SHLIX Al - CHECKLIST

Endorsement intake checklist

From the guide "Endorsement requests: what to ask before you touch the policy"

The change

[] What is changing

[1 Which policy, in force today

[] Effective date (back-dating needs approval)

[ ] Addition, removal or replacement

The details

Vehicle: VIN, garaging, use, lienholder
Driver: name, DOB, license and state
Location: address, use, values

Additional insured: name, address, contract
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Carrier's forms and documents

Authority
[] Requester is the insured or authorized
[] Confirm unusual requests by phone

[ 1 Know whether you can bind this change

Close the loop

[ ] Tell the customer it is requested, not bound
[ 1 Record the carrier confirmation

[ ] Send updated ID cards and certificates

[] Log and file

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

https://www.shlixai.io/guides/endorsement-intake-checklist



