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This workflow consists of :-
(st )
(A) For new business, proceed to step 1 to 4
v (B) For renewal business, proceed to step 6 to 9
(A) New Business
(A) New Business
\ 4 .
R P 1. Make Appointment/Call prospect.
2. For new  vehicle (unregistered), obtain | e Invoice/P.O
. - A — Invoice/Purchase Order/details/Permits, of the | e Copy of prospects
\ l?o?f:;"d‘;’;f:;ng vehicle from salesman/prospect and copy of |  policy
prospect’s other policy if he/she wish to transfer the | o Existing policy /
No Claim Bonus/Discount. Renewal Notice
o ] e JPJ Card
For existing vehicle, obtain existing policy / renewal
notice, copy of JPJ card.
3: Pre;_:are
Sﬁpfgf:tfﬁon 3. With information obtained, prepare Broking Slips/ |  Broking Slips/
Slips Quotation Slips (Motor is subject to Motor Tariff). Quotation Slips
Person who prepares the Broking Slips/Quotation
Slips is responsible for checking the details before
sending it to prospect.
4, Send Broking Slips/
Quotation Slips to Note:
BRet Ensure that the brokerage amount is not shown to
client.
Continme 4. Send Broking Slips/Quotation Slips via fax/email to | e Broking Slip_s/
to Step 10 prospect for approval/ acceptance. Quotation Slips
e Fax/Email
Follow up with prospect via phone call and email.
5. Proceed to step 10.
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(B) Renewal e Renewal Listing
Start
6. Extract Renewal Listing from IBS at least 2 months
A before expiry date.
(B) Renewal

h 4

6. Extract Renewal
Listing

A
7. Retrieve and update
information in the Renewal
Notice

8. Send Renewal
Notice to client

9. Follow up
with client

Continue
to Step 10

7. Retrieve and update information of Renewal Notice

from existing file at least one month before expiry
date (all relevant documents to be checked by person
in charge).

e Renewal Notice

8. Send Renewal Notice to client for approval/
acceptance, via mail/fax/email.

e Renewal Notice

9. Follow up with client whether changes is required on
the Sum Insured/Coverage.
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10. Upon confirmation from client, send Placement | ¢ Placement Slips
Prospect/ Slips to insurer to issue Cover Note. The Placement | ¢  Cover Note
Client Slips must carry specific Serial Number and
s confirm indicate Gross Premium, SST, Nett Premium and
Brokerage applicable.
10. Send Placement . )
Slips to Insurer to issue KIV for Cover Note. If Cover Note is not received
h Cover Note. within 4 days, to follow up with Insurer via email /
Gnd call.
) y
11. Issue Debit Not
and ::]:13 toecllientofccns' Note:
payment a) Placement Slips can be faxed or emailed to
Insurer.
b) Turnaround time is 4 days for Insurer to revert
I with the Cover Note.
Recd?
11. Prepare Debit Notes within 5 days from the | ¢ Debit Notes
inception date and send to client for payment.
Follc‘):v up 12. Release Cover Note: ) . .
|| with Insurer | | Notes to client after The timeframe for billing, refer to Quality
payment and update Objective (a).(1).motor.
CMB
Note:
Client can confirm cover via email / phone or fax.
KIV and foll : . ;
> p&?cy?ssi‘:n:‘ep s 12. Upon receipt of premium, the Cover Note w111_be s OoverNote
released to the client and update in ClearMind
Broker (CMB). For new vehicles, request for
photocopies of JPJ card from client, via
Policy call/email/letter.
Recd?
13. KIV and follow up with insurer on issuance of | e Policy
policy. e E-Policy
Ko e Reminder Letters/
Xes If policy is not received from Insurer, reminders are |  Fax/email
A 4 sent until policy is received;
13 Send
Reminders

Continue to
Step 14

a) Send 1* reminder within 30" days from the
date of debit notes is issued.

b) Send 2™ reminder within 60" day from the
date of debit notes is issued.

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

Reminders can be sent via mail/fax/email.
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14. Once policy received from Insurer, check the policy | e Policy
14. Check policy details. details against Cover Note/JPJ Card. Initial on the | ¢ E-Policy
policy (Anika's copy), update the effective date and
policy number to IBS.
If there is policy error, proceed to Step 16.
Policy
Errors? Note:
Place date stamp on policy received.
15. Send the policy to the client within 10 days from | e Policy
T the policy received date and update in PT'S. e E-policy
client
Note:
The timeframe for policy send out, refer to Quality
: Objective (a).(3).motor.
16. Place “KIV Stamp” on
Anika’s Policy copy &
request for endorsement on <
policy 16. If errors is detected; e Initial/KIV Stamped
on policy copy

Refer to “Policy
Change &

Termination™
workflow.

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

b) Request Insurer to issue endorsement on the
error. Please refer to ‘Policy Change &
Termination’ workflow.

MASTER
COPY

Not valid without original Red Stamp

| o Ew Note:
Policies with errors can still be sent to client upon
request.
A
Prepared By: ( ‘E "
Master Copy Distribution Copy

Verified By: I = \ f

Not valid without original Red Stamp
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