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Your agency is required to maintain an underwriting file on all policies including those issued through the Travelers’ Systems.  The 

information in the underwriting file must be consistent with the terms and conditions of the issued policy.  The checklist below is a 

summary of the underwriting file content requirements.  Refer to the Select Accounts Agency Compliance Requirements and Best 

Practices for full details. 

 
The requirements set forth in this document and in the Select Accounts Agency Compliance Requirements (“Best Practices”) are not a 
comprehensive listing of state-specific legal documentation retention requirements applicable to your agency.  Please consult your legal 
counsel for more information on state-specific requirements. 
 
❑ Application or Proposal 

• Properly executed applications may include, but are not limited to ACORD applications, or equivalent proprietary agency 
applications and must accurately represent the risk and be consistent with the terms and conditions of the policy as issued. 
Please note where required, the insured and producer’s signature, notarization, fraud statements and other state required 
disclosures and forms must also be included.   

• Properly executed and signed Travelers’s proprietary proposal.  Please note for the automobile policies, in addition to a 
properly executed and signed Travelers’s proprietary proposal, underwriting files must include the following: 

Vehicle list: 
✓  Year, make and model 
✓  Vehicle Identification Number 
✓  Garaging address 

 
A current drivers list for all employees with regular driving duties (including regular non-owned autos): 
✓  Driver name 
✓  Date of Birth 
✓  License Number 
✓  License State 

 

❑ Loss History 

• Loss information for the time frame stated in Travelers’ Systems must be submitted when issuing a policy. This information is 
essential to ensure proper pricing and eligibility of the policy. 

• Loss runs, completed loss section of the application, or signed no-loss statements/letter must be secured prior to policy 
issuance and maintained in your file 

• Please specify on the application/proposal if insured is a new venture with no loss history 
 

❑ Endorsement Requests 

• Correspondence or documentation related to deviations between the application and policy issued, including endorsements or 
modifications to the policy since it was first issued 

❑ Selection/Rejection/Signatory Forms (available in For Agents 
→Quote & Issue→Supporting Tools→Policy Forms Library) 

• Uninsured/Underinsured Motorists Coverage (UM/UIM) Selection/Rejection Form--when limits are not equal to the Auto liability 
limit or coverage is rejected (Travelers proprietary supplementary application required) 

• Personal Injury Protection (PIP)/No Fault / Medical Payments Coverage (Med-Pay) Form--when options other than  
defaults are exercised by the insured (Travelers proprietary supplemental application required) 

• Workers Compensation Coverage Election Form or State-required form completed and signed by each party making a 
  coverage election. Where state statutes are silent as to the notification of a coverage election, Travelers Form 
  WUNN1G12 may be used to document elections 

• CyberFirst Essentials notice of defense expenses within limits of insurance and deductible 

• Employment Practices Liability+ notice of defense expenses within limits of insurance 
 
❑ Documentation justifying the use of rating modifications, including but not limited to Risk Characteristic Modifications and 

experience/merit rating modifications input/applied to a policy 
 

❑ Documentation required to comply with all applicable local, state, or federal laws or regulations 

https://foragents.travelers.com/lscontent/iw-documents/business/small-bus/agent/select-acc-best-practices.pdf
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