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Objective:  This class focuses on renewals and endorsements for commercial lines 
service personnel.  

 Focus is placed where users commonly misunderstand or fail to take advantage 
of TAM's functionality. 

 Renewals - including future applications, moving future apps to current, and 
history naming 

 Endorsements - including the use of the Acord Commercial lines Change 
Request 

 
Assumptions:  This seminar is based on the following 

TAM Version 10.x 
Microsoft ® Word Version 2007 
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Workflows and Procedures in General  
 
For any work done in your office, you should have written procedures in place for the steps in each process that you consider  being 
required.  This document should make clear who is responsible for each step in the process (i.e. Producer, CSR, Assistant, 
Accounting, etc.), and include how the work gets passed from person to person.  Your documentation also should include which 
activity code in TAM applies for each step in your process.  Processes will be different for each agency and within the agency there 
may be different processes depending upon the type of client ( i.e.: special consideration for Tier A customers) or type of policy 
(download versus non-download).  Everyone in your agency should be using the same set of ñrulesò for your workflows, so you need 
to make sure they are well documented.   In this seminar we are going to concentrate on the specifics of some of the pieces that you 
might use as a part of your procedures for the workflows of Renewals and Endorsements for commercial lines. 
 

Renewals 
 

Procedure Steps 
Sample steps you may include in your process: 

 Distribute Expiration List or initiate an EXDT activity for each renewal policy 
 Strategy Meeting, Producer/CSR review 
 Obtain or requested updated information from client , how do you do this?  Future App, letter, phone call, Summary of 

Insurance 

 Order loss runs 
 Create Future application and update with new information . 
 Assemble materials and send to carriers for quoting, or quote in house or online  
 Receive results of quoting process and analyze results 
 Prepare proposal  

 Make sale 
 Update future applications with any changes and move future applications to current    
 Name application history  
 Update billing screen with other changes 
 Order coverage bound, pend for receipt of policy 
 Send binder, certs, auto IDs, invoice and letter to customer confirming  
 Receive and check policy 
 Forward policy to customer 
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Expiration Reports  
Some of the things to consider about Expiration Reports: 

 Who runs the expiration report : anyone, department manager, systems administrator? 
 When it is run, how is it distributed?  Is it Hard Copy, Excel File, or just an EXDT activity that appears on Home Base? 
 What is the time frame for running the report; is it 120 days ahead of expiration , or 90?  Is there some sort of ñcleanupò 

report run for a prior term to be sure that everything was renewed or updated to a lapsed or cancelled status?  
 
 

Strategy Meeting:   
What are your agency rules for this process?  Consider: 

 Time frame ï either after expiration report is available or the n umber of days before the expiration  
 Is there a premium level or type of business where a meeting is not needed?  
 Is it done once per month, week, or on an individual client by client basis?  In person or by some other means?  
 Who participates in any meetings?  Producers, Marketing, CSRs, Assistants? 

 
 

Updated Client Information  
What is your method for obtaining renewal information from the client (or do you not for certain lines of business)?  What ar e your 
rules for this step?  Some possibilities are: 

 Create and use a Future Application for data collection by visit or phone call, by Producer or by CSR 

 Create and use a Summary of Insurance, to send with Producer or CSR on a visit, to use as the basis of a phone call, or to 
even send to the client for their rev iew. 

 Send a letter or email requesting updated information  
 Make a Phone call (who does and how documented?) 

What do you do when the client returns the information?  What if they do not respond, what rules apply in that instance?  
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Summary of Insurance  
Summary of Insurance is one of the tools we have available, but 
there are a few things to remember:  

 You must access Summary Setup and answer the 
questions there depending upon your needs.  Whatever 
options you choose here will remain for all clients until  you 
change your settings again. 

 You are able to include all policies or select the policy or 
policies you wish to include. 

 You may choose to use current apps or future apps.  
 There are 3 possible outputs: 

o To the Console (for viewing) 
o To the Printer (where it can be printed to 

fax@vantage or PDF if needed for faxing or 
emailing rather than sending)  

o To a File, this creates a Word document attached to 
the customer that can be edited further.  

 
Order Loss Runs 
Are they needed?  If so how do you obtain them? 
 

Future Applications, Moving Future Apps to Current, and History Naming Workflow  
 
Future applications available in TAM are a very useful tool for any non-downloaded policies.  Even for automatic renewals, future 
applications can be created, updated with the changes, and then saved to current, naming history and updating the billing screen 
with the updated term all in one process.  
 
 
Please see next two pages. 
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