6.1

A B E D E | F G H | J K
Filing Customer Exp. Property Casualty
| 1 |Policy No. PSLA ID|Status Entry Date |ID Insured Name Eff. Date [Date Limit Limit Premium
2 |PLS4761522 253286]EN 11/7/2000 753|RESERVOIR AND FRAZIER STREET. LLC | 3/20/2000| 3/20/2001 1]
3 [SCOTITEST 745555(IN 6/23/2006 753|SCOTT WASSERMAN 3/3/2005| 3/3/2006 a
4 |TESTAPPKXR01 745556]IM 6/23/2006 753|JOHN SMITH 1/1/2004| 1/1/2007 1]
5 |VIEST1 745857]IN 6/23/2006 753]VIC LIM 6/6/2006| 6/6/2007 0
6 |SCOTITEST 745558|IN 6/23/2006 753|SCOTT WASSERMAN 3/3/2004| 3/3/2005 0
7 |SCOTITEST3 7456559|IN 6/23/2006 753|SCOTT 3/3/2004] 3/3/2005 1]
8 [VTEST2 745561]IN 6/23/2006 753|VIC LiM /6/2006| 6/6/2007 a
5 745960]IM 6/26/2006 753|VIC LiM 2006) 6/6/2007 1]
10 |TESTFR2 745961)IM 6/26/2006 753]VIC LIM 2006) 6/ 0
11 |TESTFIX 746584|IN 6/28/2006 753|VIC 2006 0
12 |APH01000040 ERIC | 746909|DR 753|BRAIN & JENMIFER BALL 2006 240.000 500.000) 1.236 00
13 746991|0R 753|JOSEPH ALTER 3/31/2006| 6/29/2008 5.000,000 6.843.00
14 TATT4T|CO T6/2008 753|RETEST DUPLICATE ERROR 6/6/2006| 6/6/2007 0
15 |TEST2 747748|IN 7/6/2006 753|TEST DUPLICATE POLICY ERROR 6/6/2006| 6/6/2007 0
16 |LITESTO1 748017]IN T/6/2006 753|SMITH J 1/1/2006| 1/1/2008 1]
7 750144|C0 7/13/2006 753|VIC 6/6/2006| 6/6/2007 1.110 11.110] 111000
18 | TESTO01 750192|0R T53|TEST COMPANY 2006) 7/13/2007 100.000 1.000.00
19 751347]IM 7/17/2006 753|TEST ERROR 23 NOT BILLABLE 2006) 6/6/2007 0
20 753797|IN 7/26/2006 753|TEST PR - VIC 6/6/2006| 6/6/2007 0
21 | TESTNEWPR. 753801]IN 7/26/2006 753|TEST NEW FILING UPLOAD PR 6/6/2006| 6/6/2007 1]
22 | TESTIMAGE3 755118]IN 7/31/2006 753|TEST IMAGE FROM MISSY 6/6/2006| 6/6/2007 a
23 TEST 757030|0R 783 1]
24 TEST11 761835]IM 8/21/2006 T53|TEST 6/6/2006| 6/6/2007 0
25 TESTTEXT 772304|DR 753|VIC 6/6/2006| 6/6/2007 1 0
4« » »|\SearchResults10-09-2007 1 < >

REVISIONS, ENDORSEMENTS, CANCELLATION, AND
INACTIVATION

Revise Filing
A submitted filing cannot be edited. If a submitting filing contains an error, the Revise Filing function
allows the user to submit a revised version of the filing to correct the error. Electronic Filing System

stores data from the Original Filing and data from Revised Filings.

The Revise Filing function uses the Affidavit Filing Form. All fields are editable. A common
example is adding a Policy Number to a filing after it was submitted with a Binder Number.

Revise Filing

1t Home signed in as Jane Doe [Jane.Doe@agencyname.com] ? Help

| Enter Updated Filing Information |

Pyl Pl sl =octatkion Customer ID| [0753 |PENNSYLVANIA SURPLUS LI
211 Welsh Pool Road, Suite 200

Exton, PA 19341

Policy Number || PXYX-1234

Binder Number

Customer Reference Number

Type of Filing (please select one): | 1609-SLL/1609-PR

REPORT OF TRAMSACTION WITH UNLICENSED INSURER(S) IN ACCORDANCE WITH SECTIONS 1604, 1606, 1608 AND 1609 OF ARTICLE XVI.
SURPLUS LINES. OF THE INSURANCE COMPANY LAW, ACT OF MAY 17, 1921, P.L. 682, NO. 284, A5 AMENDED

Refer to the section on Submit Original Filing for directions on completing the Affidavit Filing Form.

The Affidavit Filing Form is automatically populated with the current policy information. If the
Original Filing was previously revised, the Form will display the current revised information, not the
original information.

A PR image must be uploaded when a 1609-SLL/1609-PR filing is revised. If a filing was entered
prior to 1/1/2008 and is being revised to correct a discrepancy, a late fee may be applied.
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Cancel Policy Sign Out

f Home signed in as Jane Doe [Jane.Doe®@agencyname.com] on WEB01 ? Help
Trans |[EN| Entry Policy | Eff. | Exp. |Property|Casualty] PA | Policy ha "t"“ O b
ID  |No| Date pEs No Date | Date Limit | Limit |Prem.| Prem. ° ser =
| Acct.
! WXYZ- ; ! ; :
IBDGI&Ei |06-21-11|NW 1234 06-01-09(06-01-10| 100,000 1DD.DDOSDU.OO|1.UOU,00RS§ Jane.Doe@agencyname.com N/A)
Reference No. @ Cancellation Date @ 2
Returned PA Premium s[@ Revenue Recognition Date [@ 2
Returned Policy Premium 5[@ Returned Policy Tax 5[@
" Check here if this a Flat Cancel

Cancel Policy

These fields are read-only and are the selected policy’s current values.

Reference No: an optional alphanumeric field of up to 30 characters.

WIN|F | H#

Cancellation Effective Date: the date the policy was cancelled. The Cancellation
Effective Date must be before the Policy Expiration Date (e.g. cannot cancel a policy
after it expires). If

4 Returned PA Premium: the amount of PA Premium returned. Enter a positive number.
The amount of Returned PA Premium must be less than the current PA Premium.

5 Revenue Recognition Date: the date the returned premium will be recognized from a
tax reporting perspective.

6 Returned Policy Premium: the amount of Policy Premium returned. Enter a positive
number. The amount of Policy PA Premium must be less than the current Policy
Premium.

7 Returned Tax: a read-only field that calculates the amount of tax to be returned based
on the returned premium (PA Premium if the Policy Effective Date is before 7/1/2011 and
Policy Premium if the Policy Effective Date is after 6/30/2011).

The Cancel Policy page can be viewed at a later date. Use the “Search” function to find the filing,
select the filing, click on “View History”, and then click on the Trans ID for the cancellation.
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PSLA Cancel Policy Sign Out

f Home signed in as Jane Doe [Jane.Doe®agencyname.com] on WEB01 ? Help
Cancel Information | = ‘
Reference No. ICN 1 Cancellation Date I[J3_.f[]1_.f2[]10
Returned PA Premium gl 100.00 Revenue Recognition Date I[J3_.f[]1_.f2[]10
Returned Policy Premium 5| 200.00 Returned Policy Tax 5| 3.00
"' Check here if this a Flat Cancel

6.5 Inactivate Policy

The Inactivate Policy function allows an Agency to inactivate a filing that was mistakenly submitted.
The policy number of an inactivated policy will be deleted and may be reused on another policy.

e Note: asubmitted filing cannot be deleted. It can only be inactivated.

e Note: the Property Limit, Casualty Limit, Premium, and Tax will be set to $0 and the
information will be included on the PSLA monthly Statement of Account.

e Warning: the stamping fee is non-refundable and is not returned if a policy is

inactivated.
Inactivate Policy Sign Out
14 Home signed in as Jane Doe [Jane.Doe®agencyname.com] on WEB01 ? Help
| Current Policy Information | — |
PSLA ID [1146310 (1) Filing Type [1610-A
Customer ID & Name I(].'r’53 - PSLA TEST AGENCY Insured NameIACME MANUFACTURING
Policy Number IWXYZ-1234 Binder Number]
Policy Effective Date |(]E_Il]1_|’2009 Policy Expiration Date]l]ﬁf[)h’Z[HU
Location of Risk[123 STREET City, State Zip[CONSHOHOCKEN, PA 19428
Type of Coverage !Autu Physical Damage/Comme Stamping Fee]SSO.I]O
Property Limit[$100,000 Casualty Limit[$100,000
PA PremiumlS-dOB.UO Multi-state Risk]YES
Policy Premium[$300.00 Tax[512.00
Correctly Received Date|06/21/2011 Revenue Recognition Date [06/01/2009
4 . Sent
Trans |EN| Entry Policy | Eff. Exp. |PropertyCasualty PA | Policy AS to User ID D
ID |No| Date | "P°| No | Date | Date | Limit | Limit [Prem.| Prem. pent * =
T o fwavze | ﬁ I ! - )
1806168 06-21-11|NW 1234 06-01-0%/06-01-10, 100,000, 100,000 SUU.ﬂﬁi'I,DDD.UO_RS Jane.Doe@agencyname.com|N/A
180616951 06-21-11|CN 1234 06-01 -09I06-01-1U IUO,DOC" 100,000i400.wi SDU.UUiRS: Jane.Doe@aﬁencvname.ccmiN!A
I wxvz- L ' [ '
180617012 |06-21-11|RI 1234 06-01-09/06-01-10, 100,000, 100,000/400.00, 800.00RS Jane.Doe@agencyname.com N/A)
| | |
Reference No. @ Policy Effective Date KI_&) '7_‘(«
Revenue Recognition Date K‘_l) g
(®)Don't Inactivate Policy | (6)validate Inactivate Policy |

# Inactivate Policy

These fields are read-only and are the selected policy’s current values.
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2 Reference No: an optional alphanumeric field of up to 30 characters.

3 Policy Effective Date: the Policy Effective Date is the effective date of change for the
inactivation.
4 Revenue Recognition Date: inactivating a policy sets the premium to $0. Enter the

date the change in premium will be recognized from a tax reporting perspective.
Typically the date used is the Policy Effective Date.

5 Don’t Inactivate Policy: exit the page without inactivating the policy.

6 Validate Inactivate Policy: check data prior to inactivating the policy.

The Inactivate page can be viewed at a later date. Use the “Search” function to find the filing,
select the filing, click on “View History”, and then click on the Trans ID for the inactivation.

PSLA Inactivate Policy Sign Out

M Home signed in as Jane Doe [Jane.Doe®agencyname.com] on WEBD1 ? Help
Inactivate Information | =4 ‘
Reference Mo. |3 Policy Effective Date |06/01/2009

Revenue Recognition Date IUE_FUU'QUUQ

Close Window

6.6 Reinstate Policy

A cancelled or inactivated policy cannot be revised and an endorsement cannot be added to it. The
Reinstate Policy function allows an Agency to change the state of a filing from “Cancelled” to
“Reinstated” and from “Inactivated” to “Reinstated”. Reinstated policies may be revised and
endorsements may be submitted. Use the Search Display with Filing Status set to “Cancelled” or
“Inactivated” to find the policy to be reinstated.

¢ Note: submit an Endorsement after the filing is reinstated if any additional information is
changed with the reinstatement.
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o Tip! - Surplus Lines License numbers are required on the SLL Affidavit (regardless of
filing type) and Producer License numbers are required on the 1609-PR Affidavit.

By submitting any of the Affidavits, the Surplus Lines Licensee is declaring (among other
things) that, under the penalties provided for perjury, “all applicable provisions of Article XVI,
the Surplus Lines Law, of the Insurance Company Law (40 P.S. §991.1601 et seq.) and Title
31 Pa. Code, Chapter 124 have been or will be complied with.” As stated earlier within this
manual, the responsibility to meet the terms and conditions set forth within the Pennsylvania
Surplus Lines Law rests with the Surplus Lines Licensee alone.

Based on specific criteria pertaining to the coverage procured by the Surplus Lines Licensee,
there may be additional information and/or supplemental forms required for each placement.
Review the “Additional Filing Attachments and Forms” section of this manual to make sure
each filing submitted to PSLA is done accurately and completely as required. Failure to do
so can result in the return of the full filing to the Licensee for correction. (See the “Filing
Return Guidelines” section of this manual for more information.)

With respect to filing type “1609-SLL/1609-PR”, Surplus Lines Licensees (called
Wholesalers) who accept business from other Producers (called Retailers) must collect the
appropriate Producer Affidavit (1609-PR) within 30 days of the effective date. Surplus Lines
Licensees are reminded that when the Producer Affidavit has not been received in time for
the 45-day filing requirement (to PSLA), the Surplus Lines Licensee must indicate the Name
and Address of the Producer in question, rather than allow the filing to be late. See the
section on submitting a 1609-SLL filing but unable to obtain 1609-PR image.

Should an element of the placement (e.g. premium, limit, carrier, etc.) change after the filing
is submitted to PSLA the Licensee should revise the filing via EFS. See the section on

Revise Filing.

10.3 Special Filing Circumstances

Multi-year Placements

The premium reported on an annual filing must be for the full coverage period being reported
regardless of the collection arrangement (e.g. monthly or quarterly installments). In the case of
placements covering two or more years that are not prepaid, PSLA uses the process below to
maintain reporting integrity.

If you are submitting a placement with a coverage period of two or more years paid in annual
installments (e.g. a three year policy with annual premium installments) you should:

Submit the appropriate Affidavit(s) or reporting form reporting the full coverage period (3
years) and the first year's premium amount into EFS.

Submit an endorsement to PSLA at the one-year anniversary of the policy (recognizing the
second year’s premium amount).

Submit an endorsement to PSLA at the two-year anniversary of the policy (recognizing the
third year's premium amount).

No placement may be submitted to PSLA with a policy period beyond three years unless the
premium is fully prepaid.
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Extending Policy Periods

Placements for fewer than 12 months:

With many short-term risks, the policy period is usually 3 months or 6 months and is often extended
or renewed by an endorsement or renewal certificate.

In these cases, submit the usual filing by utilizing the appropriate declaration/affidavit(s) and include
the 3 or 6-month premium. Submit an endorsement against that original filing when it is extended.

If said placement reaches the end of the usual 12 months, then a new filing using updated effective
and expiration dates is required. You then again submit the appropriate declaration/affidavit(s) in
the following year(s). PSLA is not able to accept placements without an expiration date, (i.e., "until
cancelled" or "continuous".)

Single event situations where coverage is provided for one day, one week, one month, etc., simply
require the usual filing.

In cases where the insured returns requesting coverage for a further single event which requires a
separate policy, the Surplus Lines Licensee should treat this event as a separate filing with the
appropriate paperwork and a new Policy number. This will preclude any confusion on stamping fee
statements, data entry operations and data record keeping.

Annual Placements:

PSLA recognizes that Surplus Lines Licensees receive requests to extend policy periods for a
variety of reasons. PSLA will accept endorsements extending any policy period as an adjustment to
the original placement provided said extension is less than 12 months. Otherwise, it becomes a
new placement and is subject to a new filing and stamping fee.

10.4 Tax Exempt

Certain classes of business are exempt from the 3% surplus lines premium tax. The Department of
Revenue has determined that premiums charged the commonwealth and its political subdivisions
(counties, municipalities, school districts, etc.) are exempt from the tax.

This determination is made by the Department of Revenue and not the Insurance Department, and
certainly not PSLA. For clarification or additional information regarding the tax exempt status of a
particular placement, the Insured or the Insured's representative should obtain a determination from
the Department of Revenue, preferably in writing.

Once the placement is deemed tax exempt, then indicate "Tax Exempt" on the filing form.

Note: This is not a concern with regard to the stamping fee as all filings are subject to the stamping
fee.

10.5 Master Policies (other than Purchasing Groups)

Master Policies typically fall into two different categories — Insurable Interest Rests with the Master
Policy Member and Insurable Interest Rests with the Named Insured.
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Category A — Insurable Interest Rests with the Master Policy Member

Many master policies are created for associations or groups where the named insured does not
have an insurable interest, but rather, the member does. The example is a group or association of
individuals or businesses in the same field of endeavor who have a common coverage need to
solve an availability or cost problem. For situations where the insurable interest rests with the
member covered by the Master Policy:

¢ As each member chooses to engage in the master policy, file individual
placement(s)/declaration(s) for each member’s policy or certificate issued as part of the
master policy. Be sure to list the member’s unique policy or certificate number as the “Policy
No.” on the filing paperwork. This will ensure the filing is unique within our database (and will
not be returned as a duplicate filing).
o Example: Master Policy with 10 members = 10 filings (Important! — each filing must have
a unique policy or certificate number).

e All A/P and R/P activity is to be reported by way of filing copies of endorsements using the
individual member's policy or certificate number.

Category B — Insurable Interest Rests with the Named Insured

There are other master policies where the named insured does have the insurable interest.
Typically these are written for banks, finance companies, auto and trucking fleets, etc. These
placements are filed in a standard fashion as follows:

e Submit the usual declaration(s)/affidavits(s) pertaining to limits, coverage and premiums.

e As activity on the policy takes place, submit monthly reporting endorsements (referencing the
policy number submitted on the original filing).

e The monthly reporting endorsement should include a listing of name(s), address(es), effective
date(s), expiration date(s), premium(s), (pro-rated when applicable) and limit(s). The limit(s)
and premium(s) must be totaled using a net additional or return amount(s). These
transactions must be retained by the surplus lines licensee

We have noticed over the years that many master policies are issued with an effective date with no
expiration date (stating instead "continuous” or "until canceled"). This is unacceptable; an expiration
date must be provided or else the filing will be returned for correction.

Master Policies which are “continuous” for the Surplus Lines Licensee should be submitted to PSLA
with a one year Effective Date range of coverage (e.g. 12/01/2004 to 12/01/2005). The Surplus
Lines Licensee should refile as a renewal said placement at each annual anniversary.

10.6 Broker of Record Letter Transactions (BOR Letters)

A Broker of Record letter is used to transfer the handling of a specific account or policy placement
from one Surplus Lines Licensee to another. In most cases, this transfer takes place at the
expiration/renewal date of a policy and the "new" Licensee simply submits a filing to PSLA with
their Customer ID number.

In some cases, however, Licensees attempt to transfer an account/policy before the policy has
expired. This is referred to as a mid-term Broker of Record transaction. In the past, PSLA has tried
to accommodate these types of transactions. Our experience has taught us that this is actually
detrimental to the Surplus Lines Licensee and to our data reporting process. Therefore, starting in
May of 2005, PSLA will not accept mid-term Broker of Letter transactions.
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Our recommendation for those Licensees who insist on transferring an account prior to expiration of
the policy/policies is to cancel the existing policy and rewrite it as of the BOR Letter date, submitting
a complete new Filing to PSLA under the new Licensee’s Customer ID number. In this situation we
remind the new Surplus Lines Licensee that they are subject to and responsible for the same filing
requirements for the rewritten placement as the original Surplus Lines Licensee was when they
made the original filing (including the Stamping Fee). For example, if the filing type is a 1609-
SLL/1609-PR, the diligent search requirement and need for a 1609-PR affidavit, completed by the
Producer, is required.

This process will ensure that the Surplus Lines filing requirements and Surplus Lines Licensee
accountability is maintained. With this cancel/rewrite process, serious legal (the filing) and tax (tax
collection/remittance) issues are avoided

10.7 List of Validation Errors

No. | Error Name Description
1 Invalid Individual | The individual Surplus Lines license number is not valid. A license is
SL License considered valid as long as its status is active on or before 30 days after
the inception date of the policy. This is a warning error. The Electronic
Filing System will accept submittal but the error will be reported to PID.
2 Invalid Individual The individual is not associated with the selected Customer ID. This is a
Name for SL critical error that must be corrected prior to submittal
Agency
3 Missing or The name or signature is not readable or is missing. This error is caused
lllegible Individual | when an Internal User does not check the "SLL Individual Signature
SLL Name or Provided" box.
Signature
4 Missing Expiration | The expiration date is missing and must be filled in prior to submittal.
Date

5 Missing Location | The Location of Risk is missing and it must be filled in prior to submittal.

of Risk

6 Invalid Proposed | A proposed Policy Expiration Date (using the Endorsement or Revise Filing

Policy Expiration function) must be less than 12 months from the original Policy Expiration

Date Date. For example, if the Policy Expiration Date on the original filing is
6/1/2006 than it can only be extended to 5/31/2007. It cannot be extended
to 6/1/2007.

7 Missing Premium | The Premium amount must be entered prior to submittal. If Premium is
intentionally left at $0 the "Non-reporting" box must be checked before the
filing is submitted to avoid a validation error.

8 Out of Sequence | Endorsement numbers do not need to be continuous but they do need to

Endorsement be sequential from low to high. For example Endorsement Number 4 may
be entered directly after Endorsement Number 2 but can not be entered
after Endorsement Number 6.
9 Missing Policy The policy effective date is missing and must be filled in prior to submittal.
Effective Date
10 Invalid SL Agency | The agency Surplus Lines license number is not valid. A license is
License Number considered valid as long as its status is active on or before 30 days after
the inception date of the policy. This is a warning error. The Electronic
Filing System will accept submittal but the error will be reported to PID.
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No. | Error Name Description

11 Duplicate Policy A Policy Number with the same Effective Year under the same Customer
Number ID was previously submitted to PSLA. Please review the Policy that was

previously submitted.

12 Missing 1606-A: An explanation of why Non-admitted Insurers were used must be filled in
Explanation of prior to submittal.

Non-admitted
Coverage

13 The Coverage The coverage from Ineligible Insurers must be less than 25% of the Total
from Ineligible Property Limit and less than 25% of the Total Casualty Limit for filing types
Insurers Exceeds | 1609-SLL/1609-PR, 1609-B and Export type filings.

25% of the Total

14 Missing Producer | The Individual Producer Name and the Individual Producer License

Information Number is required for the 1609-PR form. Please enter the number and
the system will look up the name. This is a warning error. The Electronic
Filing System will accept submittal but the error will be reported to PID.

15 Missing Eligible The Multiple Carrier box was checked but no additional carriers were
Insurer added. Either uncheck the Multiple Carrier field or add additional carriers.
Information

16 Missing Ineligible | The box for 1606-A was checked but no ineligible insurers were entered.
Insurer Either uncheck the 1606-A box or enter ineligible insurers.

17 Missing or Invalid | A valid Description of Insureds Operation is required prior to submittal.
Description of
Insured's
Operation

18 Missing Declining | Three declining companies are required. This is a warning error. The
Companies Electronic Filing System will accept submittal but the error will be reported

to PID.

19 Missing Policy A new filing must have either a Policy or a Binder Number. The filing may
and Binder be submitted with just a Binder Number as long as the Policy Number is
Number added later via an Endorsement.

20 Invalid Individual The Individual Producer License Number entered was invalid as of the
Producer License | Policy Effective Date. This is a warning error. The Electronic Filing System

will accept submittal but the error will be reported to PID.

21 Missing or The "unable to obtain the 1609-PR form" checked but the Individual
lllegible Individual | Producer Name or Address is missing or illegible. This is a critical error
Producer Name that must be corrected prior to submittal.

22 Carrier ineligible The Carrier is not on the eligible list at the time of the filing. This is a
on effective date critical error that must be corrected prior to submittal.
of policy

23 Missing or Invalid | The Key Carrier Number is missing. This is a critical error that must be
Eligible Insurer corrected prior to submittal.

Number

24 Missing or The Type of Coverage is missing. This must be selected prior to submittal.
Incorrect Type of
Coverage
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No. | Error Name Description

25 Invalid NAIC This means an NAIC number is wrong (enter NAIC number and Company
Number Name field displays "Invalid NAIC Number"). This is a warning error.

26 Missing Name of | The Name of Insured must be entered prior to submittal.

Insured

27 Neither Type nor | Filing Type 1604-E was selected but neither the Type of Coverage nor the
Description is on Description of Insured's Operation are on the Export List. Filing Type
the Export List 1604-E (Export) should only be selected if either the Type of Coverage or

the Description of Insured's Operation is on the Export List. Please review
the List of Type of Coverage and the List of Description of Insured's
Operation and either select one from the Export List or change the filing
type. This must be corrected prior to submittal.

28 Missing or Invalid | Filing Type 1610-B requires the name of the Purchasing Group. The name
Purchasing Group | of the Purchasing Group must be selected prior to submittal.

29 Missing Individual | The Affidavit paperwork is missing the individual SLL signature or it is
SLL Signature illegible. The Agency User should email a a signed, legible image of the

Affidavit to filingreturn@pasla.org.

30 Missing PR Form, | If Producer paperwork is missing the Producer signature then leave the
Missing Signature Provided box unchecked. An unchecked box causes this error.
Signature, or
lllegible PR Image

31 The Sum of The Sum of Carriers Equals Totals box is not checked. The sum of all
Carrier Carrier Limits/Premiums listed on the Multiple Carrier paperwork should
Limits/Premium equal the Total Policy Limits/Carriers listed on the Affidavit paperwork and
Does Not Equal the box should be checked.

Total

32 Missing 1609-PR | Filing Type 1609-SLL/1609-PR requires a legible image of a signed 1609-
Image PR form. Please use the Upload function to store a signed image with the

filing.

33 Missing or Filing Type 1609-SLL/1609-PR requires a legible image of a signed 1609-
lllegible 1609-PR | PR form. PSLA reviewed the image and determined it is either: illegible,
Image missing the producer number/name/address, missing the producer

signature, or the Insured Name doesn’t match. A corrected image must be
uploaded before the submittal is approved.

34 Mismatch on Filing Type 1609-SLL/1609-PR requires a legible image of a signed 1609-
Named Insured PR form. PSLA reviewed the image and determined the Named Insured
Between 1609-PR | on the image does not match the Named Insured provided in the filing.
Image and SLL
Affidavit

35 Unable to Obtain | This is a Warning Error. The Electronic Filing System will accept submittal
PR Form but the error will be reported to PID.

36 Missing Effective | The Effective Date of Change is missing.

Date of Change
1/26/2012 PSLA Procedures and Electronic Filing User Manual Page 79 of 85




No. | Error Name Description
37 Policy Number The policy number may consist of letters, numbers, or hyphens (-). This
cannot contain must be corrected before submittal.
special characters
38 Insured Name The insured name must consist of letters, numbers, or hyphens (-). This
cannot contain must be corrected before submittal.
special characters
39 Endorsement The endorsement number must consist of letters, numbers, or hyphens (-).
Number cannot This must be corrected before submittal.
contain special
characters
40 Invalid Policy The Policy Expiration Date Must Be After the Policy Effective Date.
Expiration Date
41 Potential Invalid The Location of Risk contains the text PO Box or P.O. Box. The Location
Location of Risk of Risk must be a street address and not a Post Office Box. This is a
Critical Error and must be corrected prior to submittal.
42 Invalid The Endorsement Effective Date must be between the current Policy
Endorsement Effective and Expiration Dates
Effective Date of
Change
43 Invalid The Endorsement Effective Date of Change must be between the
Endorsement proposed Policy Effective and Expiration Dates.
Effective Date of
Change
44 Not a valid The Location of Risk must be in Pennsylvania but the entered zip code is
Pennsylvania Zip not a Pennsylvania zip code.
Code
45 Missing The Endorsement is missing the effective date of change.
Endorsement
Effective Date of
Change
46 Invalid Change in | The reduction in Current Property Limit cannot exceed the Current
Property Limit Property Limit since the new total cannot be less than zero.
47 Invalid Change in | The reduction in Current Casualty Limit cannot exceed the Current
Casualty Limit Casualty Limit since the new total cannot be less than zero.
48 Invalid Change in | The reduction in Premium cannot exceed the Current Premium since the
Premium new total cannot be less than zero.
49 Invalid Policy The proposed Policy Expiration Date must be after the Effective Date of
Expiration Date Change for all prior Endorsements. For example, if there is a prior
endorsement with an Endorsement Effective Date of Change of 3/1/2006,
the new Policy Expiration date must be after 3/1/2006.
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50 Ineligible Insurers | Ineligible Insurers should not be used with Filing Type 1610-B. This is a
Should Not Be Warning Error. The Electronic Filing System will accept submittal but the
Used with Filing error will be reported to PID.

Type 1610-B

51 An Ineligible An ineligible carrier can not be used at all for this type of filing.
Insurer was
entered but Form
1606-A was not
given.

52 Duplicate In the 1609-PR section each of the declining companies should be unique.
Declining NAIC This is a Warning Error. The Electronic Filing System will accept submittal
Numbers but the error will be reported to PID.

53 Agency/Agent The agency/agent name must match the name on paperwork.

Name Must Match
Paperwork

54 Missing The endorsement number is missing.
Endorsement
Number

55 Missing Received | The received date is missing.
Date

56 Missing Customer | The customer id is missing.
Id

57 Missing Filing The filing type is missing.
Type

58 Invalid Returned Returned Premium is a required field and the amount cannot exceed the
Premium current premium.

59 Invalid Returned The returned stamping fee must be less than or equal to the current fee
Stamping Fee

60 Invalid The effective date of cancellation must be between the Policy Effective
Cancellation Date | Date and Policy Expiration Date

61 Missing Property | A filing must have either a Property Limit or a Casualty Limit. Both cannot
or Casualty Limit | be $0

63 The Returned Fee | The returned stamping fee for policies with an effective date prior to
Field Should Not 1/1/2002 is 0.5% of the returned premium. Enter $0 in the Returned Fee if
be Blank the Returned Premium is $0.

64 User cannot file The user submitting the filing is not authorized to file for this customer id.
for this customer

66 This Filing is Late | This will be a late filing since the Paper Received Date is more than 45

days after the Policy Effective Date. Please recheck the Paper Received
Date and Policy Effective Date before submitting or saving. This is a
Warning Error.
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67 Omissions The Omissions box is no longer available since the moratorium ended on
12/31/2010. This is a critical error.

68 Missing The Omissions box is checked indicating this filing is a result of

Description reconciliation and examination discrepancies and the late fee will be
waived. A brief description of the discrepancy is required since it will be
made available to the Pennsylvania Insurance Department.

69 Invalid Policy The Omissions box is checked but the Policy Effective Date is after the
Effective Date for | moratorium period when agencies can submit a filing and have the late fee
Omissions waived as a result of reconciliation and examination discrepancies.

70 Cannot Select The filing was previously submitted and was late. The Omissions box
Omissions if Filing | cannot be used to waive the late fee on a filing that was already late. This
was Already Late | is a critical error.

71 1609-X Should The moratorium ended on 12/31/2010 so the 1609-X is no longer available
Only Be Used To | for general use. Please contact PSLA if you have questions.

Report
Discrepancies

72 Cannot Submit A 1609-X filing can only be submitted via the Submit Original Filing web
1609-X Via XML page. It cannot be submitted via XML Import.

73 Omissions are Omissions are invalid via XML Import. Please log into the EFS website to
invalid via XML enter a filing with Omissions. This is a critical error.

74 Missing Home The Home State for a Multi-state Risk is required. Please click on the help
State link for additional information.

75 Invalid Total Multi- | The Total Multi-state Policy Premium is the total premium for all locations
state Policy and it must be greater than the premium for the portion of risk located in
Premium the Commonwealth of Pennsylvania.

76 Missing Multi- Please select whether the policy covers risks in multiple states.
state Risk
Information

77 Invalid Filing Type | The no_pr_available field was set to TRUE in the XML file but the filing
for No PR type is not 1609-SLL/1609-PR. The no_pr_available field should only be
Available set to TRUE if the filing type is 1609-SLL/1609-PR and the 1609-PR image

is not available.

78 Invalid Policy For multi-state risks, the Policy Premium must be greater than PA
Premium Premium (the allocated premium for the PA Location of Risk) for each

insurer.

79 Missing Date Revenue Recognition Date is a required field. Please enter the date in
mm/dd/yyyy format. Please consult with your tax department if you have
questions on the date.

80 Invalid Returned Returned Policy Premium is a required field and the amount cannot exceed

Policy Premium the current policy premium.

81 Invalid Change In | The reduction in Policy Premium cannot exceed the Current Policy
Policy Premium Premium since the new total cannot be less than zero.
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