
Refer to “Policy
Change & : 5 B z :
Termination™ 19. Follow up with client on premium collection. If | ¢ Reminder Letters/
workflow. premium is not received by the 45" day from policy Fax/Email
inception, to send out a reminder Letter/Fax/Email to
v the client.
End
Note:
Verbal communication has to be recorded in pen and
to be filed in the file.
20. If premium is not received by the 61 day from the | ¢ Notification
inception, to send out a Letter/ Fax/ Email to the Letter/ Fax/Email
Insurer informing them that the premium has not
been collected on the same day.
21. If premium is received from client, submit cheque to | ¢ Cheque

Finance and update ClearMind Broker (CMB). For
direct payment, when received instruction from
Finance, update CMB.

Master Copy

MASTER
COPY

Not valid without original Red Stamp

Distribution Copy Prepared By: ?WQ

Ve% N

Approv .
Not valid without original Red Stamp v
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