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Premium Finance Policy & Procedures 

	1.0 Purpose

	To document premium finance contract processing.

	2.0 Scope

	Agency billed and direct billed commercial line accounts including new, renewal policies and endorsement, audit invoices.  Personal line accounts on agency bill (typically high value) may be considered by finance company.   

	3.0 Policy & Procedures

	A.  Policy:

1. Premium financing must be through one of Atlas authorized finance company approved by President/Executive V.P.  Customer services will not be provided to accounts financed through non-Atlas approved finance companies.  Agent will be responsible for verifying and disbursing return premiums to clients in accordance with terms of finance contract, and for handling non-payment cancellation requests for accounts financed with non-Atlas approved companies.

a) First Insurance Funding Corp.
b) Imperial PFS (acquired Premium Assignment Corp.)


2. Premiums financing requirement:

a) New or renew policies with minimum gross premiums of $1,000, excluding fees and taxes.  Policies with different effective dates may be combined onto one finance contract.
b) Premiums over $100,000 requires company financial statements.
c) Endorsement invoices at least $500 can be added on.  Only 2 add-ons are allowed per contract term and must have at least 4 remaining installments due.
d) Audit premium may be financed with current policy subject to finance company’s approval.  Financial statement may be required.
e) Minimum earned premium required by the carrier must be listed on the quote sheet as a percentage or amount.  Policies with fully earned premiums require finance company approval.  Exceptions are fully earned flood premiums, where it can be financed with special terms.

3. Waiver of agency finance fees requires approval by V.P. Finance/Executive V.P in advance.

4. Submit the completed Finance Company Request (with ALL required information) to Accounting (Senior Accountants – Duane Hopp ‘A to K’, Delia Wong ‘L to Z’) in ImageRight. Quote will be provided by the end of the next business day.  

5. Finance contract must be signed by insured and producer, and submitted to Accounting with the down payment check.  If submitted late, installments that are due less than 10 days prior to installment due date need to be collected from the insured.  If client down payment check is not collected, agent may sign an ‘Authorization to Charge’ to bind the finance contract.  Agent is responsible to collect or be charged for insured’s down payment.  
6. CL House and branch offices who handle their own quotes must submit signed finance contracts with down payments to Accounting for processing.  Disbursement Request Form should be completed for immediate payment to carriers for Direct Bill policies.

7. Installment payments for the finance contract must be submitted directly to finance company.  Atlas is not responsible for collecting or remitting installment payments to finance company.  Delays in installment payments could result in late charges and finance company requesting cancellation from the carrier.  Payments must be current within 10 days.

8. Per finance contract, any return premium credits resulting from endorsement, cancellation or audit must be refunded to finance company to pay off outstanding balances first.  Policy for return premium applies.

9. Completed finance contracts will be forwarded to agents/AEs to be delivered to clients.  Copies of signed finance contracts are stored in ImageRight in the client drawer under the Accounting folder.  


B. Procedures:

1. To request assistance from Accounting for a finance quote, the agent or account manager under direction of an agent must complete Finance Company Request Form and required information and forward to Accounting by Email (to both Senior Accountants – Duane Hopp ‘A to K’, Delia Wong ‘L to Z’).  

a) Policies with different effective dates may be combined on one finance contract.  

b) For premiums over $100,000, client company financial statements may be required by finance company.

c) For endorsement invoices, specify premium as add-on to original finance contract.  Finance company will process the additional premiums and notify insured of the new installment amount.  

d) Earned premium % must be verified and provided.  Generally 100% earned premium financed on its own need the approval of the finance company.

2. Accounting staff to set up finance account and obtain quotes on line via Prevail or by email/phone for special approvals.

a) For renewal accounts, quotes will be obtained from finance company used last year unless requested   otherwise.
b) For new accounts with premiums $20,000 or less, quotes will be obtained from Imperial PFS.
c) For new accounts with premiums over $20,000, quotes will be obtained from two finance companies.
d) For all accounts with premiums over $100,000, quotes will be obtained from 2 finance companies for the most competitive rates.
e) For all accounts with premiums $100,000 or less, quotes will be obtained online from the finance company using Prevail.

3. Accounting staff to forward finance contract to agent/AE or their representative for client review and signature by next business day.

4. Agent must return signed finance contract together with down payment to Accounting before policy effective date for contract to be transmitted.  If client down payment check is not collected, agent may sign an Agent Authorization to Charge to bind the finance contract.  The first installment may be required if submitting less than 10 days prior to the installment due date.

5. Accounting staff to process finance contracts:
a) Submit finance contract on-line.
b) Scan signed copy to IR client drawer accounting folder within 3 days.
c) Set up a task to follow up with finance company for confirmation of finance contract by next business day.
d) Set up a task to follow up with finance company for receipts of Notice of Acceptance from finance company within 5 days.

6. C/L Support Unit to issue premium invoice using either actual policy no. or a binder no. for Accounting to apply finance payment and to issue payment to carrier.  Delays in applying finance payment and processing carrier payment could result in NOC being issued by carriers.  

7. Finance contracts funding:
a)    Unless delay funding (to lower interest) is requested, finance company funding should be deposited through ACH to our bank account on the next business day.

b)    For agency bill accounts, Accounting (Duane Hopp/Delia Wong) to verify deposit to our bank account and to post cash received to client A/R.  After finance payment has been properly applied, Senior AP Accountant to process payment to agency bill carrier/broker upon invoice due date.

c) For direct bill accounts, Accounting (Duane Hopp/Delia Wong) to issue payment to carrier by effective date for accepted contracts (as DOA), regardless of finance cash receipts.   Accounting (Duane Hopp/Delia Wong) to post cash received to client A/R as COA.

8. Finance company will send out installment coupons/invoices to insured directly to submit monthly payments.  A reminder notice will be sent by the finance company to delinquent accounts 7 days past due, and a NOC will be sent out 15 days later if no payments have been received.  Notices are routed in IR by mailroom to the appropriate department.

a)   Notices of Acceptance routed to Accounting are filed in IR client drawer, accounting folder.

b)    Requests for policy number routed to Accounting are responded to by Senior AR Accountant or Accounting Associate.

c)   Notices of Intent to Cancel are routed to agent / AE to follow up with client.

d)    Upon receipt of finance company requested NOC, C/L Support Unit to process cancellation in Sagitta using “Enter a Cancellation” option, input cancellation effective date, issue the actual NOC document, diary to finalize cancellation to carrier.

e)    Upon receipt of notices of reinstatements, C/L Support Unit to process reinstatement in Sagitta.


	  

	No Exemptions.

	5.0 Effective Date

	December 21, 2018

	6.0 Policy Revisions

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