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  ISSUING CERTIFICATES OF INSURANCE
	1.0 Purpose

	To standardize issuing of certificates and other evidences of insurance and ensure compliance by all staff members.

	2.0 Scope

	This policy applies to both Commercial and Personal Lines policies.

	3.0 Policy

	Certificates must accurately reflect terms of the policy placed on behalf of our clients.  
· Any extensions of coverage required by contract will be requested and accepted in writing by company underwriter before certificate is issued.  
· Full policy limits will be shown on certificates, not just the amount required by contract.

· Most current available editions of ACORD forms will be used (Refer to Certificate Checklist).
· Agent Affidavits or Proprietary Certificate forms are not to be completed or signed.  
· All Commercial Lines certificates will be stamped with “This certificate of insurance represent coverage currently in effect and may or may not be in compliance with any written contract”. 
· Atlas’ standard disclaimer letter (available on intranet) will be sent to clients when contracts are reviewed on their behalf for satisfaction of insurance requirements.

· Copies of certificates will always be provided to the insurance company even if they have asked not to be provided with copies. Exception:  Proofs of insurance certificates need not be sent to insurance company.
Certificates for surplus lines placements will not be issued unless authorization is received in writing from the insurance carrier.  Certificates must include name and address of surplus lines broker (not Atlas) and statement: “This insurance contract is issued by an insurer which is not licensed by the State of Hawaii and is not subject to its regulation or examination.  If the insurer is found insolvent, claims under this contract are not covered by any guaranty fund of the State of Hawaii”

	4.0 Exemptions

	Any exemptions must be approved by the Unit Manager and Executive Vice President.

	5.0 Effective Date

	Immediately.

	6.0 Policy Revisions

	Atlas retains the right to make revisions and changes to this policy at any time.
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