
SHLIX AI - CHECKLIST

COI tracking checklist
From the guide "COI tracking for insurance agencies: keeping certificates current"

Every certificate

Holder list updated in the same step

Policies and lines shown recorded

AI and waiver basis recorded

Request, PDF and approval kept together

Before renewal

Pull the holder list

Agree automatic reissues with the AM

Reissue only after binding

Update dates on the holder list

Mid-term

Find holders affected by a change

Follow policy provisions on cancellation notice

Reissue on a named-insured change

Monthly

Report certificates expiring in 30 and 60 days

Match against the renewal pipeline

Escalate gaps to the account manager

A generic checklist, not legal advice. Follow your carriers' requirements and your agency's procedures.

https://www.shlixai.io/guides/coi-tracking-for-insurance-agencies


