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Overview

Introduction and Background

Before you can appoint or terminate producers, your organization must set up the
companies, or underwriting companies. Setting up writing companies is part of the
Sircon administration process.

Initial Sircon Administration Process

Determine Code Create Business Create Cost Create External
Use Indicators Units Centers System IDs
Work with Work with Create and Create and Create external
Vertafore fo Verfafore to sefup  maintain business maintain cost system IDs
create and your companies unifs for your centers for your (optional)
mainfain code use  and carrier data organization organization

indicators

There are four steps to set up a writing company:

1. Add the company to Producer Central.

2. Set up State Appointment details for each state where the company appoints or
terminates producers.

3. Complete paperwork to add the producer and set up state appointments in the
back end of Producer Central. Submit paperwork to your Vertafore contact
person.

4. Vertafore will complete the configuration in the back end of Producer Central.

After the configuration is complete, Company appointments and terminations can be
processed.

What will be covered?

In this quick guide, we will cover how to create and maintain writing companies. We will
cover each step of the company management process.

Who should use this document?

Any user that needs to create or maintain writing company or state appointment
details. Only users with administrative access can maintain writing company details.

When should you use this document?

When you need to add a new company, edit an existing company, or maintain state
appointment details.

© Vertafore Inc. 2
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Add Company

The first step is to add a company to the front end of Producer Central. Follow these

steps to create a company. Before you can create a company, you will need the
following information:

EIN

NAIC ID

Domicile State

Address & Contact Information

From the Companies menu, click Company then click Add Company.

Maintain Contact Information

Companies q e pre = e Ad atio [ < & Producer Quick Search
B Company s i date Compa . R tly Viewed Producers
P. Allen about 1 hour ago

IELLLR  /\ppointment Deta fuatd Camyrzmy & AGENCY, COMBINED INSURANCE about 1 hour ago

Add Prod [y ent Pro P. CHIN, CHARLIE HEE 07-05-2023

Add Prod Se——— g EASLEY, CORA 07-03-2023

Bulk Transactions & Service Requests & DORMAND, SARAH 07-03-2023
Update Producer Information Recent Subscriber Notices Show All

Add/Activate Licenses/Qualifications ( No notices.

Correct License Data

PDB Updates Summary

Producers with pending updates: 4

You will now see the Add Company page.
Enter the following information:

Company Name - Enter the company's legal name as recorded in its domicile
state.

EIN — Enfer the company's Federal Employer Identification Number

Domicile State — Select the company's legal domicile state from the dropdown
menu.

NAIC ID - Enter the company's unique National Associate of Insurance
Commissioners identification number.

Short Name - Enter a unique short name or code for the company.

Company Type — Select the company's type of business from the dropdown
menu.

Note: The Company ID will be generated after you create the company. The
Status will default to Pending and the Effective Date will default to the current
date.

4. Click Next.

© Vertafore Inc.
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L < § Producer Quick Search
Add Company
Company ID Status Pending v Effective Date 07-06-2023
Company Name[American P&C ] Short Name| AMPC
EIN|00-1234567 NAIC ID| 33455 Company Type| Property and Casualty Insurer v |
Domicile State| Georgia v
INexTI Cancel

5. Enter the Mailing Address information. The following fields are required:
e Line One — Add the first line of the mailing address.

e City — Enter the city of the mailing address.

o State - Select the name of U.S. state from the dropdown menu.

e Postal Code - Entfer the ZIP code or postal code of the mailing address.

6. Choose the Communication Preferences (either Electronic Mail, Fax, Postal Mail,
or Telephone) for the mailing address.

7. Use the dropdown menu to select the Phone Type.

Add Company

Address
Address Type Mailing v
Copy From v
Line One 3452 Birch Street
Line Two
Line Three \
City Helen
State Georgia ™|
Postal Code 30545 I
Province v
Country [ v|

Contact Information
Contact Person

Last [Quinn ] First Bobby
Middle [ ] Email Address sircontraining@gmail.com
Phone Information
Phone 9999990000 Ext | | Fax || |
Toll Ext
Communication Preferences
| ® Electronic Mail O Fax O Postal Mail O Telephone || Phone TypeIBusiness Location M

Previous || Next | Cancel |

Note: Depending on the communication preferences you chose, additional
fields are required. If you choose Electronic Mail the Email Address is required. If
you choose Fax, the Fax number is required. If you chose Telephone, the Phone
number is required.

© Vertafore Inc.
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8. The other fields are optional, including:
e Last - Add the last name of the contact individual associated with the mailing

address.
e First — Add the first name of the contact individual associated with the mailing
address.
9. Click Next.
Add Company

Address

Address Type Mailing v

Copy From v

Line One |3452 Birch Street |

Line Two [ ]

Line Three [ ]

City [He\en ]

State [Georgia M

Postal Code 30545

Province v

Country ( M
Contact Information
Contact Person

Last Quinn First Bobby

Middle Email Address sircontraining@gmail.com
Phone Information

Phone [9999930000 | Ext | | Fax |

Toll [ | Ext
Communication Preferences

® Electronic Mail O Fax O Postal Mail O Telephone Phone Type [Business Location v

Previous || Next | Cancel |

10. Next add a Business Location address.

11.1f the business address is the same as the Mailing Address, click the dropdown
arrow next to the Copy From field and click Mailing.

Add Company

Address
Address Type
Copy From
Line One

Business Location v

Line Two

Line Three

City

State

Postal Code

Province

Country
Contact Information
Contact Person

Last
Middle

I First [ ]
I Email Address [ ]

© Vertafore Inc. 5
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12. If the Business Location address is different, you will need to fill in the address
information. Required fields are the same as the Mailing Address.

13. Click Save and Review to submit the address information.

Add Company

Address
Address Type Business Location v
Copy From v
Line One 4544 Roman Way
Line Two
Line Three \
City Athens
State Im_l
Postal Code 30612 I
Province v
Country [ M

Contact Information
Contact Person

Last Quinn First Bobby
Middle Email Address sircontraining@gmail.com
Phone Information

Phone 1112223333 Ext [ Fax |
Toll Ext

Communication Preferences
rO Electrenic Mail O Fax O Postal Mail @ Telephone I Phone Type | Business Location v
| Previous ||| Save and Review | | Cancel

14. You will now see the Review/Update Company page. All the information you
submitted is available here, including the Company Details and Contact

Information.
o
< & Producer Quick Search
Review/Update Company
Search Company
Company Name EIN License Number NAIC ID City State
American P&C 00-1234567 33455 Helen Georgia
Expand All
Company Details State Appointment Details External System Identifiers Comment
Contact Information Aliases
E Company Details Top
Company ID 2247975 Status Pending v Effective Date 07-06-2023
Company Name|American P&C | Short Name| AMPC
EIN[00-1234567 NAIC ID| 33455 Company Type FProperty and Casualty Insurer ~
Domicile State| Georgia v
Save || Cancel

Contact Information Top
State Appointment Details Top
Aliases Top
B External System Identifiers Top

Add/Update/Delete External System ldentifiers \
Comment Top
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Add State Appointment Details

After the writing company is added to Producer Cenftral, state appointment details will
need to be added to the company for each state where the company appoints or
terminates producers.

Use the Add State Appointment Details page to add a new state along with related
available appointment types and appointing authorities for a company in that state.

Note: If companies do not have state appointment details assigned, you will
receive errors when you try to appoint or terminate producers. Appointment
types will not be available as an option in PM until the customer has contacted
and had their CSA activate the proper code use indicators.

1. From the Companies menu, click Appointment Details then click Add State
Appointment Details.

Companies q e pre = = Ad Clale L < 4 Producer Quick Search
R tly Viewed Producers
. . & Allen about 1 hour ago
Producer N¢| Appointment Details ~ Add State Appointment Details € AGENCY COMBINED INSURANCE about 1 hour ago
Add Prod e TS e m—— TG CH|N, CHARLIE HEE 07-05-2023
Add Prod Se-——— I+ EASLEY, CORA 07-03-2023
Bulk Transactions & Service Requests I I & DORMAND, SARAH 07-03-2023
Update Producer Information
. ) T Recent Subscriber Notices Show All
Add/Activate Licenses/Qualifications ( No notices.
Correct License Data

2. You will now see the Add State Appointment Details page.

3. From the dropdown menu, select the State where you need to add an
appointment company.

4. Click Search.

L < s Producer Quick Search
Add State Appointment Details
Find appointing companies in the following state: | Georgia ~|

5. You will now see the Add State Appointment Details for State page.

6. In the Current Appointments section, you will see a list of the companies that
currently have appointments for the state.

© Vertafore Inc.
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7. In the Available Companies section, you can click the checkbox next to each
company you need to set up with a state appointment.

8. Click Next.

Current Appointments

Add State Appointment Details for State: Georgia

Company Name Status Status Date CompanyiLicense Number Assigned Appointing Authority

American Life Active 01-01-1800 123 Administrator, SIRCON

Lansing Mutual Life Active 12-13-2022 LIC0014 Reddy K, Keerthi

Lansing Mutual P&C Active 02-27-2023 09876 Stockwell, Penelope

Available Companies

Company Name Short Name EIN NAIC ID City
() American Ancillary ANC 124548951 71730 bus city
O American Annuities GAN 879546213 64247 bus city
[J  American Equity Insurance AEI 147685745 12015 bus city
(] American Life AML 132611847 70939 bus city
American P&C AMPC 001234567 33455 Helen

(] American Preneed APR 978964621 95088 bus city
O Lansing Mutual Health LMH 1245465186 14990 bus city
(] Lansing Mutual Life LML 321251651 21478 bus city
d Lansing Mutual Life of NY LMLNY 984653213 98214 bus city
[J  Lansing Mutual P&C LMPC 698666597 12345 Mail City
O Lansing Mutual Training Company LANTRAIN 100044400 23764 San Diego
[J  Testing Insurance Company FLINCO 222333999 88774 Sodus

I Nextl Cancel

Add Appointment Types

The Appointment Types section lists all appointment types available for the company in

the new state.

1. To add an appointment type, check the checkbox to the left of each
Appointment Type you need to add.

Note: Appointment type options will be limited to the appointment type codes
that have been activated by your CSA.

2. The Start Date defaults to the current date and can be modified. Use the MM-

DD-YYYY format.

Note: It is recommended that you change the Start Date to 01-01-1900.

© Vertafore Inc.
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Add State Appointment Details for State: Georgia

Company Name EIN License Number NAIC ID City State
American P&C 00-1234567 33455 Helen Georgia
‘Company!License Number 332211 \ Assigned Appointing Authority | Stom, Dennis v ‘

Appointment Types
No Current Appointment Types

Add Appointment Types

Add Appointment Type Suspend New Appts Start Date Company/License Number
Carrier Requests (m] 01-01-1900 ]
Doesn't Appoint By LOA [m] o01-01-1900 |7} | |
No LOA Needed 0 01-01-1900 |8} | ]

Appointing Authorities
\No Current Appointing Authorities

Add Appointing Authorities

The Appointing Authorities section lists all appointing authorities available for the
company in the new state. Active staff member names are available to select from the
dropdown listing.

1. To add an appointing authority, check the checkbox to the left of the staff
member name(s) that you want to add to the state appointment.

Add State Appointment Details for State: Georgia

Company Name EIN License Number NAIC ID city State
American P&C 00-1234567 33455 Helen Georgia
\Company/License Number 332211 Assigned Appointing Authority Ismm. Dennis vl
Appointment Types

No Current Appeintment Types

\Add Appointment Types

Add Appointment Type Suspend New Appts Start Date Company/License Number

Carrier Requests (] 0i-01-1900 | 7F | |
Doesn't Appoint By LOA [m] 01-01-1800 | & | |
No LOA Needed 0 [o1-01-1800 & | |
Appointing Authorities

No Current Appeinting Authorities

\Add Appointing Authorities

[J Administrator, SIRCON [J Downing, Delaney CJ Marni, Ramesh

[) AdminOOB, Compensation () Draper, Kris ] MORRISSEY, WILLIAM

[ Allen, Carey ) Eevuri, Srinivasa O Niemiec, Brian

[ Analyst, Comp [ Egge, Samantha O Oliver, JG

[) Analyst, Comp () Engels, Beth O Paddock, John

[ Analyst, UAT (] Estrellado, Jon [ Pagadala, Kumaraswamy

[J Anderson, Bryan (] Feighner, Dalen O Panchaparvala, Naga

[ Arigey, Ram (] Flynn, Ashleigh O Pasumarthy, Santosh

[ Arigey, Ram Prasad () Fulton, Chris O Plamp, Kelly

[} Avalos, Eugene [ Gantasala, Rajesh ] plamp, Kelly

[ Avalos, Eugene ([ Gillahan, Scott O Pullaiah, Nagasi

) BARTOL, ROBERT O Girirayani, Srinivas U Readonly, Comp

O basic, Comp O &K, Rajesh U sadanaveni, Mahender

[J Battula, Sushmanth [J Gregorasz, Bob [ SAFAITE, MARIE

[ Bedadhala, Akki [ Groetsch, Debra U samy, Jegan

O Benjamin, Tyler Sandeep ) Satya Nagendra Sugandham, Bala

[ Black, Michael L) Siripuram, Akhila

[) Bob, Smith L] Smith, Dave

[J Bojanapu, Ganesh (] Hilligus, Rob ) spalding, Brian

[J Brandt, Meagan [ Holtman, Keli O Specialist, Patrick

[) Burris, Callie (] Jack, Dornan [ Stackwell, Jessica

[ ch, Williams (] Jankowitz, Chuck ) Stockwell, Penelope

) CHAMBLIN, DEBORAH () Jensen, Nicolene O stom, Dennis

[ Chatterjee, Manisha (] Jnhonson, Dakota O stom, Dennis

() Cochran, Cynthia (] Khanal, Rachita ] Stene, Douglas

[) Cochran, Cynthia [ Klopfer, Emily ] varamini, Soheil

) GompAdmin, Aparna () Kemandla, Divya O vecs, Test

[ compadmin, shravya ) Kenduri, Kishore U Venkatapuram, Mounika

O compadmin, yamini [ Krishna Reddy Bommu, Rama L) Wesson, Trina

[ Cook, Michele [J Kumar, Rajesh [ Wicke, JC

) Cooper, John [J Kumar, Rajesh U williams, Betsey

O Cormier, Jamaar O Kurichati, Swetha Sravanthi ) Williams, Clark

O Cronin, Ali O Lakshmanan, Sandeep O williams, Megan

[J Davis, Jay [J Mahmood, Shaz ) Yzerman, Steve

[) Dewangan, Tarun (] Manchineella, Sreenivas (] Zahm, Ryan

[J Dornan, Jamie [ Mandava, Vaijanya

Begin Date [07-06-2023 7]

[ save || cancal

© Vertafore Inc. 9
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Save Appointment Details

1. Click the Save button to submit the Appointment Types and Appointing

Authorities.

Add State Appointment Details for State: Georgia

Company Name EIN License Number NAIC ID City State
American P&C 00-1234567 33455 Helen Georgia
|Company!License Number 332211 Assigned Appointing Authority [Stom, Dennis |

Appointment Types

No Current Appointment Types

Add Appointment Types

Add Appointment Type
Carrier Requests

Doesn't Appoint By LOA
No LOA Needed

Suspend New Appts Start Date Company/License Number
0 [01-01-1900 | & | |
=] [01-01-1900 | F] | |
0 [01-01-1900 | & | |

Appointing Authorities

No Current Appointing Authorities

Add Appointing Authorities
[J Administrator, SIRCON
[J AdminOOB, Compensation
O Allen, Carey

[J Analyst, Comp

[J Analyst, Comp

[J Analyst, UAT

[J Anderson, Bryan

[J Arigey, Ram

[J Arigey, Ram Prasad

O Avalos, Eugene

[J Avalos, Eugene

[J BARTOL, ROBERT

[J basic, Comp

[J Battula, Sushmanth

[J Bedadhala, Akki

[J Benjamin, Tyler

[J Black, Michael

[ Bob, Smith

[J Bojanapu, Ganesh

[J Brandt, Meagan

[J Burris, Callie

[J ch, williams

[J CHAMBLIN, DEBORAH
[J Chatterjee, Manisha
[ Cochran, Cynthia

[J Cochran, Cynthia

[J CompAdmin, Aparna
[J compadmin, shravya
[J compadmin, yamini

[J Cook, Michele

[J Cooper, John

O Cormier, Jamaar

O Cronin, Ali

[J Davis, Jay

[J Dewangan, Tarun

[J Dornan, Jamie

Begin Date |07-06-2023 =

[J Downing, Delaney

[J Draper, Kris

O Eevuri, Srinivasa

[J Egge, Samantha

[J Engels, Beth

[J) Estrellado, Jon

[J Feighner, Dalen

[J Flynn, Ashleigh

[J Fulton, Chris

[ Gantasala, Rajesh

O Gillahan, Scott

[J Girirayani, Srinivas

[J GK, Rajesh

[J Gregorasz, Bob

[J Groetsch, Debra

[J Gurram, Naga Sandeep
Hall, Lauren

[J Handy, Brad

[J Hilligus, Rob

[ Holtman, Keli

[J Jack, Dornan

[J Jankowitz, Chuck

[JJ Jensen, Nicolene

[J Jhonson, Dakota

[J Khanal, Rachita

[J Klopfer, Emily

[J Komandla, Divya

[J Konduri, Kishore

[J Krishna Reddy Bommu, Rama
[J Kumar, Rajesh

[J Kumar, Rajesh

O Kurichati, Swetha Sravanthi
[J Lakshmanan, Sandeep
[J Mahmood, Shaz

[JJ Manchineella, Sreenivas
[J Mandava, Vaijanya

Marni, Ramesh
MORRISSEY, WILLIAM
Niemiec, Brian

Oliver, JG

Paddock, John
Pagadala, Kumaraswamy
Panchaparvala, Naga
Pasumarthy, Santosh
Plamp, Kelly

Plamp, Kelly

Pullaiah, Nagasi
Readonly, Comp
Sadanaveni, Mahender
SAFAITE, MARIE
Samy, Jegan

Satya Nagendra Sugandham, Bala
Siripuram, Akhila

Smith, Dave

Spalding, Brian
Specialist, Patrick
Stockwell, Jessica
Stockwell, Penelope
Stom, Dennis

Stom, Dennis

Stone, Douglas
Varamini, Soheil

Vecs, Test
Venkatapuram, Mounika
Wesson, Trina

Wicke, JC

Williams, Betsey
Williams, Clark
Williams, Megan

[J Yzerman, Steve

[J zahm, Ryan

O0OOO0OOOO0OO0ODOO0OO0OO0OOO0OO0OO0OOCOOOOOOOOOOOOODODOOO
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Confirm Appointment Details Submitted Successfully

1. From the Companies menu, click Appointment Details then click Maintain State
Appointment Details.

g Companies q = pre = = Ad atio < \ Producer Quick Search
TTE Advanced Producer Sea [ R tly Viewed Producers
. _ P Allen about 1 hour ago

Praducar Ney Appointment Details QERC otz o e THDE £ AGENCY, COMBINED INSURANCE about 1 hour ago

Add Prod e ent Profile Ma Maintain State Appointment Details CHIN, CHARLIE HEE 7-05-2023

Add Prod SESemm. ©. EASLEY, CORA 7-03.2023

Bulk Transactions & Service Requests I & DORMAND, SARAH 07-032023
Update Producer Information

. . o Recent Subscriber Notices Show All
Add/Activate Licenses/Qualifications ( No notices.
Correct License Data

2. Select the State you need to view from the dropdown menu then click Search.

< \ Producer Quick Search

Maintain State Appointment Details

Find appointing companies in the following state: | Georgia v

3. You should now see the companies that have appointments configured for the
selected state in the Available Companies list.

< 4 Producer Quick Search
Maintain State Appointment Details for State: Georgia
Available Companies
Company Name Short Name EIN NAIC ID City
O American Life AML 132611847 70939 bus city
0O American P&C AMPC 001234567 33455 Helen
O Lansing Mutual Life LML 321251651 21478 bus city
O Lansing Mutual P&C LMPC 698666597 12345 Mail City
Next || Cancel

© Vertafore Inc. 11
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Complete Vertafore Company Set-up Paperwork

After you add the company and state appointment details to the front end of Producer
Cenftral, you will need to complete paperwork so that your Vertafore representative
can configure the backend of Producer Central.

You will only need to fill out the document when:
1. Adding a new writing company
2. Adding a company license for states that require one to be sent with the
fransaction
3. Adding an authorized signer for states that require one to be sent with the
fransaction

Contact your Vertafore representative through My Vertafore for a copy of the
document.

Adding a New Carrier/Company to an Existing Account Paperwork

Adding a New State to an Existing Account

at is your Company Mame: The states isted below require a State Company Cods or State License Mumber. This iz & number that the
Whatis your Sircon iber (A ) 1D: state has assigned to each of your companies by NAIC number,
For the states listed below, pleass complete one form for ach NAIC number under which you do business,
‘Statutory Company Name and Address is required by some states for both forms and electronic copying the form # necessary.
Progeesg. Flasss complats the flloving and r=iun t2 SIRCON Suppart for et up on your acsourt Itis mot the respansibility of Sircon bo validate the information provided. Please type in the boxes to
- ensure information is accurately relayed.
‘Completz one Company Name and Address section for gach NAIC number on your account. Copy .
this page for additional MAIC Nurnkers if necessary. Please type in the boxes to ensure Company Name:
infarmation is aceurately relayed. Sircon Subacriler (AGCount] ID:
HAIC Number: EIN Humbed:
[ CompanyNameand Address | Stata | Stats CompanyrLicense Rumner
Fabama
Tompany Name: Dorriciled Stte: e
MAIC Mumber. Company Fhone Number: _ -
.‘mt;&y—ﬁw Disinial of Coumen
City: [ State: [ Zip Code: Canneciot
Company Name and Address ) Flodd
TCompany Name: Tiomiciled State: [ Hawaii
HAIC Number. Campany Phone Number. Tewa
Strest FEIN: Throis
City: [ State: [ Zip Code:
Kareas
Company Name and Addrass —
s Louisiara
Company Name: Tomiciled Siate:
TAIC Mumber Company Fhone Mumber. Maryland
Sirest FEIN: Maine
City: | State: [ Zip Code: Marssac husells
Company Name and Address . Wariana
Tompany Name: Tomiciled Seate: [ Febrasha
HAIC Mumber Carnpany Phone Number: _
Hew H;
Tireat TFEm e Hempsive
City: [ e [ Coz=: New Jersey
New Mexico
M [=
You will have the abiliy o pre-set a sort order option an al forms submitted through Sircon. Please orth Berchina
Marth Dakota

indicate the sort arder you prefer.

Oikiahama
Soulh Cardina

| State, Company, Producer LI State, Producer, Company

IT Contact Person - If you ever expedence difficulty connacting to Sircon we may need to contact an
IT persan from within your company. Flease provide us with 3 contact name and phone number of
someone in your IT Department.

Vil Vegn

Name: Wisconsin
Phona:

© Vertafore Inc. 12
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Supplemental Account Information Change Form Paperwork

Authorized Signer Signature

For Electronic Appaintments axrialios, saveral states require that company authorizad signer
nformation be included in the electronic transaction. Without this information. the state will
rgject the transactions.

ou will ne=d to complete one form for each autharized signar and r=turn it to Sircan for set up
Flease use this form in conjunction with page 3 of this document to indicate which states the
Authorized Signer will have connected to their name.

1. Complete one form for each authorized signer.

a. Make copies of this form as nesdzd for additional
i. Please type in the boxes to ensure information is accurately relayed.

2. The Authorized Signer should print this page and sign it pricr to emalling it bask

3. Sign in black fak pen or medium-tip black rolier ball 3s this is an imaged documant

4. Please keep your entire signaturs within the lines and do not touch the lines of the bax

Signer

Tompany Mame

Account IO

Ame

Title

Fhone Humber

Email Address

Fa Hurmber

ress

Addrezs [ine

[Ty, Siate. Zip

Signature of Authorized Signer (person listed above)

Authorized Signer States

Piease uss this Form to either
+ Update an existing Authorizad Signer to Add New States under 3 NAIC
+ I conjunction with Page 4, to specdy which states the listed signer will be connsctsd

Fiease enter the name of each company, the NAIC number, Autherizsd Signer Name and check
the states the persan is suthorized to sign for. Remember we need a copy of this form for each
ly relayed.

Authorized Signer. Please type in the boxes to ensure information is accurat

The states listed below are the states that require an authorized signer.
Tompany Name: TR number.
Fithorized Signer Name:

[ Doy, sefect fhe sites in whish NAIC currenfly licansed |

TR OA T Al Siates (s eted]
Plese oniy salact

ser A o ‘all states” FNAIC is

ooc O ME CIOH licansed in ail listed stafes

CH oMo osc

=18 LMD W

kS CINE

kY CIMg

[Tompany Name FIRTC umEer

Eithorized Signer Name:
[ Cinly. seTect e siates in wiED-NAIC 5.cucenfly icensed |

AR O Y AT St (a )
oer oM Ny ;’?:;:}"gm
ooc ME LioH lioensed in sl listed stetes
LI H L1 MD L18C

o CND o

Ok CINE

oy Ny
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Section: Review/Update Company Information

Review/Update Company Information

Use the Review/Update Company page to view or modify existing company
information such as the Name, Employer Identification Number (EIN), NAIC ID, NAIC
Group Number, and other details.

1. From the Companies menu, click Company then click Review/Update Company.

Companies q e pre e e Ad atio L < § Producer Quick Search
Company > M Upshiis Sy R tly Viewed Producers
Prod N 5 5. Allen about 2 hours ago
roruGer e : Add Compa & AGENCY, COMBINED INSURANCE about 2 hours ago
LULRMEIE  Appointment Profile Maintenance & CHIN, CHARLIE HEE 07-05-2023
Add Prod SeceSsem & EASLEY, CORA 07032023
Bulk Transactions & Service Requests £ DORMAND, SARAH 07-03.2023
Update Producer Information
Recent Subscriber Notices Show Al
Add/Activate Licenses/Qualifications { No notices.
Correct License Data

Maintain Contact Information

PDB Updates Summary
Producers with pending updates: 4

Manage Appointments

Add Appointments Producers with completed updates:
Terminate Appointments Today: 3
Last 7 Days:

Approve/Deny Appointments

Review Rejected Appointments Last 30 Days: 14

2. You will now see the Review/Update Company page. All the companies will
appearin a list.
3. Click the Company Name to see more details.

Review/Update Company
Search Company
Search criteria:
Company Name (I ]
EIN [ | NAIC ID |
Records Per Page: Search || Cancel
Displaying 1 - 10 (of 12 matching records) Page 1 of 2
Name a EIN NAIC ID City, State
American Ancillary 12-4548951 71730 bus city CA
American Annuities 87-9546213 64247 bus city CA
American Equity Insurance 14-7685745 12015 bus city CA
American Life 13-2611847 70939 bus city CA
American P&C 00-1234567 33455 Helen GA
American Preneed 97-8964621 95088 bus city CA
Lansing Mutual Health 12-4546516 14990 bus city CA
Lansing Mutual Life 32-1251651 21478 bus city CA
Lansing Mutual Life of NY 98-4653213 98214 bus city CA
Lansing Mutual P&C 69-8666597 12345 Mail City ME
Displaying 1 - 10 (of 12 matching records) Page 1 of 2
Go To Page:

© Vertafore Inc. 14
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Section: Review/Update Company Information

Review Company Details

1. All the details about the company are listed on this page. Click the Expand
button (B) next to any of the sections to see more information. In this example,
we are expanding the State Appointment Details section.

e g ompanie q = pre e = Ad atio L < 4 Producer Quick Search
Review/Update Company
Search Company
Company Name EIN License Number NAIC ID City State
American P&C 00-1234567 33455 Helen Georgia
Expand All
Company Details State Appointment Details External System Identifiers Comment
Contact Information Aliases
E Company Details Top
Company ID 2247375 Status Active  ~ Effective Date 01-01-1900
Company Name [American P&C ] Short Name| AMPC
EIN[OU-1234567 NAIC ID|33455 Company Type Property and Casualty Insurer v
Domicile State| Georgia ~
Save || Cancel
ontact Information Top
tate Appointment Details Top
Aliases Top
B External System Identifiers Top
Add/Update/Delete External System Identifiers ‘
Comment Top

2. You can now see appointments configured for the selected company by state.

Review/Update Company
Search Company

Company Name EIN License Number NAIC ID City State

American P&C 00-1234567 33455 Helen Georgia
Expand All

Company Details State Appointment Details External System Identifiers Comment

Contact Information Aliases

= Company Details Top

Company ID 2247975 Status Active  ~ Effective Date 01-01-1900
Company Name[American P&C ] Short Name
EIN|00-1234567 NAIC ID|33455 Company Type Property and Casualty Insurer v
Domicile State| Georgia v
Save || Cancel
Contact Information Top
S State Apoointment Details 120
States Add New States
State Status Status Date CompanyiLicense Number Assigned Appointing Authority

I Georgia Active  01-01-1900 332211 Stom, Dennis Edit
Aliases Top
B External System Identifiers Top
\ Add/Update/Delete External System Identifiers |
Comment Top

© Vertafore Inc. 15
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Section: Review/Update Company Information

Edit Company Details

1. From the Review/Update Company page, you can edit any field in the

Company Details section with a white background.
2. The fields you can edit are:
¢ Company Name

e EIN

e Domicile State
e NAICID

e Short Name

3. Edit the field contents then click Save.

Review/Update Company

Search Company

Company Name EIN License Number

American P&C 00-1234567

State
Georgia

Expand All

Company Details State Appointment Details

External System Identifiers

Contact Information Aliases
= Company Details Top
Company ID 2247975 Status Active  ~ Effective Date 01-01-1900
Company NameIAmerican P&C ] Short Name
EIN|00-1234567 | NAIC ID|33455 Company Type Property and Casualty Insurer ~
Domicile State Georgia ~
I Savel Cancel
Contact Information Top
B state Appointment Details Top

States

Add New States

State Status Status Date CompanyiLicense Number Assigned Appointing Authority
Georgia Active  01-01-1900 332211 Stom, Dennis Edit
Aliases Top
B External System Identifiers Top
Add/Update/Delete External System Identifiers ‘
Comment Top
© Vertafore Inc. 1
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Section: Maintain State Appointment Details

Maintain State Appointment Details

Use the Maintain State Appointment Details page to maintain information about

available appointment types and appointing authorities for companies in a selected
state.

1. From the Companies menu, click Appointment Details then click Maintain State
Appointment Details.

g Companies q e pre e e Ad atio L < 4 Producer Quick Search

B

TE Advanced Producer Search
> Add State Appo ent Deta

[ tly Viewed Producers
Prod Nl — p Allen about 1 hour ago
roducer ointmen etalls
°° €. AGENCY, COMBINED INSURANCE about 1 hour ago
Add Prod ¥ ent Profile Maintenance Maintain State Appointment Details e CHIN, CHARLIE HEE 07-05-2023
Add Prod St £ EASLEY, CORA 07-032023
Bulk Transactions & Service Requests I £ DORMAND, SARAH 07-03.2093
Update Producer Information
P . . . . Recent Subscriber Notices Show All
Add/Activate Licenses/Qualifications ( No notices.
Correct License Data
Maintain Contact Information

r PDB Updates Summary

2. Select the State from the dropdown menu to see a list of companies associated
with that state.

3. Click Search.

Licensing Companies Inquiries Express Services Administration

4 Producer Quick Search

Maintain State Appointment Details
Find appointing companies in the following state:l Geargia VI

4. Click the checkmark next to the Company you need to edit.
5. Click Next.

Licensing Companies Inquiries Express Services Administration

& Producer Quick Search

Maintain State Appointment Details for State: Georgia

Available Companies

Company Name Short Name EIN NAIC ID City
O American Life AML 132611847 70939 bus city
American P&C AMPC 001234567 33455 Helen
O Lansing Mutual Life LML 321251651 21478 bus city
O Lansing Mutual P&C LMPC 698666597 12345 Mail City

I Next I Cancel

© Vertafore Inc. 17
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Section: Maintain State Appointment Details

6. You will now see the Maintain State Appointment Details for State page. From
here, you can perform the following actions:

e Suspend New Appointments

e Terminate State Appointments

e Remove Appointment Types

e Change the Assigned Appointing Authority

© 4 Producer Quick Search
Maintain State Appointment Details for State: Georgia

Company Name EIN License Number NAIC ID City State

American P&C 00-1234567 33455 Helen Georgia

|CompanylLicense Number [332211 ] Assigned Appointing Authority

Appointment Types

Appointment Type Status Suspend New Appts  Start Date End Date Company/License Number

Carrier Requests Active v O 01-01-1900 | 7] [ | Terminate

Doesn't Appoint By LOA  Active 0 01-01-1900 |7 [ | Terminate

No LOA Needed Active v O 01-01-1900 | 7] [ | Terminate

Appointing Authorities

Appointing Authority Begin Date End Date

Hall, Lauren lo7-06-2023 | 7] =

Stom, Dennis lo7-06-2023 | 7] =
Save || Cancel

Suspend New Appointments

When you suspend new appointments, the designated appointment type can no
longer be used for future appointments or terminations.

1. Click the checkbox under the Suspend New Appts column next to the
Appointment Type you need to suspend.

2. Click Save.
Maintain State Appointment Details for State: Georgia

Company Name EIN License Number NAIC ID City State

American P&C 00-1234567 33455 Helen Georgia

|CompanylLicense Number (332211 | Assigned Appointing Authority ‘

Appointment Types

Appointment Type Status Suspend New Appts  Start Date End Date Company/License Number

Carrier Requests Active v o 01-01-1900 | 7] | | Terminate

Doesn't Appoint By LOA  Active  + 0 01-01-1900 |9 | | Terminate

No LOA Needed Active v 01-01-1900 | 7] | | Terminate

Appointing Authorities

Appointing Authority Begin Date End Date

Hall, Lauren |07'06'2023 ljl lj

Stom, Dennis |07'06'2023 ljl lj
I Savel Cancel

© Vertafore Inc. 18
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Section: Maintain State Appointment Details

Remove Appointment Type

Use the Terminate button to unassign the appointment type from the writing company.

The company will no longer be able to appoint or terminate producers with the
terminated appointment type.

1. Click the Terminate button next to the Appointment Type that you need to

remove.
9
ertarore.co
q omp g D d s) < \ Producer Quick Search
Maintain State Appointment Details for State: Georgia
Company Name EIN License Number NAIC ID City State
American P&C 00-1234567 33455 Helen Georgia
‘CompanylLicense Number [332211 | Assigned Appointing Authority
Appointment Types
Appointment Type Status Suspend New Appts  Start Date End Date Company/License Number
Carrier Requests Active v O 01-01-1900  |_2] [ | _Terminate
Doesn't Appoint By LOA  Active 0 01-01-1900 | [ | ITerminateI
No LOA Needed Active v 01-01-1900 3] [ ] Terminate
Appointing Authorities
Appointing Authority Begin Date End Date
Hall, Lauren |07'06'2023 ljl lj
Stom, Dennis |07‘06‘2023 lﬂl lj
Save || Cancel
2. Enter the Termination Notification Date in the MM-DD-YYYY format.
3. Click Submit.
D
g omp q p d ) < s Producer Quick Search
Terminate Available Appointment
‘Company Name EIN License Number NAIC ID City State
American P&C 00-1234567 33455 Helen Georgia
Current Available Appointment
State Appointment Type Status Start Date Company/License Number
Georgia Doesn't Appoint By LOA Active 01-01-1900
Termination Effective Date 07-06-2023 Termination Notification Date 07-06-2023
Warning: Terminating this available appointment will initiate the inactivation of all active producer appointments granted under this appointment type. This process may
require an extended period of time to run.

I Submit I Cancel
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Section: Maintain State Appointment Details

4. The Appointment Type will have a Status of Inactive and the End Date will match
the Termination Notification Date.

Maintain State Appointment Details for State: Georgia

‘Company Name EIN License Number NAIC ID City State

American P&C 00-1234567 33455 Helen Georgia

‘CompanylLicense Number (B32211 ] Assigned Appointing Authority ‘

Appointment Types

Appointment Type Status Suspend New Appts Start Date End Date Company/License Number

Carrier Requests Active v O 01-01-1900  |_°] [ | Terminate

Doesn't Appoint By LOA 0 (01011900 | 3] [07-06-2023 | & | |

No LOA Needed Active v (01011900 | =] [ | Terminate

Appointing Authorities

Appointing Authority Begin Date End Date

Hall, Lauren [07-06-2023 |7 =

Stom, Dennis l07'06'2023 IEI IE
Save || Cancel

Change Assigned Appointing Authority
1. You can change the Assigned Appointing Authority by clicking the dropdown for

the top.
Maintain State Appointment Details for State: Georgia

Company Name EIN License Number NAIC ID city State
American P&C 00-1234567 33455 Helen Georgia
‘CompanylLicense Number (832211 ] Assigned Appointing Authority | Stom, Dennis || |
Appointment Types
Appointment Type Status Suspend New Appts  Start Date End Date Company/License Number
Carrier Requests Active v O 01011900 | 3] | | Terminate
Doesn't Appoint By LOA O [01-01-1900 [ F [o7-06-2023 | F | |
No LOA Needed Active v [01-01-1900 | F] [ | Terminate

2. Toremove an appointing authority, enter the End Date next to the authority then

click Save.
Maintain State Appointment Details for State: Georgia

Company Name EIN License Number NAIC ID City State

American P&C 00-1234567 33455 Helen Georgia

‘CompanylLicense Number (332211 | Assigned Appointing Authority |

Appointment Types

Appointment Type Status Suspend New Appts Start Date End Date Company/License Number

Carrier Requests Active O 01-01-1900 | 2] [ | Terminate

Doesn't Appoint By LOA O [01-01-1900  [F] [07-06-2023 | F] | |

No LOA Needed Active v [01-01-1800 | =] I | Terminate

Appointing Authorities

Appointing Authority Begin Date End Date

Hall, Lauren 07-06-2023 °]07-06-2023 ME

Stom, Dennis [07-06-2023 | B =
I Save I Cancel

© Vertafore Inc. 20




>4{ Vertafore

Section: APPENDIX 1: Sircon for Carriers Help Resources

APPENDIX 1: Sircon for Carriers Help Resources

Help is just a click away. Vertafore has two resources available to support you 24/7:
e My Vertafore
e Sircon Support

My Vertafore

My Vertafore is our free online customer support portal and knowledge base. At My
Vertafore you can:

e Log a Case — Cases are used to request product support

e Submit Ideas — Send Vertafore ideas for new product features or enhancements

o Search Knowledgebase - Search for detailed articles on the Sircon Knowledge

Base
@  S— N\ ’ :
LogA Case View Cases Chat with VICKI - Virtual Assistant
Click Here To Request Product Support Click Here To View Cases Click Here To Use Our Chat

_

Submit A Product Idea Check Out Training Customer Billing Support & Financials
Click Here To Get Started Click Here to Start Learning Click Here to Access

Note: Sircon does not use the Submit a Product Idea or Chat with VICKI
functions.

Contact Vertafore Customer Support

Can't find what you are looking for at My Vertafore2 Our Customer Support team is
here to help. Click here to email Support or call 877.876.4430.

© Vertafore Inc.
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APPENDIX 2: Document History

Version Revision Date | Revision Record

1.0 7/6/2023 Original Document
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