Client Renewal Checklist

Client

_______________________________

Policies
_______________________________
_______________________________
Due Date
______  /  ______  /  _______

1. Contact client to identify any business / coverage changes




 FORMCHECKBOX 

2. Renewal notice received from underwriter, any changes noted / analysed


 FORMCHECKBOX 

3. Renewal details are correct as per our system





 FORMCHECKBOX 

4. Premium is competitive








 FORMCHECKBOX 

5. Premium needs attention








 FORMCHECKBOX 

6. Cover meets clients requirements







 FORMCHECKBOX 

7. Remarketing of renewal is required







 FORMCHECKBOX 

8. Complete remarketing and document results





 FORMCHECKBOX 

9. Compare all quotes and covers







 FORMCHECKBOX 

10. Select underwriter to place cover







 FORMCHECKBOX 

11. Discuss / confirm proposed coverage with client





 FORMCHECKBOX 

12. Discuss / confirm Claims Made exposures (if relevant) if change of insurer proposed.
 FORMCHECKBOX 

13. Cover note has been issued if new business required




 FORMCHECKBOX 

14. New Business/Renewal processed on computer system




 FORMCHECKBOX 

15. Closing sent to underwriter








 FORMCHECKBOX 

16. Renewal letter/ SOA enclosed with invoice






 FORMCHECKBOX 

17. FSG enclosed if not previously given to client or changed in past 12 months

 FORMCHECKBOX 

18. Policy wording / PDS enclosed if required






 FORMCHECKBOX 

19. Other standard documentation enclosed (e.g. Reply envelope etc) 


 FORMCHECKBOX 

20. Proposal enclosed if new business







 FORMCHECKBOX 

21. Premium funding contract attached where relevant





 FORMCHECKBOX 

22. Document Follow up with client/proposal






 FORMCHECKBOX 

23. Invoice Paid










 FORMCHECKBOX 
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