Atlas Insurance Agency, Inc.

Transition Plan for: 


Producer Name
Producer Address 
Producer Phone Number
Effective Date: mm/dd/yyyy    End Date:  mm/dd/yyyy
Distribution:





Transfer Type:
	Commercial Lines 
	Accounting
	 One time Buyout/Gift
	 Agent’s Termination

	Personal Lines
	Management
	  x –Year Buyout
	  Servicing Only

	Special Accounts Unit
	MIS 
	
	


	
	Agent Information
	
	 
	 

	
	AMS Code:       

ISLAND:           

RLI:                  

FIRST:            

                  
	 Current Commission:    


	Agent licenses expire mm/dd/yy
	

	
	
	
	
	

	
	Business Transition
	Comments
	Person Responsible
	Status

	
	 Business transfer to:

Commercial Lines:  

(code & name) 
Personal Lines:                            

(code & name)  

	  
	
	

	
	Mailing Instructions:

Mailbox: 
	Keep open for next 12 months for transition
	Bus Dev
	

	
	Notification to Carriers:

Agents name on declarations

Recoding to new agent
	
	Bus Dev
	

	
	Expiration listing monthly distribution to:
	
	Bus Dev
	

	
	Letters to Clients: 

	
	Bus Dev
	

	
	Retirement Lunch / Gift

	
	Bus Dev
	

	
	E&O assessment

	
	Accounting
	


	Select Transfer Term:
	
	
	

	Terms of Transfer:

· One Time BO/Gift 

· Agent’s Termination 

· 1 to 5 Yr Buyout
	Transfer Term 1:

One time BO or Gift

Calendar transfer

NEW Agent resp. for  prior A/R 
	Transfer Term 2:

Agent’s Termination
Calendar transfer

PRIOR Agent resp. for 
       prior A/R
	Transfer Term 3:

X -Year Buyout

Calendar transfer

NEW Agent resp. for  

        all A/R

	Account Receivables:

· Responsible for prior A/R

· Responsible Dept:    Bus Dev
	New Agent
	Prior Agent  
	New Agent

	Transfer period

· Renewal or Calendar

· Responsible Dept:   Bus. Dev
	Calendar
	Calendar
	Calendar

	#4 Run 1099 for old code:

· Accounting

#5 Rename old code from (prior name) to (new name)
· MIS
#6 Change Tax ID * (FEIN or SS) on Vendor Screen:  MIS

#7 Update Producer commission tables:

· MIS
#8 Dept Code Chart of Account: Accounting set up

#9 Run report of Producer code discrepancy:  MIS

#10 #11 Producer code cleanup: C/L P/L
#12 #13 Producer, Servicer, Dept Code Global Change Form for Sagitta: C/L P/L  

#14 Review Crystal reports parameters for changes: 

   Accounting & inform 

   MIS

#15 #16 Send closing reminder to staff:

C/L & P/L 


	Yes, before rename of old code (records only)
Yes, when:

Yes 

After rename old code 

Yes/No, when, to X %

Yes/No

Yes

Yes, who:

Yes/No, who:

Yes

Yes


	Yes, before rename of old code (records only)
Yes, when: at End Date

Yes
After rename old code

Yes/No, when, to X %

Yes/No

Yes

Yes, who:

Yes/No, who:

Yes

Yes


	Yes, before rename of old code (records only)
 NO 

 Yes

      Start of Term

      End of Term

Yes

After rename old code

Yes/No, when, to X%

Yes/No

Yes

Yes, who: 

Yes/No, who:

Yes

Yes



	#17 Date Off Producer Code in Staff & Vendor code**:
MIS
	 Yes,  when:
 No
	 Yes,  when:

 No
	 Yes,  when:
 No

	#18 Policy Recode 

    Global or Manual

Responsible Dept: 

· Global – MIS
· Manual - Users
· Global : 

· Active policies*

· Inactive policies

· All policies

· Valid source code
· Manual: 

 - At renewal, renew policy to (new agent code) & create new client code.

#19 #20 Category Code Manual Change in Sagitta: C/L & P/L
#19 #20 Change Drawer Manually for Client in ImageRight and merge files:

C/L & P/L 


	Global   

- At beginning of term & unposted invoices = yes 

All policies – At Beginning of term 
Active policies only – At End of Term
Not Applicable

Yes/No, who:

Yes/No, who:


	Manual

- During term
Global 

- At 18 months after departure date & unposted invoices = yes
Active policies only – At End of Term

Lapse policy @ expiration
Yes/No, who:

Yes/No, who:


	Global    

- At end of term
All policies – at end of term
Not Applicable

Yes/No, who:

Yes/No, who:



	Audit Dept code changes:

Responsible Dept: 
· #21 MIS

· #22 #23 C/L & P/L
	Run report for Dept Code inconsistencies

When:  2 weeks after dept code changes

Global or manual corrections


	Run report for Dept Code inconsistencies

When:  2 weeks after dept code changes

Global or manual corrections


	Run report for Dept Code inconsistencies

When:  2 weeks after dept code changes

Global or manual corrections



	#24 Audit Transition: 

Responsible Dept:
MIS Unit Manager
	Audit all steps

When:  1 month after last diary is completed
	Audit all steps

When:  1 month after last diary is completed
	Audit all steps

When:  1 month after last diary is completed


*Active Policies = policies that do not have C, N or R status.  C = Cancelled   N = Nonrenew   R= Renewed
**Date-off (end date) & entry date in system must be same day.

1.  Entry date of date-off stops only TRANS with effective date going forward.

2.  Effective date prior to entry date will go thru.

Explanation examples:

Date-off (end date) = 1/1/12

Entry date of “date-off” in system = 1/31/12

     TRANS entered in system 3/1/12, invoice eff 2/1/12 = will stop and not go thru.

     TRANS entered in system 2/1/12, invoice eff 1/15/12 = will stop and not go thru.

     TRANS entered in system 2/1/12, invoice eff 7/8/11, = will go thru.

     

     TRANS entered in system after 1/1/12 but before 1/31/12 = will go thru. (gap-system not updated)

     TRANS entered in system 1/30/12 and earlier, invoice any eff date = will go thru. (system not updated)

 

(typing date)
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