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FEE SERVICES
	1.0 Purpose

	To standardize fee service contracts and to be sure that a contract is in place for all fee services.

	2.0 Scope

	Applies to all services provided to clients with a separate fee charged.  Standard services contemplated within the commissions received from the insurance carriers do not require a contract. 

	3.0 Policy

	A standard fee service contract must be signed by either the President or Executive Vice President of Atlas and an authorized representative of the client for all services that are provided to clients for a fee that is in addition to the standard commissions received from the insurance carrier. 
A request for a fee service contract shall be made using the “Fee Service Request Form” available on the intranet.  Completed request form must be submitted to Executive Vice President in charge of the unit that will provide services requested.  Once approved, unit manager will work with requestor to develop plan and proposed fee which will be reviewed and approved by Executive Vice President.  Plan will be presented to client/prospect along with specimen contract.  If accepted, contract will be executed and signed by President of Atlas or Executive Vice President and authorized representative of Client.

Transaction code “ATL” must be used when invoicing for fees.  See procedures on the intranet under Sagitta Tips “When Do I use the ATL transaction code?”

	4.0 Exemptions

	Any exemptions must be approved by the President.

	5.0 Effective Date

	July 1, 2005

	6.0 Policy Revisions

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




1 Revised 11/21/07

2
05/26/2005

