Updated 03/20/2020 by Judy Madden

Updated 11/08/2020 by Judy Madden

Address Change:

Pull up task Induction copy policy number — go to maintain docs do check if this is a duplicate.

JW SME Address Change Help Law Offices LPO12683 AUWSETUP |
JW SME Address Change Kimbery M. Lord, Counsellor At Law LPO10280 AUWSETUP J

Copy policy number — go to maintain docs do check if this is a duplicate.

Induction: Maintain Docs:
Jocument ID |3nzaa31552
2gol Name |Auw SME
Jatch ID |znzu-1 1-DBT151. Search
Jatch Clas ILawaIE_email Curent PU TR =
[LFo10220 x| | Retrieve Data Document ID* ]

Bateh 0° —— 4
ICusturner Request Policy #*
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*** If a duplicate copy the doc ID number (from maintain docs) — go to induction — click on Put In File
(PIF) click on comment — add note See doc ID - this is a duplicate Will PIF —then click on add
comment — click on complete

Maintain Document

Processing Unit AftPro
Document ID Select One
Induction
Large Group (= 10 Attorneys) L1
Put In File {PIF R
D, COUNSELLOR AT Law | n File {PIF) [V please check if document ne
| UW Action Neaded [1 Please check if UW Actions ne
CF Action Needed [ Please check if GF Actions need
~ == V]
ittp:/Simaging.medpro.com/Tmode=view - View Comments - Internet Explorer — O >

'hdmu- [ peciine [ | Lostoppty

iew Comments

Document ID: 3028831552
Comments Entered |

3 ‘4 your comments below
This is a duplicate - see doc ID 3025831552

/ Will PIFA
—/ ﬁh

[ updste || complote | [ Retease | [ close | [Question]

| Attach Document | | Merge Documents | | Back tondexing | | Lookup |
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IF not a duplicate— open view document to read the email to verify the effective date is provided — if not

you will need to email the agent before completing the task.

AUW Setup (AttPro)

3028831552 Address Change W | View Document Downl

—_— . ———

Hi Judy,

The insured has advised the effective date of the address change is 1/17/2020.

Hi Judy,
The insured has advised the effective date of the address change is 1/17/2020.
(If the effective date is at renewal go to page 13)

Paste policy number in data base and hit search

® Active © Archived © Both
Search By:

© Firm Name ® Policy Number © Stah

-/ ==n éamm

Database — Update the address (you may have to update more than one file-depending on the effective
date of the change) — For example if the address change is 01/17/2020 and database shows 2 policy
periods 12/10/2019 -12/10/2020 and 12/10/2020 — 12/10/2021 you will update both files. Click edit for

the policy period the address change was made 1st then update all other files.

12/10/2019

12/10/2020

12/10/2020

12/10/2021
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Business Information:

Firm Name: IKimberIy M. Lord, Counsellor| Suite: I |
Street Address: 10521 Edgewater Dr. | City: Cleveland |
State: OH | Zip Code: 44102 |

County: Cuyahoga | Business Fax:

Go to Oasis and enter the policy number and click on go

WorkCenter CIs Claims Policy Finance

|
WorkCenter | By Policy# v| [Lpo10250 | o] —

Activity History My Dia ry My Workflow Queue

Click on the policy period you will be updating - If you are ONLY updating the current policy (if updating
multiple polices go to page 12)

| Polioy No Type T EMet e T Expirataoes
LIPO-MCESD POLCY 1znoazme 12Znaenze
[0 vroszse POLUCY 120208 2Zneng

Go to Policy Actions click on the arrow — click on Policy Change

|PdicyActions v|
Policy Actions
Agent

Application Info

Auto Renewal

Billing Setup

Cancel

Claims Summary
Convert Coverage
Copy to Indication
Copy To Quote
Document Processing
Endorsement Window
Extend Cancel

File Notes

Files

Form Letter

Letters

Multi Cancel

005 Policy Change
Policy Change
Premium

=
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Enter effective date — click on the arrow and click on Chg Name/Addr — add note Eff

Address, Click OK

ENQorse rolcy

(2] Endorsement Information

Endorsem ent:

Efiective: |0147/2020 =

Accounting: 11/08/2020

Add Part-Time
Add ST Risk/Cvg
Adjust Limit
App Declined
Census Audit

~| Chg Name/Addr
Chg Pari-Time
Credentialing

[ ——

Click on Pol Admin:

Issue Co. National Liabili

| Endorsement Information

Efiective: |01/17/2020 =

Accounting: 11/08/2020

Endorsem ent: | Chg Nam e/Addr W

Pol Admin: Kim berdyM. Lord, Counsellor atlLaw
and Fire (AP o
o

ducerAgency Daniels-Head Insurance AgencyInc

Sub-Producer/Agent:
Select Term: |

12102019 - 12102020 W

Click on Go To Client

Entity Mini Popup

Comm ent:

Ef01/17/2020 Updated addless\

[ Gotocient | Close

A 2" pop-up will appear — click on Demographic and address

Summary -— Demographic - Background -— R
) Client (l
[Z] Client |
i | Address
(.:I.I;s;FUrgﬁ Phone Number iscarded: [_|
Client Comact o rizati
""" 0001454300 mEaton |yim
1D Name:

Updated
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Click on the word Change

Add Address Copy Address Refresh Chg Address Role Char

Click on Change toview or change address.

Change Yes MNo Ofice Yes 1160 RockefellerBuilding, 614 West Superor &enue, Cleveland, 1

Update the address and Update the Eff From to the effective date of the address change (if the county
changed from previous address you will need to update database) — Click save

Country: |USAAddress v/ M'T’::; Office

Atn. of |
‘/_ﬁci: 10521 Edgewater Dr. | City: (Cleveland | Stae:Jon V]
L

ine 2: | 2p: 44102 B\ county

| ZipPlus |
Four: —

Primary: Yes

Line 3: |

Eff
o |0111712020 =

P

\

Fi

Hit Refresh and click the X (top Right of screen)

E | »Polcy | » Finance | » Business Objeck Logoff

Y
1 Address
Add Address  Copy Address Rresh

« Back to Entity List 11 Print ] | Help |
Jick onChange toview or change address.
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Click Close and Click Save WIP

intity Mini Popup

GoToCtent

=l Hnadar

Pol Admin: Kim berdvM. Lord, Counsellor atLaw
Issue Co. Nafional Liabilityand Fire (4tPro) Writt
Producerfgency D aniels-Head Insurance Agencyinc
Sub-Producer/Agent:

Select Term: [ 121102019~ 121102020 V|

T I T

Click on Pol Admin to confirm the address was updated — click close

P ol Addonin: Kim berdyM. Lord, © ounsellor at L aw
Issue C o Mational Liabilibryand Fire (AHP o
P roduce agency Faniels-He ad Insurance Sgency Inc
P roducer/sge nt:

Select Ternm : | A2/ 2019 - 12102020 S

Entity Mini Popup

GoTo Client /

[(Z) Header
Full Name: Kim berdyM. Lord, Counsellor at Law DOB/MDOL:
endor ID: 1099 Type:
License #: License State:
[Z] Addresses
2 records

Yes (Ofice Yes 10521 Edgewater Dr., Cleweland, OH 441026127

No Ofice Yes 1160 Rockefeller Building, 614 WestSuperior Avenue, Cleweland, OH 44113-1334

Add the last 4 digits of the zip code in Database

Oasis

A\ /4
change ‘Yes No Ofice Yes 10521EdgewaterDr, Cleveland, OH 441026127

Senired  Nn Nn Nfire Yee 1180 BarkefllarRuildinn £14 Wast Sunarinr Lwenne ©Clewela
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Database

Without the 4 digits With the 4 digits

|Clevela nd |
Cleveland ) |

44102 ] — |
aas02-6127

(216) 631-5364

St |

If an insured moved to a NEW STATE please add a note on the address task (and if there is a renewal
task also add a note) Note needs to read: Insured moved from (name of state) to (name of state) — will
need to create a new policy in Oasis at renewal. Please provide the old and new policy number to Judy

*** we need to tie the old policy number with the new policy number.

Go to induction — click on add comment — Add your note — click on Add Comments — click close

Imdm || Decline || LostOppty

Add your comments below (
Eff 01/17/2020 updated the firm's address to: |
[10521 Edgewater Dr. A
Cleveland, OH 44102-5364 b
v

Mo change in county or premium

_Q/IHMII concl ] [ clos | :E‘

Verify the Policy Effective date - should be the policy term you are updating

Verify the Adjustment Effective Date — should be the effective date of the address change.
(—

Policy Effective Date 1211012019
Adjustment Effective Date —— otn72020] % %
.

- m L
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Go to the Policies folder to type up the endorsement — Lawyers Professional Liability Insurance/Policies
— click on the folder Endorsements — Click on the Change Endt Templates — Click on NLF (LP policies) or
RRG (RLP policies) (FL, HI, NY, NM, NJ, WA & LA)

<« Policies » Endorsements » Change Endt Templates »

~

MLF
RRG

Mame

E

Date modified

11/6/2020 3:42 PM

11/5/2020 07
£ el U

Click on the endorsement for the Firm Address Only

S
= Doci ™
&= PictL #

Polic
Rene
2020

EM End
Training

UW Box
OneDrive

W This PC
J 3D Obje
I Desktor
= Docum
4 Downlo
J Music

= Pictures

<« Endorsements 3 Change Endt Templates »

-

MName

=

o & @ EEE§ E

AT LHTUeEU LY S FTERTHULT
ATY-1017-00-0116 - Retro Date
ATY-1017-VA-0116 - Add Pred Firm
ATY-1017-VA-0116 - Add_Delete Attorney
ATY-1017-VA-0116 - Endt Schedule Update
ATY-1017-VA-0116 - Endt Schedule Upda...
ATY-1017-VA-0116 - Firm Address Change
ATY-1017-VA-0116 - Firm Mame_Address
ATY-1017-VA-0116 - Limits Change
ATY-2001-00-0116 - Cancellation Endors...
Change Endorsement - Policy Firm Nam...
Change Endorsement (old form)- Add Pr...
Change Endorsement Example Policy Eff..
MLF_ATY-1017-00-0116 - Add_Delete Att...
MLF_ATY-1017-00-0116 - Endorsement 5...
MLF_ATY-1017-00-0116 - Endorsement 5...
MLF_ATY-1017-00-0116 - Firm Address O...
MLF_ATY-1017-00-0116 - Firm Name_Ad...

MLF

Date modified
15 EU 10 55 AVl

10/19/2017 1210 ...
5/18/2018 10:17 AM

2/10/2017 8:23 AM

810/2017 &:21 AM
210/2017 &:21 AM

810/2017 &:21 AM

82018 10:16 AM
0/2017 10:17 AM

11/5/2020 10:23 AM

Search Change |
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Click view - update the endorsement (everything in gray) — save in the current year you are doing the
endorsement (you may be doing multiple endorsements depending on the effective date of the address

change)

CHANGE ENDORSEMENT
Forming Part of Policy No.: LP010280
First Named Insured: Kimberly M. Lord, Counsellor at Law

Effective Date of Endorsement: 01/17/2020 at 12:01 a.m. Standard Time at the address of the First Named Insured.

In consideration of the payment of the additional premium due, if any, and in reliance upon the representations of all

Insureds, we and you agree to amend the policy as follows:

It is agreed and understood that the Named Insured’s address in the Declarations has been amended to reflect the

following:
ITEM1 | NAMED INSURED: w M. Lord, ‘Counsellor at Law
ADDRESS: 10521 Edgewater Dr,
Clevdmd, (OH 44102-6127

Save as policy number, Name of firm, effective date of the change (keep the endorsement number and

name)

Jrganize ~

OneDrive

= This PC

B 3D Objects

Il Desktop

‘£ Documents

& Downloads

D Music

= Pictures

. Videos
£9Win10-1910 (C)

New folder

~

= Group Folders (€ v

Name

[ LP104178 Work Injury Law Group LLP Att...
| LP012460 Siegel, Moreno & Stettler, APC...
LP012648 Perez Law Group, P.LLC. 10-1...
LP012648 Perez Law Group, P.LLC. 11-0..
LP013460 Rodriguez and Moretzsohn, PL...
LP104073 Joshua Massingill, Attorney at ...

LP011246 David N. Stringer 10.15.2020 ...

LI IE SRE IE RC CE R |

Wi 1P102108 Iohn K 7aid & Acsnciates Man

LP013422 Southers Law, PLLC 11.5.2020 ...
LP010980 Mitchiner Law Firm, PLLC 7.1.2...
W LP006871 The Law Office of Paul J. Ryan ...
W LP006871 The Law Office of Paul J. Ryan ...

« Policies » Endorsements > Change Endt Templates » NLF » 2020

Date modified

11/6/2020 4:04 PM
11/6/2020 11:24

11/6/2020 11:06 ...
11/6/2020 11:05

11/6/2020 8:37 AM
11/6/2020 8:34 AM
11/6/2020 8:23 AM
11/6/2020 7:41 AM
11/6/2020 7:23 AM
11/5/2020 4:28 PM
11/5/2020 4:28 PM
11/5/2020 92N AM

Type

Microsoft Word 9.

Microsoft Word 9

Microsoft Word 8.

Microsoft Word 9
Microsoft Word 9
Microsoft Word 9
Microsoft Word 9.
Microsoft Word 9

Microsoft Word 9..

Microsoft Word 9.
Microsoft Word 9

Mirrnsnft Ward 9

Size

File name: | LP0O10280 Kimberly M. Lord, Counsellor at Law 01.17.2020 hTY-TOﬂ 00-0116 - Firm Address Only
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Make sure you update all files in Database (renewal file if already set up in database)

Go to maintain docs — click on the RN file (past or current)
Add comment:
See doc ID - updated address

Copy your notes in induction — click ad comment — click close

Go to induction - Click Question — forward to Audit SME — peer review — Comment section: Endorsement

ready in NLF or RRG folder
I W Setun = | wall palicy Inf tin

(2} hitp://imaging.medpro.com/? - Question Reasons - Internet Explorer

Question Reasons

Q“es“un AUBITENE hd —
To

Name Select One

Eroker Change
Effective Date/Folicy Period Discrepancy #
Mesd to Attach Document

/ Peer Review
—

Endorsement ready in NLF or RRG Folder]

Comments

il Work Center 2019.1.0-M-... 2 GoToWebinar qp PLUSwel

Adjustment Effective Date 011712020
Followup Date
Need by Date

Urgency Flag [] please ch
Source @
Large Group (> 10 Attorneys) D

Put In File (PIF) [Piease che
UW Action Needed [ please ch
CF Action Neaded [] piease ch
Account Type |:
Risk Retention Group [l

SME Information | SME Mass Update | Withdray

P0:06 )
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***|f updating multiply policies you will go to the 1% policy period that the address will be changed. For
example if the address change was 05/08/2019 you will open the 12/10/2018 — 12/10/2019 policy

(&) Policy Count:2

[ ] Profmsy Mo Type Torm Bedtiee Term Enparateze

[] LPeszes  POLICY 121102018
B LPesazen  POLICY  1ZH02018

1202020
12N 0Ene

Go to Policy Actions click on the arrow — click on OOS Policy Change (this will update the current policy

and all other policies in effect after the effective date of the address change)

Pdlicy Actions A4 P
| |

Policy Actions Policy2

Agent

Application Info
Billing Setup

Cancel

Claims Summary
Document Processing
Endorsement Window

il File Notes

Files

Form Letter

Letters

Multi Cancel

005 Policy Change
Premium

Reinstate
Transaction

View Non Premium

IBNR Inactive Window

Pavm ent Endorssments

Go back to page 5

Letters

12| Page



If the address change is at RENEWAL only
1. If we receive an address change that is effected at renewal you will need to index the task.
2. When the task is assigned to an AU you will need to update database — ONLY the renewal file

LP010280 Kimberly M. Lord, 10521 Edgewater Dr. ICleveland | OH 44102-6127 | 12/10/2019 12/10/2020
Counsellor at Law

LP010280 Kimberly M. Lord, 10521 Edgewater Dr. Cleveland | OH 44102-5364 | 12/10/2020 12/10/2021
Counsellor at Law

=

Business Information: l
Firm Name: |Kim|:u=r|v,«r M. Lord, Counsellor| Suite: | ‘
Street Address: [10521 Edgewater Dr-. | City: [cleveland ‘
State: loH | Zip Code: l[44102-5364 \

County: |cuyahoga | Business Fax:

3. Verify the Policy Effective date - should be the policy term you are updating

Verify the Adjustment Effective Date — should be the same as the effective date.

Policy Effective Date 12/110/2020 0
Adjustment Effective Date 12I1DF2IJQO| x Q

Followup Date %
4. Add your note into Induction — Click Add comment — Add your note — Click on Add Comments — Click
Close

Add your comments below [

Eff at renewal (12/10/2020) updated address to-
10521 Edgewater Dr. ~ Update Withdraw || Decline || LostOppt
Cleveland, OH 44102-3364
Mo change in county W |
—— Endorsement is no* neededl .
|
) o] (o) R |
——
/4
I N

Eff at renewal updated address to:

No change in county
Endorsement is not needed

**%* |f there is a change to the county you will need to rerate the policy
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****|f the premium changed and we did NOT receive a RTB you will need to send an updated auto
renewal quote or renewal quote to the agent and let them know due to the county change the premium
changed. Attached the renewal quote to the Renewal file in Induction and add a note — See doc ID

address change at renewal. County change to: Sent a revised auto renewal / or
quote

****|f the premium changed and we DID received a RTB — send an email the underwriter to see if they
want to honor the previous renewal quote or to send a revised quote.

5. If this is an Agency bill you will PIF the task (remember no endorsement is needed)

-

e Put In File {PIF) Please check if document need to be PIFed
:I UW Action Needed ] Piease check if UW Actions needed
CF Action Needed D Please check if CF Actions needed
Account Type
Risk Retention Group [

SME Information v | SME Mass Update | Withdraw || Decline || Lostoppty |

Madden Judy AUW SME (11/08/2020 17:20:06 )
Eff 01/17/2020 updated the firm's address to:

10521 Edgewater Dr.

Cleveland, OH 44102-5364

Mo change in county or premium

Update || complete | [ Retease | [ close | [Question|

Go to maintain docs — click on the RN file

Add comment:

SeedocID___ -updated address

Copy your notes in induction — click ad comment — click close

Question to the Audit pool — Peer Review — click Go
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