
Rewrite Process

AM/Jr AM - CS - AMS Population

Working from Renewal task or New task:

➔ Collect updated information
➔ (AM) creates a task (if not working renewal)
➔ Complete applications & ACORDS (if applicable)
➔ Submits to carrier/underwriter
➔ Complete any subjectives for underwriter approval
➔ Obtain approved quotes
➔ Present quote to customer
➔ Obtain signatures & payment (upload to account in Layr)
➔ Request issuance/bind

(Task is notated and updated with each action)
(Updating renewal status for every step)

Once binder/policy documents are received:

➔ In Layr, go to the Renewal Pending policy line of business & click the 3

blue dots, then ‘Edit Policy’. (leave expiring term as “Expired”)

➔ Update all new policy information.

➔ Update Renewal status to accurate action.

➔ Status Reason:

◆ Renewal = ‘Active rewrite’

◆ Midterm = ‘Canceled/Re-written’
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➔ (AM) Upload binder/invoice at the account level
➔ Name document accurately - YY-YY- LOB - Binder/Invoice
➔ (AM) Assigns task to the AMS team member
➔ (AMS) updates partner portal
➔ (AMS) assigns back to AM/CS team, awaiting policy documents

Once Policy documents are uploaded at policy line:
➔ (AM/CS)Uploads the policy in Layr at the policy level
➔ Name document accurately - YY-YY-LOB-Policy
➔ (AM/CS)Assigns the task to the AMS team member
➔ (AMS) uploads documents to partner portal, notates & completes tasks.

*For every action taken on a task, clear notation, dates and links should be
included in chronological order from bottom up. Along with your full name
at the end of each notation* See Example below..




