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The Request Policy Change feature is available to certain agents from the Policy 
Details page. Agents can use this feature to submit a change request for the policy 
currently being viewed. 
 
Agents may submit requests for basic endorsement changes, including:

•	 Adding, removing, or updating mortgagees, loss payees, and lienholders
•	 Modifying billing plans
•	 Correcting policy information
•	 Updating mailing addresses
•	 Adding, removing, or changing vehicles

The request is sent to a shared mailbox monitored by the Underwriting team.

Submit a Policy Change Request

1.	 From the Policy Details page, select Request Policy 
Change.

2.	 On the Request Policy Change form, complete the 
following steps:

a.	 Select a change type from the Type of Change 
Request drop-down menu.

b.	 Enter the requested changes in the Policy 
Change Request Details text box.

c.	 Upload any supporting documents, if applicable.

d.	 Select Send me a copy of this communication 
to receive a copy of the request.

Note: The Type of Change Request drop-down menu is not available for every business unit. 
If the menu does not appear, use the Policy Change Request Details text box to describe the 
requested changes.

3.	 When finished, select Submit Request.


