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PROCEDURE FOR LOGGING CHECKS MAILED TO 1132 BISHOP STREET
	1.0 Purpose

	To document the receipt of checks in mail delivered to the 1132 Bishop Street mail room and document that the addressee received the check (mail not addressed to independent agents).

	2.0 Scope

	Applies to mail delivered to the 1132 Bishop Street mail room that is Not Addressed to an Independent Agent and not marked Personal and Confidential.

	3.0 Policy

	Atlas mail room staff will open all mail Not Addressed to an Independent Agent and not marked Personal and Confidential.  Mail room staff will review the mail for checks.  Checks will be logged in.  The recipient of the check will be notified and will pickup the check and sign the log acknowledging receipt.


	4.0 Procedure

	1. The mail room opens all mail Not Addressed to an Independent Agent and not marked Personal and Confidential.
2. The mail room staff looks for a check in each envelope.  

3. If a check is found, the mail room records information on the check in the check log.  The check log contains the following information:  (i) who the mail was addressed to, (ii) payee on check, (iii) amount of check, (iv) initials of mailroom staff, and (v) date logged by mailroom.  Once logging in the check information, the check is returned into its original envelope and placed in the locked box.
4. If a mail piece does not have a check, the mail piece is processed as normal. 

5. At 3:00 pm each day, the mail room staff will review the check log and send an email to all recipients with an unclaimed check.

6. For commercial lines Honolulu, checks will be routed as follows:  (1) name on envelope, (2) no name on envelope & agency bill – routed to accounting, (3) no name on envelope & company bill – routed to agent.

7. For personal lines Honolulu, checks will be routed as follows:  (1) name on envelope, (2) no name on envelope – the AM for the policy.

8. For branch office checks, the mail room staff will verify with branch office staff regarding check routing.

	5.0 Exemptions

	No exemptions.

	6.0 Effective Date

	February 1, 2015

	7.0 Policy Revisions

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