MID-SIZE AND LARGE BUSINESS ACCOUNT SUBMISSIONS/SERVICING GUIDELINES

We will need the following to quote a new mid-size and large business account:
1) Completed ACORD 125 (Commercial Insurance Application) and ACORD application(s) for each line of business to be quoted -- mailed, faxed or e-mailed to BIMA offices. (Signed applications required in BIMA offices at inception or within 5 business days thereafter).
2) Construction classification per ISO (or ISO file number) of each building if building and/or business personal property are to be quoted.
3) Photos of property – two (2) views (front and side).
4) Premium & Loss information (at least 3 years) completed on ACORD 125 (Commercial Insurance Application) with currently-valued hard-copy premium & loss runs from the carrier(s).
5) Current NCCI (workers’ compensation) experience rating worksheet.
6) Current auto liability experience rating worksheet (if applicable).
7) A list of all company vehicles.
8) A list of all drivers of company vehicles, which includes name, drivers license number and date of birth for each.
9) Website address for prospect and/or copies of brochures or catalogues.
10) Copies of prospect’s latest four Form 941 (payroll tax reports).
11) Copies of most recent final audit reports for applicable policies.
12) Copies of prospect’s current financial statements.
13) Complete copies of current property/casualty policies being quoted.
14) Completed supplemental applications as required.
15) Copies of contracts requiring special endorsements to the prospect’s policies.
16) Indicate an Inspection Contact and phone number for the prospect on the ACORD       125 in the event the carrier needs to loss control the account prior to quoting.
17) Please indicate the required quotation due date.
18) Please allow at least 45-60 days lead time on mid-size and large accounts.
19) Target premium, if known, by line of business.
We will need the following to bind coverage:
1) Fax or e-mail BIMA with request that coverage be bound.
2) Binder will be faxed or e-mailed to Associate for his distribution to the insured and any mortgagees and/or loss payees.
3) Signed application, insured’s check for required down payment payable to the carrier and any outstanding underwriting information MUST be received by BIMA within 5 business days from coverage inception date.  Policy issuance order will not be uploaded by BIMA to the carrier until all requested items are received by BIMA.  
4) BIMA will mail the Insured’s and Agent’s copy of the policy(-ies) to Associate for his distribution to the insured and mortgagees and/or loss payees.
Please note – Associates do NOT have binding authority. BIMA will not accept binding instructions via voice mail.
Billing:
Unless otherwise noted, all mid-size and large account policies are “Direct Bill”.  The insured will receive his billings directly from the carrier and he should mail his payments directly to the carrier, well in advance of the due-date, in the return envelope provided with each billing/    
Endorsements:
To order endorsements to the policies, Associate should fax or e-mail the request to BIMA.  Endorsements will be processed in BIMA’s offices and endorsements will be forwarded to the Associate as soon as they are received.  Any necessary binders will be issued in BIMA’s offices and faxed or e-mailed to the Associate for his distribution to the insured and any mortgagees and/or loss payees.

Certificates of Insurance:
To order Certificates of Insurance, Associate should fax or e-mail the request to BIMA.  BIMA will endeavor to fax or e-mail certificates to the Associate for his distribution the same day they are requested.  BIMA will NOT mail a hard copy to Associate unless specifically requested.

NOTE:  Agents can issue Certificates of Insurance and Auto ID cards through a program we make available to our BIMA agents.  The program is an internet based program called InScope.  See section 7 of the manual for details on InScope and call the BIMA office to enroll.
Please note – Associates do NOT have the authority to issue Certificates of Insurance or Auto ID Cards unless issued via InScope.
Renewals:
Approximately 90 days in advance of renewal, Associate will be sent a list of all policies that will expire in the upcoming months.  Associate should indicate on this list any changes that will need to be made on the renewal policy, or you may indicate “renew as expiring” if there are no changes to be made.  Completed renewal instructions should be faxed or e-mailed to BIMA offices within ten (10) days after received in Associate’s office. 

Non-Renewals by the Carrier:
If the carrier sends Notice of Non-Renewal for any reason, BIMA will endeavor to fax or e-mail a copy of the Notice of Non-Renewal to the Associate the same day it is received in BIMA offices.  If BIMA is able to re-market the account with another BIMA carrier, BIMA will so notify the Associate; otherwise, it will be the Associate’s sole responsibility to re-market the risk for renewal.

