AGENCY BILL INVOICING – NEW, RENEW, REWRITE
Procedure Guide for Atlas Insurance Agency
REVISED EFFECTIVE 5/10/13
Atlas will expedite agency bill invoicing with actual assigned policy numbers which allows Accounting to apply client deposits to an invoice instead of “cash on account”, and for agents to receive commission.
I. Broker/Wholesaler Policies – Admitted and Non-Admitted
A. If invoice is required to collect premium prior to binding, Sagitta is invoiced with “Binder” policy number & premium/taxes/fees quoted.
B. Binding:  When request is sent to bind coverage Atlas Account Manager must obtain the following in writing from Surplus Lines broker:
1. Confirmation that coverage is bound
2. Confirmed premium, commission rate, taxes, fees
3. Require broker to provide the assigned policy number
C. If invoiced previously, Account Manager to update Sagitta policy number from binder to assigned policy number.  System question “Do you want to update payables?” is answered “Yes”(this will update Carrier Payable to be updated with correct net premiums due).  Do not wait for broker invoice or actual policy to update Sagitta.  
D. If not invoiced previously, invoice based on broker’s confirmation:
1. Account Manager to provide invoicer with broker’s written confirmation including required information above
2. Invoice using assigned policy number, not binder number
E. When the invoice from the broker is received, send a copy via Imageright to Rosalie in Accounting.

1. Use Accounting Mail Flow

2. Task Description should only include: Payment Due Date and Broker Name (note:  if no due date, use policy effective date)
F. Re-confirm when Policy issued and received by Atlas
1. Void/re-invoice or revise invoice if anything does not match:
a. policy number 
b. effective and expiration date 
c. payee code 
d. premium, commission rate, taxes, fees 
G. Voided invoice
1. If invoice was paid to carrier, a pop-up message appears in Sagitta invoice steps
a. “This invoice has been paid for Payee xx – Continue? Yes No”
b. In order to continue, the invoicer must select “Yes” (this will update Carrier Payable with correct net premiums due)
II. Standard Market – Non-Automatic Renewals
A. If invoice is required to collect premium prior to binding, Sagitta is invoiced with “Binder” policy number & premium/fees quoted.
B. Binding:  When request is sent to bind coverage  Atlas Account Manager must obtain the following in writing from Carrier:
1. Confirmation that coverage is bound
2. Confirmed premium, commission rate, fees, and installment schedule (if applicable)
3. Require carrier to provide the assigned policy number
C. If invoiced previously, Account Manager to update Sagitta policy number from binder to assigned policy number.  System question “Do you want to update payables?” is answered “Yes” (this will update Carrier Payable with correct net premium due).  Do not wait for actual policy to update Sagitta.
D. If not invoiced previously, invoice based on carrier’s confirmation:
1. Account Manager to provide invoicer with carrier’s written confirmation including required information above
2. Invoice using assigned policy number, not binder number
E. Re-confirm when Policy issued and received by Atlas
1. Void/re- invoice or revise invoice if anything does not match:
a. policy number 
b. effective and expiration date 
c. payee code 
d. premium, commission rate, fees 
F. Voided invoice
1. If invoice was paid to carrier, a pop-up message appears in Sagitta invoice steps
a. “This invoice has been paid for Payee xxx – Continue? Yes No”
b. In order to continue, the invoicer must select “Yes” (this will update Carrier Payable with correct net premiums due)
III. Standard Market – Automatic Renewals
A. Pre-Bill Procedures applicable to these renewals
B. Follow Pre-Bill Procedures posted in Pueo
