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Claim Reporting Procedures
	1.0 Purpose

	To standardize claim reporting procedures.

	2.0 Scope

	Applies to all employees and independent producers of Atlas.

	3.0 Policy and Procedures

	Policy: Direct reporting is Atlas’ preferred method of claim reporting since it expedites carrier notification and an adjuster assignment.  Atlas’ Claim Consultants will assist the insured if problems arise in the claim reporting process or if direct reporting is unavailable.  
Step One:  Determine if Direct Reporting to Carrier is available. One purpose of direct reporting is to get the insured in touch with a company adjuster as soon as possible.  (Refer to Claims Directory).  If yes, proceed to Step Two.  If no, proceed to Step Three.

Step Two:  Direct Reporting to Carrier:

· Provide claimant and insured with Carrier claim reporting contact information (Refer to Claims Directory).

· Producers have the option of taking the information from the claimant/insured and reporting the claim to the carriers.

· Tell the claimant or insured to contact you if they don’t hear from the insurance company.

Step Three:  NON Direct Reporting to Carrier:
· Take claim information using Accord form and submit the claim to the carrier (Refer to Claims Directory).

· Refer claimant or insured to Atlas’ Claims Consultants for assistance if any problems arise in the handling of the claim by the insurance company adjuster.

	4.0 Exemptions

	No exemptions.

	5.0 Effective Date

	10/7/03

	6.0 Policy Revisions

	Atlas retains the right to make revisions and changes to this policy at any time.
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