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	REVIEW OF NEW INTERMEDIARY CONTRACTS


	Date:  
	

	Name:
	

	Reason for New Intermediary Relationship (can market be accessed through other existing intermediary?)
	

	Contract reviewed with Intermediary Contract Checklist? 
	

	Contract includes provision for E&O to be at least $10,000,000?  If no, state reasons.  (If proper certificate is received confirming coverage and diary is set up to follow up for renewal certificate, okay to accept contract without E&O provision)
	

	Certificates evidencing E&O and Fidelity Received:
	(   Yes – copy attached

· No – requested but still pending


	Diary set up 2 weeks prior to expiration for receipt of updated certificate.
	· Done – Diary date: ___________________

	Confirmation that Intermediary will handle Payment of Surplus Lines Tax
	· Yes – copy attached

· If no, must be approved by EVP

	Broker properly licensed as surplus lines broker on DCCA Website?
	· Yes – License #

· No – explanation or follow up with broker

	Letter sent confirming intermediary’s agreement to allow Atlas to retain interest earned on premiums collected.
	· Yes – copy attached

· No – to be sent ____________

	Letter sent advising Atlas has standard of using carriers with a minimum best’s rating of B+ or higher?
	· Yes – copy attached

· No-  to be sent __________________

	

	Completed by (print name):

Agency Administration
	Signature:
	Date:

	Recommendations for amendments:



	

	Reviewed by  (print name):


	Signature:
	Date:

	Additional recommendations:

	Request for Amendments sent to Intermediary by (print name):

Agency Administration
	Signature:
	Date:

	

	Response from Intermediary (attach refusal to make changes, if applicable)


	

	Approval to sign contract by President or EVP (print name):


	Signature:
	Date:


Procedure:  

1. Agency Administration to review contract using Intermediary Contract Checklist & note recommended changes.
2. Special Projects/Internal auditor to review and add any additional items.

3. Agency Administration to send request for changes to Intermediary.

4. If Intermediary is unable to amend contract as requested, Executive Vice President’s approval required before contract is accepted.
5. Final contract to be signed by the President or Executive Vice President.
6. If unable to obtain contract, must attach a business case on why access with intermediary is necessary.  Must be approved by both President and EVP.
MAUI OFFICE


24 N. Church St. Suite 405


Wailuku, HI 96793


Phone (808) 244-5561


Fax (808) 242-1853








KAILUA-KONA OFFICE


75-167E Hualalai Road


Kailua-Kona, HI 96740


Phone (808) 329-4844


Fax (808) 329-2730





HILO OFFICE


525 Kilauea Ave., Suite 204


Hilo, HI 96720


Phone (808) 935-2943


Fax (808) 961-2146








MAIN OFFICE


1132 Bishop St, Suite 1600


Honolulu, HI 96813


Phone (808) 533-3222


Fax (808) 533-8777








�


   


Local Expertise. Global Resources





 

















Ed: 6/14/13

