LLOYD’S - CARRIER BEST PRACTICE
Documents:
As a guide, the naming convention constructed within the name field of the IMR when documents are being loaded should:

· Be clear and concise as to the document loader and the recipient, named in an informative manner.
· Be allocated to the correct class transaction.
· Only relate to document formats detailed within the SP&P.

· Display the (created) document date for the document being loaded, which is not necessarily the original document date.

· Display the originating date of the document within the relating date fields.
Be aware that some Brokers are experiencing up to 24 hours delay when loading documents.
Note: Documents loaded via DRI are named according to the original document and the brokers

internal repositories or document management systems. It is accepted that brokers may already have

in place systems, processes and procedures that dictate naming conventions.

Signings:
The OSN&D is visible within the ‘market response’ tab of ECF and the ‘financials’ tab of ECF2. 

· Remember; No OSN&D, No ECF entry.

Contact Details:

· Ensure your full name, contact telephone number and email address are included on each transaction. 
· Providing your contact information i.e email address, within the 'public comments' field assists.
Handling queries:

There will only be notification to the Lead Agreement Party if the transaction is re-released triggering an event within CWT to CWS or carriers internal workflow.
· When a Lead Agreement Party enters a response of Query/Return and the broker wishes to deal with that query by providing the Lead Agreement Party with additional documentation; the broker may load the additional documents to the IMR under the same transaction.

· When a Lead Agreement Party enters a response of Query/Return but the query cannot be dealt with by simply providing additional documentation, the broker must act upon that query, and/or supply all new documentation, under an amended or replacement transaction. The Lead Agreement Party may then select a new response on the amended or replaced transaction.

· It should be noted that a lead cannot respond to a TR that has been loaded subsequent to a TR that remains in a queried status.

In the event of a query the leader / agreement party should in the first instance contact and liaise with the broker who will address, amend and re-submit the correction within an acceptable timeframe to all parties, if this amendment is not made the lead will “Query/Return” the transaction and request amendment by the broker. If the error is identified by the 2nd agreement party or XCS any liaison should occur with the lead and broker prior to a “Query/Return” submission.
Lead Reserves:
It is the leader’s role to instruct XCS clearly what indemnity and fee reserve it wishes to hold on each

claim. In order to achieve clarity the leader should always enter the required indemnity and fee

reserves in the ECF Lead Reserve fields unless the reserve advised by the broker is an indemnity
reserve only and the leader wishes to hold the same amount as an indemnity reserve and no fee

reserve. 
The leader should clearly state the indemnity and fee reserves to be held and for which currencies

(where there are multiple), within the private comments.

Note, therefore, that:

· if the leader only completes one of either of the ECF Leader’s indemnity or fee reserve fields, this will result in ambiguity as to the lead’s requirements, which may therefore lead to incorrect reserves being held;
· If there is no entry in either of the leader’s indemnity or fee reserve fields, XCS will enter 

the amount in the broker reserve field into the INDEMNITY reserve field on XCS CLASS, regardless of any indication in the documents as to whether that amount contains any fee reserve.
· Leaders’ reserves are visible to the other subscribing insurers on that claim (including XCS and experts who have been granted read only access to the UCR), but not by the broker, even if a “Query/Return” response is entered.
Responses & Comments:

· ‘Public Comments’ – Seen by agreement parties, XCS and the broker. Maximum number of lines per transaction is 15. This is for all agreement parties and not per agreement party. Refer to the line counter and warning message within ECF2.

· It is advisable to keep comments structured and factual. 

· ‘Private Comments’ – Only seen by agreement parties and XCS. Maximum number of lines per transaction is 15. This is for all agreement parties and not per agreement party. Refer to the line counter and warning message within ECF2.

· Comments private to the carriers and any instructions to XCS should be displayed within ‘private comments’ 
· If your comments in either field exceed the 15 line limit, you should remove them from the comment field, copy to a word document and attach to the IMR and relating transaction.

· Please advise in the comments field that  a document with comments should be referred to.

· If the document loaded is not to be seen by the broker please classify the document as ‘coverage’ which does not allow the broker to view.

SCM generation:

XCS are able to generate an SCM even if their response to the transaction is Query/Return; e.g. if

there is sufficient information to create an accurate reserve but the broker submission is clearly

incorrect (this does not necessarily mean that Managing Agents will receive an SCM for all Queried

transactions). However, when XCS enter a response of Seen/Action or Agree Pay; an SCM will

always be generated, even for those claims that in a paper environment would have been seen by

XCS but not advised in an SCM (e.g. precautionary advice).

Contacts:
· ECFUG – Lee Elliston – LMA – 020 7327 8340
· ECFBPG – Katherine Fraser – Talbot – 020 7390 5661
· ECF website – www.ecfinfo.com
