Certificate Reminders

If there is any additional information that needs to be on the certificate, the AM must specify them on either the instruction sheet or the insured’s request.

All certificate requests sent to the AA Pool must include:
· The specific Named Insured(s) if different than what is prompted on the Basic Policy Screen
· All coverages that are to be included on the certificate

· Indicate whether or not we need to endorse the policy or if the AI, Waiver, etc is covered by a blanket endorsement

· Endorsement information (form number, edition date and title)

· Necessary approvals obtained from the underwriter, so the AA can send it with their endorsement request to the carrier.

· Special Processing Instructions (ex. email/fax to insured)

**Reminder:  Atlas Page 1 should be prompted with the broker name, address, license # and contact info (exceptions:  IC, Hull – Honolulu and RPS- Honolulu)**
