Firm Name Change:

Copy the Policy Number from the Firm Name Change Task and enter into Maintain Docs — Check if the task is

a duplication
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Once confirmed that there are no duplicates continue the steps below. Look at the firm's new letterhead and
verify the address & phone numbers in
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January 3, 2023

Jeanne Gustke

Executive Vice President

RJW Professional Insurance Services
PO Box 14765

Oakland, CA 94614

RE: RUSSO & PRINCE, LLP

Dear Ms. Gustke:

Az discussed by email, this letter shall serve to confirm that our firm name will be changed
to RUSS0O, ELMS, ROBERTS, LLP effective January 1, 2023. Our old email address is
stil  active, but you may wuse my new email address going forward:
srussof@rerfamilyiaw com. Please see letterhead enclosed.

Thank you for your assistance.

Very truly yours,

LAW OFFICES OF RUSSO & PRINCE, LLP

Sarah B. Rysso
Attomey at Law



We must have an effective before updating all systems. Check that the effective date of change is provided

RE: RUSS0 & PRINCE, LLP

Dear Ms. Gustke:

As discussed by email, this letter shal-s
to RUSSO, ELMS, ROBERTS, (LP eﬂ’ectlve .Ianuary
still  active, but you may 3 4
srussof@rerfamilvlaw.com. Please see Ielterhead endosed

rsur firm name will be changed
2023 Dwr old email address is
2 address going forward:

Thank you for your assistance.
Very truly yours,
LAW OFFICES OF RUSSO & PRINCE, LLP

Sarah B. Rysso
Attomey at Law

***|f the Effective Date of Change is not provided - Email the agent and request the effective date of
the firm change name (we do not need an effective date for phone numbers).

EX:

FW: Name Change - Russo & Prince - Message (HTML)

Message Insert Options Format Text Review Mimecast Nuance PDF Q Tell me what you want to do.
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Subject  |FW: Name Change - Russo & Prince

Russo Name Change.pdf  _

Attached
106 KB

Good Morning Jeanne,
| hope you had a great weekend! ©

We received the updated Letterhead for this firm's name change, can you get us an effective date of the change for
the endorsement?

Thanks so much and look forward to hearing back from you!

Talia Leos

Associate Underwriter - AttPro
Richardson, TX Division

MedPro Group

Office: 1-214-220-7528

Talia Leos@attorneyprotective.com
medpro.com

From: |eannegustke@rlwprolnsurance com <jeannegustke@rjwproinsurance.com>

Go to the Task in Induction — Attach the email sent to the DP to the file
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Add comment: "EM DP requesting the effective date of the firm name change"

Add your commente below

EM DOP requesting the effective datz of the firm nams change

| [oancar | [[omas |

Under the 'Followup Date' box insert the date 1 week from today's date

***|f you do not hear back with the effective date within the week: follow up with the DP and repeat
twice until you receive the effective date of the firm name change. If no response after the 3™ Follow-

up add note no response from the DP and push the task to the AUW Customer Pool.

Recelved Date

Policy Efective Date
Adustmant Effective Dats
Faollowup Data

Read the body of the email and/or letterhead for additional information such as change in AOPs, number of

attorneys, etc.

***|f there are other changes to the policy that need to be made: Email the agent for additional
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information or attach to the renewal file and forward to the UW.

Locate the policy number in - copy the existing firm name and scroll down to Predecessor Firms —
Click on edit and paste the old firm name and add date of dissolved (Effective Date of Change) — click update

Predecessor Firms:

Law Offices of Russo & Prince

01/2021

Edit

Edit

Firm Information:

* Name of Fir

* Date Formed: * Date Dissolve

# of Attorneys: | |

* Indicates required field

5 01/2021

% of Assets: | |% of Liabilities: |




Update the firm's name with the new name

Business Information: |

Firm Name: |Russo, Elms, Roberts, LLP  |)Suite: [230 |
isrcllereet:ss: |1 Harbor Ctr | City: |5ui5un City |
State: lca | zip code: [94585-2427 |

County:  Solano | usiness Fax: (N EIATECN
Phomes retsiol
Phone: (707) 427-6777 Attorneys 6 |

Email: leslieprince@russoandprince|

Go to Oasis: Click the Policy Actions drop down window — select Policy Change
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Policy Type: Att F| Transaction v

Status: Activ] View Non Premium

Exp Date: 09/1 IBNR Inactive Window

Issue State: CA
Ren Rsn:

In the Pop up window: Add the Effective date - In the Endorsement drop down window, select Chg
Name/Address - Add in the Comment Box: "Eff MM/DD/YYYY Updated firm’s name" — click OK

Endorse Policy |1 Print | | Heip |
[Z) Endorsement Information E
Effective: |I]1.fl]1.f2l]23 |[:a _

Accounting: 02/28/2023
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Click on the Firm's name under 'Pol Admin' — In the pop up window click 'Go To Client'

—» Pol Admin: Law Offices of Russo & Prince, LLP

Issue Co. National Lisbility and Fire (AfiPro)
Producen'fgency: RJW Professional Insurance Services
Sub-ProduceriAgent:

Select Term: | 00/14/2022 - 09/14/2023 V|

In the Pop up window, add the firm's new name under the Organization Name and Long Name box — click on
Save Changes — Click on Refresh

Organization: Russo, Elms, Roberts, LLP of [Files ™ « Back to Entity List | | Print | |

Summary -— Demographic — Background — Relation — Vendor — Prior Carrier Agent

[ Client
Client Type: Organization Discarded: D

Chent ID: 0001241034 O'ﬁa"me"_ [Russo. Eims. Roberts, LLP | Long Name: | Russo. Elms, Roberts, LLP
N E—
e[ TIN Verified: [] Default: [-SELECT- ¥
sswe[ SSM Verified: [] Tax Info Effective Dt: i
S I
10
EMail AddreSS 1 clieprince@russoandpr] o EMaiAddress2:[ ok Marketing Opt-Dut: []
Insured Sinca: [08/14/2017 i Lozs Free: (081142017 m Ins Co. Bus Segment URL: [wwwrussoandprince.cor
) . Codes: . = =

Legacy ID: [LPL_T3LPL101310-4_0
HIGN: LegalMName:[ ]

—
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[Z] Name History

Click on Background — select 'Predecessor Firm'

Organization: Russo, Elms, Roberts, LLP f |Files

Summary — Demographic -— Background — Relation — Vendor
Certification

License

Client Type: Organization mﬁ: []

[Z] Client

Chent I0- 3001241034 Organization g, ccn Fims
Name:




Click on Add — Add the Firm's old name — add the Effective date of change — click save — click refresh — Close
out of the window

Search Add Person Add Organization

Organization: Russo, Elms, Roberts, LLP o [Files | « Back to Enfify List

Summary — Demographic — Background =| Relation — WVendor — Prior Carrier Agent
Predecessor Firm for Russo, Elms, Roberts, LLP

\Qiredecessor Firm List
Add Delete

2 records, Page 1 of 1

1 Law Offices of Russo & Prince 010172021 01017300
O Law Offices of Russo & Prince. LLP 010172023 07300
(& Detail \
Predecessor Firm Name: [Law Offices of Russo & Prince ®|
————— Effective Date: [01/01:2021 2| Expiration Diate: [01/01/2000 iz
— —
Refresh [ Save )
~ —

Click close on the Policy Admin window — click rate (rate should not change) — click OK okay on the pop up
window — click save WIP (*Note: you may have to select Save WIP x2 — until you see the firm's name actively
change next to the 'Pol Admin:'
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x2

Pol Admin: Busso. Elms. Roberts, LLP <
Issue Co. Mational Liability and Fire (AttPro)
Froducer/Agency: RJW Professional Insurance Services
Sub-Producer/Agent:

Select Term: | 09/14/2022 - 09/14/2023 V|




Go back to Induction and add the Comment:
"Effective (date of change) changed firm name to: (New Name)
Add as pred firm: (Old Name)
No change in premium"

Click on Add comments — click close

EX:
ERf 01/01/2025 changed firmn name tor Russo. Elms, Roberts, LLP
Mew name of firm: Russo, Elms, Roberts, LLP
Add a5 pred firmmLaw Offices of Russo & Prince, LLP
Comment The ald firm name:Law Cffices of Russo & Prnce, LLP

Mo change in premium

updse | | Deme | [ msckromdesng | | amscnpocomone | | ciose | [ maex |




Go to the Policies folder under the G drive — find the Firm Name-Address endorsement and fill out with:
1. Policy number
3. Effective date the change

5. _ (the firm's old name - ***If there are multiple pred firms - list them all on the
endorsement)

Save under the old firm’s name

LP101310 Law Offices of Russo & Prince, LLP £1.01.2023 NLF_ATY-1017-00-0116 - Firm Name_Address [Compatibility Mode] - Word

ings Review  View  OnBase Muance PDF "-';,'-" Tell me what you want to do..
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Paragraph Styles
Issuing Company:
National Liability & Fire Insurance Company
Stamford, Connecticut
CHANGE ENDORSEMENT
Forming Part of Policy No.:  LP101310
First Named Insured: Law Offices of Russo & Prince, LLP

Effective Date of Endorsement: 01/01/2023 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 name and/or address in the Dedarations has been amended to
reflect the following:

ITEM1 | NAMED INSURED:  Russo, Elms, Roberts, LLP
~ ADDRESS: 1 Harbor Ctr, Suite 230
” Suisun City, CA 94585-2427

ITEM 2 | PREDECESSOR FIRMS: Law Offices of Russo & Prince
—> Law Offices of Russo & Prince, LLP

Go to Induction & Forward task to the Audit SME pool

ﬁ Question Reasons - Profile 1 - Microsoft Edge = O >

e | 5] https:/fimaging.medpro.com/Imaging/questionReason.do? &,

Question Reasons

— | oy GrrEE
Ham

T Changs
Effeciive DaterPolicy Period Discrepancy
Reason  |Mesd fo Afach Document

Other ~ «—

Endorsement ready in 2023 MLF folder

Comments

Ly & Cm]




