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— Retrieve and update information of Renewal Notice | Renewal Notice

1. Retrieve and update
information in the Renewal
Notice

from existing file at least 1 (one) month before expiry
date (all relevant documents to be checked by the
person who is in charge of the account).

v

2. Send Renewal Notice to
client.

y

3. Renewal

confirms?
No

!

. Send Renewal Notice from insurer with recommended

Sum Insured to client or retrieve and update information
of Renewal Notice from existing file at least 1 (one)
month before expiry date (all relevant document to be
checked by Person In Charge).

Renewal Notice

. Check the details of the Renewal Notice send to the

client for approval/acceptance, via email/mail and revert
if any changes.

Follow up the renewal with Client by email or
telephone call before due date.

Renewal Notice

4, Inform the Insurer & confirm
‘Hold Cover’ / issue cover notes

!

premium billing

5. Prepare Debit Notes for

A 4

»| Continue to
step 6

End

. a) For Non-Motor cases, once Insured has confirmed to

effect cover, send Placement Slip or insurer’s
Renewal Notice with Placement Slip number written
and request them to confirm “Hold Cover” in
writing within 5 working days.

b) For Motor cases, after confirmation of renewal, send
to insurer to request for cover note / e-policy.

KIV for cover note, if cover note not receive in 4 days,
follow up with insurer via email or phone call

Person who prepares the Placement Slips/Debit Notes is
responsible to check the details.

Note:
Confirmation to Insurer carry specific Placement
Number indicate Gross Premium, Service Tax,

Stamp Duty, Net Premium & Brokerage applicable for
each policy.

Memo

Email

Debit Notes
Placement Slips

Prepare Debit Notes within 5 days (Motor) from the
date of issuance of e-Cover Note/ e-Policy and 20 days
(Non Motor) from inception date.

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

e Debit Notes
e Cover Notes
e Hold Cover

Confirmation
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6. For motor case which is Cash Before Cover (CBC). | e Cover Note
6. Received payment and Upon receipt of the premium, the Cover Note will be
released cover note to released to the client and update ClearMind Broker
client and update CMB ( CMB)
\ 4 7. KIV and follow up with insurer on issuance of policy. | ¢ Policy
7. KIV for Policy & Payment e [ etter/Email
If policy is not received from Insurer, reminders are
| sent until policy is received,
a) Send 1 reminder within 30" days from the date
Payt Piliey of debit il()te is issued. .
oo\ Reed? Recd? b) Send 2™ reminder within 60" day of debit note
2 Yes issued.
No c¢) On the expiry of the 2™ Reminder, HOD to
resolve pending issues with Insurer.
11. Send
Reminder 7. Send Nt
Lett : e
e Rf;ﬁ:r‘ifr — Reminders can be sent via mail/email.
Email/Fax
A 4 8. Once policies are received from Insurer, check and | ¢ Policy
12. Inform initial the policy details against our Placement Slips | ¢ Placement Slips
Insurer if 8. Check d und li b IBS
e | ™ policy and update policy number to i e Cover Note
receTved details
‘L If there is policy error, proceed to Step 10.
| 18 Untie ﬁ"‘;{;‘;"; 9. Send policy to client policy within 10 days (Motor) | e Policy
and 15 days (Non-Motor) from policy received date
and update in PTS.
Note
The timeframe for policy send out, refer to
End Quality Objective (a).(3).non motor & (a).(3).motor.
10. If errors is detected; e KIV stamp

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.

Note:
Policies with errors can still be sent to client upon
request.
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11. For Non-Motor, follow up with client on premium | e Reminder Letters/
el collection. If premium is not received by the 45% day Email
Ermrs; from policy inception, send out a reminder Letter/Email
Yes to the client.
Note:
9. Send policy 1o Verbal communication has to be recorded in pen and to
| et be filed in the file.
12. If premium is not received by the 61% day from the | ° I];Iotiﬁcation Letter/
inception, to send out a Letter/ Fax/ Email to the Insurer mal
informing them that the premium has not been collected
on the same day.
10. Place “KIV
Stamp” & = . . . v
request Insurer for [ 13. If premium is received from client by cheque issued to
endorsement Anika, admin to photostat copy and pass to RB to | ® Cheque

update CMB. RB acknowledged on admin register book.

Refer to “Policy
Change &
Termination”
workflow.

Admin to record in the register book before passing the
original cheque to finance to process payment to
respective insurers. Finance to acknowledged receipt of
the cheque in admin register book.

If cheque issued to insurer, to record and pass to RB to
be forwarded to respective insurer.

For direct payment via internet transfer / bank-in
cheque, scan copy and update CMB. If payment via
credit card , scan credit card with insurer’s
acknowledgement or official receipt and update CMB.
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