ImageRight Document Naming Conventions

1. Endorsement Document

(System Date) Endorsement – Endorsement

Change system scan/import/print date to: Endorsement effective date.

Change description to: Endorsement# and brief description/project

Example 1: 11/28/2009 Endorsement - #2 A 08 Toyota Avalon s@3823

Example 2: 9/1/2009 Endorsement - #8 C Insd M/A to 125 Main St

Example 3: 10/5/2009 Endorsement - #10 A Blkt AI Tory’s Roof/L&L

2. Certificate Document – Other than Renewal Certs

(System Date) Certificate – Certificate

Keep system scan/import/print date.
Change description to:  Cert Holder /Project or Description

This mirrors Sagitta Cert screen displaying list of certs issued.

Example 1:  12/1/2009 Certificate – Tory’s Roofing/L&L Drive In

Example 2:  12/3//2009 Certificate – C&C Hon / Kapiolani Park

Example 3:  12/4/2009 Certificate – Rev C&C Hon / Kapiolani Park

                                                           ( “Rev” is for revised cert)
3. Certificate Document – Renewal Certs

(System Date) Certificate – Certificate

Keep system scan/import/print date.
Change description to:  Renewal MM/YY

Example 1: 11/28/09 Certificate – Renewal 12/09 
4. Cancellation/Reinstatement Document

(System Date) Canc/Reinst – Canc/Reinst

Change system scan/import/print date to: Canc or Reinst effective date.

Change description to: Cancel or Reinstate (reason) (whom) as follows

Example 1:  11/1/09 Cancel – Non Pay - Finance Company

Example 2:  11/1/09 Reinstate – Non Pay - Finance Company

Example 3:  12/8/09 Cancel – Non Pay - Carrier
Example 4:  10/1/09 Cancel – Out of Business - Insured
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