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Introduction

The Acturis software house has been updated to incorporate our latest Zurich 
proposition which provides quality, comprehensive cover at a competitive price.

Available products:

• Car Solutions: our core product available at 3 commission variants. It incorporates enhanced benefits 
when comprehensive cover is selected, including Uninsured Loss Recovery and Roadside Assistance.

• Car Solutions PLUS: A comprehensive-only restricted acceptance product designed to be competitive for 
drivers aged 40 to 75, who have a good driving record. It incorporates the usual Car Solutions benefits 
with the addition of Homecall.

• Car Insurance: For Intermediaries who source their own Uninsured Loss Recovery and Roadside 
Assistance services we can offer access to our Car Insurance product which excludes these covers but 
offers all of the other Car Solutions benefits.

• Car Insurance 40: A comprehensive-only restricted acceptance product designed to be competitive for 
drivers aged 40 to 75, who have a good driving record. It incorporates the usual Car Insurance benefits.
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Quotations
We have made significant enhancements to our products within the Acturis 
system, which will remove the need to process business manually.

Once the client’s information has been entered into the system, it will return 
one of four possible outcomes:

• Quoted Premium

• Refer with Premium

• Refer without Premium

• Decline message with no premium quoted.

Quoted Premium
This means that the risk can be accepted in the normal manner and cover 
granted, provided that the client meets any additional criteria specified in 
the notes section.

Provided that accurate risk information is entered into the system, quoted 
premiums and underwriting acceptance are guaranteed for a period of 30 days.
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Refer with Premium
Your Acturis system will generate a premium in ‘quotes received’ and warn that the risk requires referral. This is shown in the image below:

Refer risks are not normally acceptable and will only be considered in the 
following circumstances:

• The screen premium is competitive and,

• Client is a longstanding Zurich client* or direct family member, or

• Client is longstanding client of the intermediary*

Or

• The risk is being written as part of an Altitude transfer deal

*usually minimum of 3 years

If you receive a referral message, please contact the Zurich Helpdesk on  
0800 026 1771 (charged at local rate) with details of the referral codes 
(which can be obtained by clicking the ‘rating notes’ button within the  
risk details screen). 

You will also need to give details of the Zurich screen premium and the  
existing insurer renewal premium if the risk is being transferred to us as  
part of an Altitude transfer deal.

You may be requested to obtain additional information or the referral may  
be redirected to one of our senior underwriters, depending on the nature  
of the referral.
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Refer without Premium
Your Acturis system will generate a £99,999.00 premium in ‘quote received,’  
this is shown in the image below:

These risks are usually unacceptable and will only be considered in the  
following circumstances:

• The client has been insured with Zurich for a minimum of 5 years or

• The risk is being transferred as part of an Altitude whole account transfer deal.

If your system returns a £99,999.00 premium and the risk meets this criteria, 
please contact our Helpdesk on 0800 026 1771 with details of the referral codes 
(which can be obtained by clicking on the ‘rating notes’ button within the risk 
details screen) and details of any additional information we may require to 
consider the risk.

You will then be asked to fax or email a copy of the quotation to us including the 
premium breakdown, with the additional information so that it may be considered 
by one of our senior underwriters. Please ensure that the referral reference is 
clearly noted on the fax or email. If the risk is being transferred to us as part of an 
Altitude transfer deal, you will also need to supply the existing Insurer renewal 
premium, as this will be recorded as part of our internal audit process.

A Zurich Underwriter will contact you within one working day.
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Decline
Your Acturis system will not return a premium and will generate a ‘Decline message’, this is shown in the image below:

The reason for the ‘Decline’ can be obtained by clicking the ‘rating notes’ button within the risk details screen.

These risks are unacceptable to Zurich and a quotation cannot be offered.
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Processing a New Business Referral
Provided that the risk meets our criteria for acceptance, we will provide a 
unique authorisation code and confirm the agreed premium (not including 
add-ons), which applies to the individual quotation only. 

Please let us know at the time of a ‘Refer without Premium’ whether the 
customer wants the quote to include no claims discount protection. If the 
risk is accepted, we will provide you with the cost of protection and you will 
need to enter this into your Acturis system when processing the override to 
ensure the customer receives accurate documentation.

If there are any changes to the risk or premium to be quoted after the initial 
referral, then you must contact our Helpdesk on 0800 026 1771 to obtain 
a revised authorisation code.

To process the referral, open the quotation in the Contact Module.

If necessary, details of the referral reason can be accessed via ‘rating notes’.

This will then generate a pop-up box, in which the authorisation code should be entered. 
You should then select the ‘Resubmit’ button.

The quotation status will have now changed to ‘obtained’ in the left hand pane. 

This will then allow you to process the risk via FCEDI in the normal manner. It is essential that 
the authorisation code is input correctly as it is validated in our systems. If we receive a risk 
without this information you will be contacted and you may be instructed to replace the risk.

From ‘Main Details’ screen click on the ‘Authorise Refer’ button.
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Overriding a Premium
If you are processing a ‘Refer without Premium’ risk or we 
have agreed a rate lower than the screen rate (i.e. as risk is 
being transferred as part of an Altitude deal) then you will 
need to override the premium, including the cost to include 
any no claims discount protection granted.

This is completed via ‘Rating Details’ screen using the  
‘Target Calculator’ option.

Complete the fields in the ‘Target Calculator’

1. Input the agreed premium

2. Select ‘Premium Override’

3. Input the authorisation code (this is the same  
code obtained for the underwriting referral)

Select ’Calculate’ and this will now display 
the agreed premium.

If correct then select ‘Apply’.
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If the risk includes no claims discount protection, you will need 
to override the calculated figure with the cost of protection.  
To do this you need to override the amount shown in the 
’Rating Notes’ screen.

This will then allow you to process the risk via FCEDI in the 
normal manner. It is essential that the authorisation code is 
input correctly as it is validated in our systems. If we receive  
a risk without this information you will be contacted, and  
may be instructed to replace the risk.
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Mid-term Adjustments
Your Acturis system calculates mid-term adjustment (MTA) premiums  
by comparing the ‘old’ and ‘new’ risks.

If the new risk generates a ‘referral’ this will be identified on both the 
title bar and the status box.

To obtain the reason referral click on ‘risk details’. Then select the ‘rating notes’ button.

The reason for referral will be displayed and this information will be required by 
our Helpdesk to consider the referral. (Subject to the criteria detailed on page 5  
of this guide.)
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Referral Codes 25 & 26
These codes indicate that your Acturis system is unable to calculate the relevant 
additional/return premium (AP/RP) automatically. As part of the referral process  
you will be asked by our Helpdesk staff to supply the ‘MTA New Premium’ 
indicated within the rating notes.

If referral code 26 is displayed this means that the ‘new risk’ generates a ‘refer  
without premium’ status and is normally unacceptable. The risk will only be  
considered if the risk meets the criteria detailed on page 6 of this guide.

If our Helpdesk agree an AP/RP that differs from that calculated by the Acturis  
system, then this should be overridden using the premium override option.

Click on premium summary and select adjustment from the premium override 
dropdown box.

Enter the AP/RP amount and the authorisation code provided by the helpdesk.

Click calculate and apply.

Providing the risk meets our criteria for acceptance, we will provide a unique 
authorisation code which should be entered into your system accordingly 
(refer to page 8 for details) to allow you to accept the amendment to the policy 
in the normal manner. 

Important
In exceptional cases you may be required to override an additional premium, 
with a return premium and vice versa. In these circumstances, the initial 
adjustment should be processed at nil AP/RP and then a subsequent adjustment 
should be processed to apply the correct AP/RP. In this instance, only documents 
showing the correct AP/RP amount should be issued to the customer.
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Policy Add-Ons
The Zurich Add-Ons options are available under the Zurich Solutions products for 
Comprehensive cover only.

† System will automatically apply IPT at current HMRC rates (in addition to the 
prices quoted above).

*Included in standard product.

The options can be added via the Risk Details screen below after the product  
has been selected and added to the Client Tree.

Once an option has been added to the quotation, it will show as ‘Risk Updated’ 
and within the risk details the ‘Additional Covers’ options will be displayed.

Product Option Retail Price†

Car Solutions

Roadside Assistance* Included

Homecall Service £21

Nationwide Breakdown £38

European Breakdown £50

Homecall Service &  
Nationwide Breakdown

£59

Homecall Service, Nationwide 
Breakdown & European 
Breakdown

£75

Car Solutions PLUS

Roadside Assistance* Included

Homecall Service* Included

Nationwide Breakdown £38

European Breakdown £50

Nationwide Breakdown & 
European Breakdown

£75
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Processing company car NCD*
Our products are programmed to reflect the claim-free driving experience  
gained whilst having sole use of a company car for both business and social 
domestic purposes.

To access this discount complete the questions shown below (questions shown 
here use the proposal form view):

*subject to qualifying criteria.

Provided that the risk meets our eligibility criteria then the product will apply 
a discount equivalent to the number of full years since the last fault claim (or 
non-fault claim if the NCD was not allowed) up to a maximum of 5 years NCD.

Written evidence of No Claims Discount from the previous Insurer or from the 
policyholder’s employer must be received within 30 days of the inception of the 
policy and retained with your records so that it is available for audit.

Processing second car NCD*
When a customer purchases a second or subsequent vehicle, we will reflect the 
claim free driving experience gained in the principal vehicle*. To access this 
discount, enter the NCD years applicable to the principal vehicle and select 
‘Second Car’ from the ‘NCB type’ drop down list:

*subject to qualifying criteria.

Provided that the risk meets our eligibility criteria, the product will apply a discount 
equivalent to the number of full years since the last fault claim (or non-fault claim if 
the NCD was not allowed) up to a maximum of 5 years NCD.
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Cancellations
All cancellations should be processed on your system, which will show you any 
return premium due to the client. 

There is no longer a requirement for the policyholder to return the certificate or 
complete a lost certificate declaration or electronic declaration of surrender in the 
event of policy cancellation. Nor will return of premium be conditional upon the 
return of the certificate or completion of the relevant declaration.  

This change only applies to cancellations which are effective on or after 30th June 
2015. For any cancellation effective prior to 30th June 2015 it will still be a 
requirement that the certificate is returned or the appropriate declaration made. 

It is crucial that the Motor Insurance Database is updated in a timely manner to 
ensure the status of the policy is correctly stated. 

If there is a claim under the policy, a refund will only be issued if we have made  
a full recovery of our outlay from the third party. 

If a customer is paying their premium by instalments and a claim has been made 
under the policy, they must pay the balance of the full premium. 

We may cancel a policy by providing 7 days notice to the policyholder’s last 
known address. Please refer to Condition 5 of the policy document.

Charges
Refer to the cancellation section of the policy wording.

Discounts 
New business discounts are only available to members of our Broker Alliance 
Programme or brokers with Altitude arrangements.

If you would like to discuss how to become involved please speak to your  
Account Executive.

Renewals
Price increases are mitigated for existing customers by a capping process, which 
ensures that profitable customers whose risk details have not changed are not 
adversely affected by large increases in premium.

Renewal discounts are not normally available. 

No Claims Discount Protection
Your Acturis system will allow the addition of no claims discount protection for 
eligible customers. 

Where no claims discount protection is granted, the required regulatory no claims 
discount information schedule will be produced by your Acturis system.

No claims discount protection is only available at new business and renewal, therefore 
this information is not displayed for MTA transactions.

At renewal, if the only change is to remove no claims discount protection and the 
calculated figure is lower than the cost previously quoted, please call us to obtain an 
override code to correct the premium.

Temporary Changes
Temporary changes are not supported by your Acturis system and you must contact 
our Helpdesk on 0800 026 1771 to confirm that the change is acceptable to us and 
to confirm the charge that will be required before any cover is issued.

Once we have agreed to offer cover, a cover note must always be issued and noted 
with the relevant premium. However, this will only need to be forwarded to us  
upon request.

Vehicles
Modifications
Your Acturis quotation system supports vehicle modifications. Any change to the 
vehicle manufacturer’s standard specification must be declared.

Vehicles with extensive cosmetic modifications or performance modifications are not 
normally acceptable and should be placed with an appropriate non-standard carrier.

Vans and Pickups
Your Acturis quotation system will quote for car-derived vans and dual cab pick ups 
provided that use is restricted to Social Domestic and Pleasure use.

Panel vans (such as Ford Transit) that have been adapted to cater for persons with  
a disability will also normally be acceptable. The value of any modifications must be 
included in the overall value of the vehicle.

Other Information
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Monthly Payment Option
Eazipay Monthly Instalment Plan
Regulated by the Consumer Credit Act 1974 (Representative APR 22.5%).

Monthly payments are collected from the Policyholder’s bank or building society 
account by Direct Debit.

To qualify the policyholder must not have

• Been declared bankrupt

• Entered into an Individual Voluntary Arrangement (IVA)

• Had any County Court Judgments (CCJ’s) within the last six years.

They must be at least 18 years old, have a bank or building society account that 
permits Direct Debits to be charged (if in any doubt, please check).

We will aim to collect the first instalment due from the Policyholders nominated 
bank account by Direct Debit within 10 days of the policy cover commencing.  
Thereafter we will collect the remaining premiums at monthly intervals by  
Direct Debit.

If the Insurer option is selected Direct Debit instructions should be completed on 
screen with the customer at point of sale.

Upon receipt of the new business EDI message, a payment calendar will be issued 
to the Policyholder confirming the amount and date of all instalments before the 
account is debited.
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Document Issue
When a client accepts a quotation, your system will print the  
New Business documentation, which you should issue to the client 
together with a current Zurich Policy booklet from your supplies. 
A copy of the Statement of Facts should be retained by yourself  
for a minimum period of three years from the inception date.

Once you have transmitted the policy details to us via EDI and  
where our instalments facility has been requested, a payment 
calendar will be issued by us and sent directly to the client.

Point of Sale Documentation
New Business
1. Proposal Form
2. Summary of Cover
3. Policy Schedule
4. Policy Wording
5. Certificate of Motor Insurance
6. Cover Note
7. No Claims Discount Protection Schedule (where granted)

Mid-term adjustments
1. Certificate of Motor Insurance
2. Policy Schedule
3. Cover Note
4. Statement of Facts

Renewal
1. Notice of Renewal
2. Renewal Confirmation Schedule
3. Certificate of Motor Insurance
4. Cover Note
5. Statement of Facts
6. No Claims Discount Protection Schedule (where granted)

Systems and Documentation
System Upkeep and Maintenance
These instructions should be read in conjunction with those provided by your Software provider.

Zurich will send a daily claims notification report. When this report is received you must enter 
the claim into your Acturis system using the ‘Add Claims’ facility on the claims screen. If the 
claims are not loaded into the risk details onto your system at renewal, there may be a 
miscalculation of Underwriting terms when the renewal is confirmed.

System Failures
Manual cover notes must not be issued for any New Business Full Cycle policies.

In the event of a system failure, a manual cover note may be issued for a permanent adjustment. 
Should you suffer a system failure, this should be reported to your software house provider.

Alterations of the System or Agency Details
Any alterations that may affect the operation of your Full Cycle system, such as alterations  
to client reference numbers, changes to your software house provider or internal restructuring 
(for agents with more than one branch) should be advised immediately to our Helpdesk on  
0800 026 1771.

They will be able to advise you on the potential effects the changes may have.

Auditing, Security and Updates
It is your responsibility to keep all the information provided to Zurich safe. This information  
should only be available to those staff who have the appropriate authority.

You must ensure that access to your system is password controlled and that your system is 
secure before leaving your premises.

Audit reports should be run in accordance with the guidelines set out by your software provider. 
All reports relating to Zurich Full Cycle policies should be retained for a period of 12 months.  
We do not require these reports to be sent to us, but we may periodically request specific 
reports for auditing purposes.
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