Instructions for filing down in ImageRight
Auto ID Cards, Certs and Endorsement Requests
Effective:  08/15/2011
Applicable to:  All commercial lines, including branch offices

Background:  The AA Pool has been importing everything into IR which is the agency’s client file document repository.  However, we determined that some documents do not need to be filed, because 1) it’s available in Sagitta, 2) we don’t keep proof of certs or ID cards sent by US Post Office, as such proof by email or fax is likewise unnecessary, 3) if recipient didn’t receive by email or fax, they will contact us to reissue, and 4) it will reduce the amount of time spent importing superfluous documents into IR.
New Procedure:  See below for instructions to streamline the AA Pool’s documentation process when an ID card or Certificate is sent out with a simple, standard transmittal cover that does not include limits, exclusions, or any other coverage discussions. 
	
	Email sent
	IR file down
	Fax sent &

Confirmation 
	IR file down
	Mailed USPS
	IR file down

	Certs or EPIs

	Certholder

Add message “No hard copy to follow”
	Email no; Cert only in IR.  


	Certholder

Add message “No hard copy to follow”
	Fax/Conf no; Cert only in IR
	Mail to Certholder only if not emailed or faxed, or when requested
	Cert only in IR

	
	CLB*
	Yes
	CLB
	Yes - both
	CLB
	No

	
	(cc) Carrier
	No, unless cc’d on CLB
	(cc) Carrier
	No
	(cc) Carrier
	No

	
	(cc) Insured
	No, unless cc’d on CLB
	(cc) Insured
	No
	(cc) Insured
	No

	
	(cc) Agent
	No, unless cc’d on CLB
	(cc) Agent
	No
	(cc) Agent
	No

	Auto ID Cards with standard Sagitta cover letter
	Insured
	Email no; ID in Sagitta only
	Insured
	Fax/Conf no; ID in  Sagitta only
	Always original to Insured
	No, ID in Sagitta only

	
	No copy to Agent
	
	No copy to Agent
	
	No copy to Agent
	

	
	
	
	
	
	
	

	Endorsement Request 
	Carrier
	Yes
	n/a
	n/a
	Carrier
	Yes

	
	(cc) Agent
	No, unless cc’d on same email to carrier
	
	
	
	


*CLB Contractor’s License Board

If bcc, then you must bring email in Outlook (native) format to be able to see the bcc names. 

If bcc is imported as image, then it will not show the bccs, if any.
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