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Policy and Procedures for File Documentation


Atlas requires all verbal conversations with clients, insurance company representatives, and agents must be documented in writing.  Without proper documentation, misunderstanding and disputes cannot be properly resolved.  All written documentation must include 1) Name, title and company of person spoken or met with; 2) Date and time of conversation; 3) Phone Number; and 4) Subject of discussion.
Procedure:

Document all verbal conversations using one of the following methods:

1. Telephone/Meeting Discussion form (available on the intranet under Atlas Forms).
2. Telephone/Meeting Discussion form in Sagitta Word Documents attached to Activity log.

3. Sagitta Activity Log in the “Memo” area – must include all four items outlines above.

4. On a plain piece of paper, as long as all four items outlined above are included.

If using method #1 or 4, document must be scanned and attached to an activity log in Sagitta.  Select “TL” as the Document Type.

Unit Managers will be provided with a monthly report to monitor “TL” activity of staff and file audits will include review of documentation.
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