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REQUEST FOR NEW PAYEE, INSURER & VENDOR CODE


Requests must be made in writing by completing the proper forms which can be found in Pueo – Atlas Forms, Templates & Procedures/Forms section.
Prior to requesting a new insurer code, Account Manager will obtain full name of insurance company and review current insurer codes to be sure a new code is needed.  If it is a new insurer and Atlas is being directly appointed by this insurer, appointment papers and contract must be signed by the President or Executive Vice President of Atlas and letter must be sent confirming insurer’s agreement to allow Atlas to retain interest earned on premiums collected before policy can be bound.  Any exceptions must be approved by the President or Executive Vice President.  Once the appointment papers and contract are signed, or if new code is required and placement is being made through an already approved Surplus Lines Broker, Account Manager will:
1. Print Best’s rating from AM Best website (www.ambest.com).  Atlas requires a minimum Best’s rating of B+ VII for any insurance carrier that is used for our clients.  If rating is B+, must have a “Stable” outlook.  Any exceptions must be approved by the Department Manager and Executive Vice President.  

2. Complete the “Request for New Insurer Code” form available in Pueo – Atlas Forms, Templates & Procedures/Forms section.  All items must be completed.
a. Name:  Exact name matching AM Best page should be used.
b. Parent Company:  If applicable, name will be indicated on AM Best’s page.  If none, show “Not Applicable”.

c. Attach copy of AM Best’s rating.
Submit completed form and attachments to a senior manager for approval.

Submit approved form as follows:

·  Insurer and Payee code request to Accounts Payable - Carrier clerk or Accounting Supervisor.

·  Vendor code request to Accounts Payable - Operations clerk or Accounting Supervisor.
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