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= 1. Extract Renewal Listing from IBS at least 2 months | ¢ Renewal Listing
- before expiry date.
2. Retrieve and update information in the Placement Slip | ¢ Placement Slips
from existing file at least one month before expiry date
1. Extra-ct_chcwal
Listing (All relevant documents to be checked by the Account
Handler).
2. Retrieve and update 3. Request from the existing insurer the following | ¢ Renewal Listing
- e information: - e Renewal Notice
e Claims Listing
a) Renewal terms 2 month before expiry. e SOA
b) Claims Listing,
c¢) Statement of Account.
3.R t 1
temesq;,e;nr,?;‘:{:r 4. Prepare and send Renewal Notice to client at least one | 4 Renewal Notice
month before the expiry.
v — : : - .
PE— 3 Star:.rentcwal pom:;lnu?t;?nop vfnth client via email or | § g0/ Meeting
Notice to client . - & e Staff Listing
3 a) Any changes on benefits (increase or reduce)
5 C . : b) Request the following information to obtain
. Communicate with p
aliciit quotation:-
1) Update Staff Listing
2) Final Schedule of Benetfits
6. Send the following information to get quotation from

6. To get
quotation form
insurer

A 4

Continue
to Step 7

Insurer.

a) Claim Listing
b) Members Listing
c¢) Schedule of Benefits

Premium comparison: -
a) Company with staff force less 50 or minimum 5

and premium less RMS50,000,
comparison of the SME plan.

b) Company with staff forces more than 50 and

above, premium above RMS50,000 to get 3
quotations for premium comparison to client.

premium

e (Claim Listing

e Members Listing

e Schedule of
Benefits
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7. Upon receipt of quotations from Insurers, compile the | e Report (Proposal)
terms and prepare report.
Quotations
Recd? Show comparison of rates between Insurers in report.
8. Once report is ready, the Departmental Head will | e Report (Proposal)
i ; Yes check and approve the report/proposal and send to
Follow up with insured
Insurer i
For tender case, submit the proposal report by the
Deemeiinpan closing date and follow-up. For others, contact
& compile . .
terms prospect, arrange to meet client to explain the
proposal to them.
" 9. Once agreed by client to proceed with cover and to | e Letter/Fax/Email
7. HOD check, get written instruction from client by email / fax.
approve and initial on
mERat 10. To get insurer to proceed with coverage and to | e Member Listing
provide insurer the following information. e Schedule of
Benefits
a) Update Staff Listing.
b) Schedule of Benefits.
No 8. Client
Shnbrnpi? 11. To get written confirmation from insurer. ® Email
Confirmation

9. Insurer confirms to
Hold Cover

4

10. Insurer confirms
Hold Cover

A

End Continue to
Step 11
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11. Prepare Debit Notes

i

12, Send Debit Notes,
Cover Note and/or Signed
Placement Slip

v

KIV for Policy & Payment

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

a) Debit Notes

b) Summary of Insurance/Schedule of Benefits

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

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

e Debit Notes
e Summary of
Insurance/

e Schedule of
Benefits

e Email

17. Send
. 13. Send
]_].{ emu;ct!e;j Reminder
ettersl 4 Letters/fax
email .
/ email
A 4
18. Send 14. Check
Notification policy
Letter details r—
19. Update
CMB
A 4
Yy Continue
End to Step 15

13. Send the Debit Notes with cover letter and/or
Signed Placement Slips/Summary of Insurance.

KIV for Policy and client’s payment.

Note:

a) Cover letter must be signed by 2 personnel —
Account Handler and HOD/Immediate Superior.

b) Debit Notes above RM50,000 must be signed
by HOD/Immediate Superior.

e Debit Notes

e Cover Letter

e Signed Placement
Slips or Email
confirmation or
Summary of
Insurance

14. KIV and follow-up with Insurer on the policy.
(Exclude Personal Insurance).
If policy is not received, to send reminders: -

a) 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.

¢) On the expiry of 2™ reminder, HOD to
resolve pending issues with Insurer.

e Reminder Letters/
Fax/Email

15. Once policies are received from Insurer, check, and
initial the policy details against our Placement Slips
and update policy number to IBS.

If there is error in the policy, proceed to Step 16.

e Insurance Policies
e Placement Slips
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16. 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.
5 SZ‘};’eﬁf eyt 17. 1If errors is detected; e Initial/KIV
r Stamped on policy
a) Place a “KIV Stamped” on Anika’s policy copy copy
(refer to System Procedure — Control of Non-
Conformance Product).
16. Place “KIV b) Request Insurer to issue endorsement on the
Stamp” & error. Please refer to ‘Policy Change &
request Insurcr for (4= Termination’ workflow.
endorsement
Note:
Policies with errors can still be sent to client upon
Y request.
Refer to “Policy
Change & : 7 . - :
Termination” 18. Follow up with client on premium collection. If | e Reminder Letters/
End workflow. premium is not received by the 45" day from Fax/Email
policy inception, to send out a reminder
Letter/Fax/Email to the client.
Note:
Verbal communication has to be recorded in pen
and to be filed in the file.
19. 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.
20. If premium is received from client, submit cheque | o Cheque

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