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PROCEDURE FOR TRANSACTION DOCUMENTATION AND AUDITING
1.0  Purpose

To formalize procedures for the retention of key documentation on the writing of new personal lines policies and for auditing compliance to these procedures.
2.0  Scope

Applies to all Personal Lines policies written after April 1, 2007.
3.0  Procedure

Atlas needs to retain key documentation relating to the writing of new personal lines policies. 

Atlas will audit 20 transactions every year to insure that Account Managers are complying with the documentation procedures.  The results of these audits will become part of the performance review.

1. Upon completion of a the personal lines transaction (new), the Account Manager should complete a Documentation Checklist form.

2. An Account Manager completes a Documentation Checklist form by validating that all required documentation has been acquired and by marking the appropriate box in the Documentation Checklist form.

3. The Account Manager must attach the required documentation to the Documentation Checklist so the checklist is not separated from the required documentation.

4. The Account Manager then files the documentation into Imageright.

5. Once per year, in conjunction with Atlas’ performance review process, Atlas will review 20 transactions for each account manager.  Each transaction will be reviewed for compliance with the documentation procedure stated above.
6. The Personal Lines manager will compile the results for corrective action and performance review purposes.
7. The Personal Lines unit manager will document significant repeat errors or serious errors and review the errors with the relevant staff to prevent the same errors from recurring.
4.0  Exemptions

No Exemptions

5.0  Effective Date

November 22, 2010
6.0 Policy Revisions 

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