D S Doc No. | AIB-WP-CFL-002
: Workflow Process
Date 01/08/2019
INSURANCE BR
(Wh‘RﬁuYm&sw‘ﬂ[ﬁ&&?m%ﬁ&g POLICY RENEWAL Pagc 1of3
Interaction Control/Activities : Records
1. Extract Renewal Listing from IBS at least 2 months | ¢ Renewal
@D before expiry date. Listing
. . Obtain renewal proposal form from Insurer and | ¢ Annual Report
2. Obtain existing documents required to process renewal terms | e Prospectors
policy details respectively as follows:- e Product Brochure
e Proposal Form

3. Submit renewal

proposal

l

4. Send Placement Slips

to client

Client
confirms?

5. Send Placement Slips to
Insurer to hold cover

a. Directors’ & Officers’ Liability (Listed/Going
Listing) — Latest Annual Report or Prospectus

b. Product Liability — Proposal Form, Annual
Turnover, Product Brochure

c. Professional Indemnity — Proposal Form

. Submit renewal proposal form to Insurer, if necessary,

obtain terms for comparative purposes.

Proposal Form

. To follow up with Insurer concerned when renewal

terms obtained. To prepare Placement Slips to be sent
to client for consideration and acceptance of remewal
terms.

Prior to that, eénsure that terms do not vary or are less
favorable.

Letter/Fax/Email
Placement Slips

l &

6. Inform client on
holding covered

7. Prepare

Debit Notes

Continue
to step 8

. Upon acceptance by client, prepare Placement Slips and

send to Insurer concerned for confirmation of
acceptance i.e. to “hold cover”. Ensure that Insurer
stamp acceptance on Placement Slips and returned the
Slips for record.

Placement Slips

. Upon receipt of confirmation of hold cover in writing

from Insurer, send email to client to inform them that
Insurer has effected cover.

If requested by client, to obtain cover note from Insurer.

Cover Note
Email

. Prepare Debit Notes within 20 days from policy

inception. The person, in-charge is responsible to check
all the above documents.

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

Debit Notes
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Interaction Control/Activities Records
8. Send the Debit Notes with cover letter to client. Debit Notes
8. Send Debit Notes with - - ¢ Covet letter
i Bl g Rl KIV for Policy and client’s payment. e Cover Note
signed Placement Slips (optional)
Note: e Signed Placement
Anika must ensure that Insurer has confirmed hold Slips or email
cover before Debit Notes/Cover Note/Signed conBrmation
Placement Slips are sent to client.
9. KIV and follow up with
Insurer for Policy 9. KIV and follow-up with Insurer on issuance of policy. | ¢ Reminder Letters/
Email/Fax
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™ * from the date
of debit notes issued.
I . nd 4
LettSE‘la':/dE}:::;llfl;dz;r " c¢) On tl‘le expiry 0f_2 reminder, HOD to resolve
Insurer pending issues with Insurer
. ki 10. Once policy is received from Insurer, check and | e Policy
' detaﬂf J initial the policy details against Placement Slips and | ¢ Placement Slips
i update policy number to IBS.
If there is policy errors, proceed to Step 12.
Policy
error? S s
No 11. If errors is detected:- e Initial/KIV
Stamped on policy
v a) Place a “KIV Stamped” on Anika’s policy copy copy
12. Send 11. Place KIV (refer to System Procedure — Control of Non-
P°11i_°3’:° stamp & Conformance Product).
1 £eint for b) Request Insurer to issue endorsement on the
endorsement .
error. Please refer to ‘Policy Change &
) Termination’ workflow.
Refer to ‘Policy
End Change & Note:
Teciintion Policies with errors may still be sent to client upon
‘workflow
request.
12. Send policy to client within 15 days from policy | e Policy

received date and update in PTS.

Note:
The timeframe for policy send out, refer to Quality
Objective (a).(3).non motor.
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13. Follow up with client on premium collection. If | ¢ Reminder
premium is not received by the 45" day from policy Letters/
inception, send out a reminder Letter/Email/Fax to Email/Fax
Payment :
received? the client.
Yes
Note:
Verbal communication has to be recorded in pen
and to be filed in the file.
12. Send Reminder Letters
to client 14. If premium is not received by the 61* day from the | ¢ Notification
inception, to send out a Letter/ Fax/ Email to the Letter/Email/
l Insurer informing them that the premium has not Fax
P p— been collected on the same day.
premium not received —
15. If premium is received from client, submit cheque | o Cheque

»  14. Update CMB

End

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