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Chartis Broker of Record Change Request Requirements
Below are Chartis US protocols for Broker of Record changes.  These are the requirements that we as a division follow.
The communication of a Broker of Record appointment must be in writing. This requirement may be satisfied by either of the following: 

· A letter on the insured’s letterhead signed by an officer or risk manager of the insured. This letter may be hand delivered, sent via the U.S. Postal Service, faxed or scanned. 

· An email that reasonably authenticates its author as an officer or risk manager of the insured. The email must at the least include the complete title and contact information of the sender. 

Regardless of which of the foregoing methods of delivery is utilized, the requirements as respects the substance and content of the broker of record letter as detailed in these protocols must be maintained include the following:   

· The name and address of the new Chartis producer. 

· Identify the date that the change of producer is to take place (cannot be retro active). 

· Identify all coverages and policy numbers subject to the producer change. 

Regardless of how we are notified, it is incumbent upon the underwriter to validate the letters’ authenticity and retain this information in the underwriting file. 
The original broker must be notified within twenty four hours of our receipt of the letter or email and given five (5) business days to seek and obtain a rescinding letter. 

In addition, on new lines or renewals, the new broker must provide a complete submission outlining the terms and conditions that they want us to insure during the five (5) day notification period. 

Special Rules for Louisiana Broker of Record Changes:

· If the request is to change the B0R on the application, the insurer needs to give the initial BoR written notice 15 days in advance of the change.  If the request is made within 15 days of the policy inception, the 15 day notice must be provided, however, the change will be effective on the inception date of the policy. 

· If the request to change the BoR is made during the policy period, the insurer needs to give the BoR 15 days advance notice of the change.  If the request is received within the last 15 days of the policy period, the 15 day notice must be provided; however, the change will be effective on the inception date of the renewal policy. 

Property, Casualty and bond commissions must be paid to the original BoR for the full term of the policy.  However, if the policy is a multi year policy or is continuous until cancelled, commissions must be paid the new BoR starting on the anniversary rating date when the new rate takes effect.  Accident, health or benefits commissions must be paid to the current BoR and change when the BoR changes.

Miscellaneous Comments to “Frequently Asked Questions”
1. During the five (5) business day appeal period:

· You cannot make changes to the insurance program requested by the new broker unless the original producer gives us the authority to waive the 5 day rescinding letter period. 

· Nothing pertaining to the account can be shared with the new producer unless the original agent has resigned (in writing). 

· The ‘clock’ starts when the first acceptable BOR is received. 

2.    Under no circumstances should you share correspondence or applications from the original producer without their written consent. 

3.    If there is any question relative to the authenticity of the broker of record change request and/or its intent, the local manager has the option to call the insured directly to clarify. 

4.    If requested, you may send a copy of the broker of record change request to the original producer. 

5.    On cancel/rewrites, the broker of record change should not be a mechanism to modify rates prior to policy expiration. You should continue to use the same deviations and schedule modifications that are on the prior policy. 

6.    Only a licensed producer with Chartis can negotiate or bind coverage directly for the insured. 

7.    Either the insured or the new producer will outline their policy transition expectation: cancel/rewrite or midterm producer change. You are responsible for making the final decision. 

8.    On any mid-term broker of record change, the underwriter must process a non premium generating endorsement recognizing the new broker, effective on the date of the broker change. 
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All broker of record situations have unique qualities. We will always honor the insured’s request provided they meet our internal guidelines. It’s the underwriters’ responsibility to manage all BOR’s properly. While an Insured has an absolute right to select or change a broker and to cancel a policy, a request to cancel and rewrite by a new producer can have unintended consequences. Please consult with your assigned legal counsel anytime you have questions.

Please contact your Program Manager directly for all questions.
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