
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  

 

 

 

***If there is a duplicate task in Maintain Docs: copy the doc ID (in Maintain Docs) – Click Add 

Comment  

Add note "See Doc ID:                         - this is a duplicate  (Enter Twice) Will PIF" (as formatted below):  

EX:  

 

 

 

 

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 Database 

 

 



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

 

 

 

 

 

 

***If 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: 

 

 

 

 

 

 

 

 

 

 

 

 

Go to the Task in Induction – Attach the email sent to the DP to the file  

  

  

 



Add comment: "EM DP requesting the effective date of the firm name change"  

 

 

 

 

 

 

 

 

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

***If 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 3rd Follow-

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

 

 

 

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

attorneys, etc.  

***If there are other changes to the policy that need to be made: Email the agent for additional 

information or attach to the renewal file and forward to the UW. 

Locate the policy number in Database - 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  

 

 

  



Update the firm's name with the new name 

 

 

 

 

 

 

 

Go to Oasis: Click the Policy Actions drop down window – select Policy Change  

 

 

 

 

 

 

 

 

 

 

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 

 

 

 



Click on the Firm's name under 'Pol Admin' – In the pop up window click 'Go To Client'  

 

 

 

 

 

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 

Click on Background – select 'Predecessor Firm'  

 

  

 

 

 



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

out of the window   

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:'  

 

  

 

 

 

 

x2 



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: 

 

 

 

 

 

 



Go to the Policies folder under the G drive – find the Firm Name-Address endorsement and fill out with: 

1. Policy number  

2. First Named Insured (the firm’s old name)  

3. Effective date the change 

4. Item 1: Named Insured (the firm's new name and current address) 

5. Item 2: Pred Firms (the firm's old name - ***If there are multiple pred firms - list them all on the 

endorsement) 

Save under the old firm’s name  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Go to Induction & Forward task to the Audit SME pool 

 


