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  Procedures Regarding Complaint & Summons Served Upon Atlas’ Clients
	1.0 Purpose

	To standardize procedures for the timely handling and reporting of Complaint and Summons that is served upon Atlas’ Clients in a timely manner.


	2.0 Scope

	Applies to all employees and independent producers of Atlas.


	3.0 Policy and Procedures

	Policy: Atlas employees and independent producers must adhere to this policy and procedures upon their receipt of any lawsuit.  The purpose of this policy is to insure that all lawsuits are addressed immediately and reported to the carrier in a timely fashion. 
Procedures for forwarding Complaint and Summons:

1. Upon receipt of any lawsuit, it should be documented as to the date and time the lawsuit was received by Atlas.  Maintain and attach the original envelope to the lawsuit.
2. The lawsuit should indicate the date and time when it was served on the insured.  Normally, this information is noted on the top right-hand corner of front page.

3. If the information regarding the service date of the lawsuit is missing, an effort should be made to obtain that information from either the agent and/or the insured.  This information is critical for the adjuster because of the limited time in which to file an answer to the Complaint.  i.e. 20 days for Complaint filed in Circuit Court, 10 days for District Court and variable for Small Claims Court.

4. Even if the service date is not known, the Complaint should be immediately forwarded to Atlas’ Claims Consultants. We will report it to the carrier and arrange for contact of the plaintiff, insured and other parties by a company adjuster.  The information regarding service date and time can always to provided at a later date; the important thing is to get the lawsuit to the carrier.

5. UNDER NO CIRCUMSTANCES SHALL ANY PERSON MAKE ANY COMMITMENT AS TO COVERAGE OR LACK OF COVERAGE.

6. If the claim had been previously reported, this information should be extracted from Sagitta and referenced when submitting the lawsuit.

7. Claims Consultants will call the company immediately and advise them of the receipt of the lawsuit and request instructions regarding delivery of the documents.

INSTRUCTIONS FOR ATLAS’ CLAIMS CONSULTANTS:

8. If the lawsuit is hand-delivered, a copy should be kept for our records.  Upon delivery of the lawsuit, a confirmation to  whom the lawsuit was delivered to should be noted and their signature confirming the delivery should be obtained.

9. If the lawsuit is faxed to the carrier, the fax confirmation indicating that it was transmitted successfully should be kept for our records.  Our fax should also request a return fax confirming delivery or a request to call us confirming that the lawsuit was received.  

10. If a confirmation fax is received from the carrier, make sure that it is filed with the original fax and the copy of the complaint to document the proper delivery of the lawsuit.  If a call is received from the carrier indicating that the lawsuit was received, we should document when the call was received, who called, and preferably obtain the name of the adjuster and the claim number.  This information should be entered into the Sagitta System.

11. The Complaint and Summons could also be scanned and e-mailed to the carrier.  An acknowledgement via e-mail is acceptable; however, a copy of the e-mail should be attached to the copy of the lawsuit for documentation purposes.
12. A hard copy of the lawsuit should also be mailed according to the mailing instructions given by the carrier and a proof of mailing should be obtained (return receipt).  Cover letter should contain a request that we be immediately notified upon their receipt of the lawsuit.  File should be diaried to ensure the lawsuit is acknowledged by the carrier

	4.0 Exemptions


	No Exemptions.

	5.0 Effective Date

	May 4, 2005

	6.0 Policy Revisions

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